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SECTION 1: COMPLETING A STAY ANNIVERSARY REVIEW
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Open Myself menu

Select Reviews

Select the date to open the review

Complete each section of the review

eS| x

v\-:

EDSI Curriculum
Myself :

2 Access EDSI Curriculum

Personal ~

Employee Summary

Name, Address, and Telephone Keywe

Emegericy Conticts Participant Curriculum Catalog
Private Info
My Company . Watch Keywe Participant
Employee Directory Curriculum Catalog Video
Jobs ~
Job Summary
Compensation 2 o
i Quick Links
Job History
(A
Reviews 2 2021 Employee Handbook
Career & Ed::m ~
2 2021 Flextour Schedule
Goals

UKG Pro Learning
Pay i 2 2021 Holidays

Current Pav Statement
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4 - Reviews
Myself
Y In Progress
Personal

Stay Wnteeview - Anniversary - 10/25/21 Stay Anaiversary

€« Reviews

Review Summary

Stay Interview - Anniversary - 10/25/21
Employee Test G. rRrves Nots

Contributors

Employee Test
Due Date 10/12/2021

Review sections

Developmental Comments

Overall Comments



4. e Select Start to open the Developmental G A0 L s 0y @ @ enplgeetent
Comments section Review Summary 9 80«

Stay Interview - Anniversary - 10/25/21
Employee Test. Gener! # Emplores liols

Contributors

Employee Test Manager Test
Oue Date 10/12/2021

Review sections \

5. e Add your comments to Employee
Comments box

e Select save to continue or save & close if
you are done

6. e Once Development Comments section is & Revers Sl (e
. Review Summar 4 8 @ ¢
complete, the status is changed to " :
“Completed” P

e If changes are needed, select Edit

Contributors

Employes Test
Due Date 10/12/2021

Review sections \
& Developmental Comments

7 . € Reviews

Employee Test. Overal Comments )
e To complete Overall Comments section, Presse ks
select Start

pics that you wouid like 1o

e Add any additional topics that you would
like to discuss in the Comments section

e Select save to continue or save & close if
you are done
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SECTION 2: SUBMITTING REVIEW

1. e Select Send to submit completed review to Qe O
your manager Reiew Summary 18 0

Stay interview - Anniversary - 10/25/21
Employes Test Gererst 5

Contributors

Ernphyee Test
Due Date 10/12/2021
Review sections
* -
™

Send \
i

2. o The system asks for confirmation upon driofiicecom
submitting review

ewdb.ultipro.com says

Are you sure you want to Send this review?
Sending this review will prevent further changes.

e Once Send is selected, there is no way to n Canos
edit the review

3. e Thereview is now in View Mode only s e il ) O

Review Summary

e Once the review is submitted, your s 1025
manager will receive a notification that the
Employee Assessment was completed e & sy i et s A

concerns you may be having so we can continuously improve and retain great talent.

ployee engagement and retention tool leader

an take to strengthen thek
and team members. We hope 1o pre

Contributors

Empl
Due C

Manager Test
2021 Due Date 10/25/2021

Review sections

Developmental Comments

view

Qverall Comments

H
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SECTION 3: SENDING REVIEW BACK FOR CHANGES

Your manager can send a review back to
you for changes, if needed

You will receive an email notification that

the Employee Assessment task has been
reassigned back for completion

Select Edit to update your review
Once updates are completed, select Send
Review will be sent back to your manager

for reassessment, along with an email
notification

SECTION 4: SIGNING REVIEW

1.

2. °
1. °
2. °
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When manager sends review to you for a
signature, you will receive an email
notification that the Employee
Acknowledgement task is available to
evaluate and complete.

If you would like to add comments, use the
Final Comments section

To sign review, select Sign & Complete

To finish the signature process, select OK to
confirm

Once you confirm, your manager will
receive email notification that your review
is signed

€ Reviews

Review Summary

@ Employee Test

Stay Interview - Anniversary - 10/25/21
Employee Test, General #8% Emoloves Notes

ot

Contributors

Employee Test
Due Date 10/12/2021

Review sections

€ Reviews
Review Summary

Empiayes Test

Due Date 10/12/2021

Review sections

Sign & Complete

ewdb.ultipro.com says

Are you sure you want to Sign & Complete this review?
Signing and completing this review will prevent further changes.

“ Cancel

@ Employee Test -




SECTION 5: VIEWING REVIEW
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Once your manager signs review, it moves
to the History section

To view review, open the Myself menu and
select Reviews

Select the date of review you would like to
view

History
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