ENCOMPASSING
VISIONS

Job Evaluation and Talent Management Software

Basic Steps to System Implementation
- Jobs and Competency Management

Version 2024

A Note about Configuring your Encompassing Visions software system for Jobs and
Competency Management:

Configuring the Encompassing Visions application according to the steps in this guide will
enable you to utilize the full functionality of the software and reflect precisely what is important
to your organization in terms of job evaluation and the employee learning and growth process,
priorities, and measures.

This document is intended to be both a checklist and a guide. Please work with your

consultant or ENCV Client Relations staff for additional ideas and information beyond what is
rovided within this document. And remember — no matter what configuration changes you
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Introduction

Encompassing Visions efficiently collects detailed, high quality Job Data that defines and
reflects the organizations core competencies and integrates the Job Data with Employee
Competency Assessment Data to inform several technology-enabled HR processes.

Setting Up ENCV For Job Evaluation

Technical Requirements
1) Prepare the Hardware/Server Environment
See System Requirements here, or on page 64 of this document.

2) Install the Encompassing Visions™ software system
Our IT staff will work with your staff to securely transfer the program and database files
for installation on a) your own server or b) set up the on the cloud server managed by
Microsoft Azure.

System Administration

3) Logging In

To log in to Encompassing Visions, key the URL into your browser.

Note: Administration module functions are accessible with all browsers.

e Add this website to your favorites or put the icon on your desktop for future use.

e Enter your user ID and password. Default settings with installation are
Admin1l/Adminl, Admin2/Admin2, and Admin3/Admin3
If you have forgotten your User ID and /or Password but have a valid email address
connected in ENCV to your name and User ID, the system will email a new Password
to you that will enable system access.

o Note: If you will be using ENCV for Learning and Growth Reviews, this
functionality will be significant and a time savings to you. Management and
staff will be able to gain secure system access without having to involve the
System Administrator in re-setting that information for them.

L~ ENCOMPASSING
@4 VISIONS
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4) Changing the Password
To change your password, hover over your name, in the right-hand side of the navigation
bar, and open the sub-menu. Click on Change Password.

Change Password

Logout

J

The system will bring up a window allowing you to set up your new password. You will
need to re-enter the password and then click “ok”. Note: When one or several
new/uniqgue Admin User IDs and Passwords have been established, we suggest you
delete the system defaults for security reasons.

Password Policy

Temporary Password

When the system administrator assigns a password for a new Employee, or changes the
Employee's password, the system requires that the Employee change the password upon
first log on. A temporary password assigned by the system administrator must be a
minimum of 6 characters (alpha, numeric, symbols) and may be reused.

Complex Password

Some organizational procedures require complex passwords for access to software
applications. If that is a requirement for your organization, then go to
Administration>System Settings>Security>Passwords>Do you require passwords
to be complex? Set to ‘Yes’. This will force a user to set a complex password when they
log in the system. If the policy is set to no, the temporary password requirements (above)
are enabled.
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Complex Password requirements:
e Must be a minimum of 8 characters, and,
e Must contain at least 3 of the following 4-character types:
o Uppercase character
o Lowercase character
o Numeric character
o Special character (such as #, $, %)

Change Password

A Your current password is a temporary password and should be changed.
Change Password

L8]
Encv§4503 ©

Encv34503 © Confirm password ©

CANCEL CHANGE

Adding a new User
Administration>Users>Click on the Add icon. A User Details screen opens.

M@

Complete the appropriate information, keeping in mind that the user ID is a primary key

for the employee record and cannot be altered later.

¢ Note: the password will be changed upon first log in by the user, so a generic
password can be entered here. Just remember what it is to tell them! Also, if your
organization is large and users are frequently needing to be added/deleted from the
ENCYV database, contact ENCV to ask about our Data Integration module for
automatically updating your ENCV database from your organizations HRIS or Payroll
system.

Install the purchased ‘System Authorization Key’

To enter Job (or Employee) data into the software, a security code will be emailed to you
by your ENCV Client Relations contact. It will need to be copied and pasted into the
‘Constraints’ field within the installed software system. Administration>System
Setup>Constraints.
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Strategic Alignment ~

Employees Analysis v Administration +

Current Job Limit:
Current Number of Jobs:

Current Jobs Remaining

Current Employee Limit:
Current Number of Employees:

Current Employees Remaining

©  &Domav

Expiry Date: Expiry Date:

* A valid Jobs license is required in order for Employee functionality to be available.

To change these. enter the ion key obtained from enC

7) Install the Organization’s Logo / Organizational Branding w/Colour
To add your organization’s logo to the reports:
e To upload the logo, go to Administration>System Settings>Reports>Logo. The
logo maximum size is 2.5cm (1 in) tall by 10cm (4 in) wide.
Note: Remove any excess padding and follow the directions of the generated warning
and adjust as required.
e Choose which type(s) of reports the logo should appear on:
o Toinclude logo in Administrative reports: go to Administration > System
Settings > Organization Branding > Logo > Use Logo on Reports? Set to
'Yes'
To include logo in Job reports: go to Job > Job Settings > Organization
Branding> Logo > Use Logo on Reports? Set to 'Yes'
To include logo on Jobs Description reports: Go to Job > Job Settings >
Reports > Report Options > Customize > Job Description Report
Options > Customized Logo — check System field
To include logo on Jobs Posting reports: Go to Job > Job Settings >
Reports > Report Options > Customize > Job Posting Report Options >
Customized Logo - check System field
To include logo in learning and growth reports: go to Employee > Employee
Settings > Organization Branding > Logo > Use Logo on Reports? Set to
'Yes'
To include logo on learning and growth reports: Go to Employee > Employee
Settings > Reports > Report Options > Customize > Customized Logo —
check System field

Job Report Options |

Job Report Options

Include in Report
Heading
Customized Logo

| Actions: [ W| ‘ View: (Iob Posting Ogptions

Include in Report ¥ - -
Heading Learning and Growth Report Options

‘Customized Lo

Include in Report

Heading
Organization Name O
Customized Logo

o To introduce the organizations primary, secondary and tertiary branding colors
into reports; go to Administration > System Settings > Organization
Branding > Colors and make a color selection from the palette options
provided.
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8) Determine the Job Evaluation Team (JET) Membership
Based on 30 years of experience, we have found that utilizing a Job Evaluation Team to
analyze and evaluate the jobs within the organization is the most accurate, efficient, and
effective way to produce quality results. The process involves selecting people from
various departments across the organization who will dedicate time to the job evaluation
process. The JET members should be individuals who are well-respected within the
organization and have good communication skills. They should be objective and
analytical by nature, and be knowledgeable of the organization’s structure, positions and
departments. Often JET members are people who have held various positions within the
organization. The JET implementation method is described in detail here.

Identify the Encompassing Visions™ System Administrator(s)

The other critical staff assignment is the person(s) who will act as the ENCV System
Administrator. This person will become the ENCV resident expert. They will typically
handle the configurations listed in this document, participate in the job evaluation
process, add and update users, and run reports. If employee learning and growth
modules are enabled, they will also train staff on how to complete competency reviews,
and act as the primary contact with ENCV Client Relations staff.

10)Review System Policies
You can review system policies by going to the Administration Module>System
Settings or to each relevant policy controls linked to the related modules.

Note: If only rolling out the ‘Job Evaluation’ functionality of Encompassing Visions, then
just review the options that appear under Jobs>Job Settings.

W 08 sETTINGS
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System Configuration

11)Review the JPS Job Questionnaire®
The JPS Job Questionnaire®is an internationally copyrighted document that asks a series
of questions about what a job does. It has been developed over 30 years with the
experience gained through the evaluation of tens of thousands of jobs to date.
Responses are tabulated to calculate a numerical score that reflects the jobs relative
‘value’ to other jobs within the organization (for compensation purposes). Based on the
same information, the questionnaire responses are translated into importance ratings for
various behavioural competencies (for Job Posting and Candidate Interview Reports,
as well as for employee learning and growth review purposes).

"The JPS Job Questionnaire(s)© — Accounting Analyst (0046)
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The Encompassing Visions Job Evaluation Process allows your organization to:

e Gather all the relevant information required to evaluate every job in your organization.

e Keep detailed documentation on every contentious job evaluation decision made.

e Score jobs for compensation purposes based on the relative Skill, Effort,
Responsibility and Working Conditions they provide to the organization.
Compare and analyze jobs to ensure job evaluation results make sense, are fair,
appropriately reflect job similarities/differences, with results that can be easily
communicated/understood.
Generate Job Descriptions, Job Postings and a list of Candidate Interview Questions.
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Customization should not be necessary. However, sometimes it is appropriate for some
text to be re-worded to more closely reflect the terminology used within your organization.

To do this, distribute a hardcopy of the standard JPS Job Questionnaire (available from
ENCYV Client Relations in MSWord format) to JET members. Ask them to review the
documents for terminology, context and understanding with respect to the business
culture of the organization. If changes are required, it is strongly suggested for
consistency and accuracy reasons that changes first be noted on this hard copy
document, discussed, agreed to and then entered into the database by the ENCV
administrator.
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Note: Itis critically important that any suggested changes first be discussed with your

consultant or ENCV Client Relations staff before being entered into the software.

They are best able to tell you what impact the suggested change(s) will potentially have

on other measures/functionalities within Encompassing Visions.

e The JPS Job Questionnaire® questions, Elaboration fields, Response Text, Response
Weightings, Response Examples and Job Description Text are located in Jobs >Job
Settings> Job Evaluation Questionnaire > Job Evaluation Questions>
Customize

C ize Job

For Questian This is the question heading that sopears on the JPS Job Questionnaire® and related reports.
010 EDUCATION
02.0 EXPERIENCE

Response

Cinagsy T W ramweerie Uen rvsleble retperis b Hes it o= s J0 s Comsetiormsionth Weighting This text will be printed on the Job Description Report
i

The typical minimum level of education to perform this job competently is equivalent
A EQUIVALENT TO ELEMENTARY SCHOOL. The person reads and understands simple imstructions, & P ry school. The e instructions, and/or
and/or can count, add and sublract. coun

p  FQUIVALENT TO PARTIAL HIGH 30L EDUCATION. The persen can read and writs 53 s to
communicate easiy, and/or court, add, subtract, multiply and divide.

12)Review the Competency and Technical Skill Libraries
Review and update Name, Definition, Details, Excellence, and Interview Questions
¢ Specific Competency information is stored in Job > Job Settings > Competencies.
Select a competency. Various details are accessible by using the pick list.

o Double click on any listed competency to edit the name and definition of the
competency, to make it “Active/lnactive”. It's VERY important that any
changes do not affect the meaning of the competency.

Competency Characteristics are the list of detailed questions that are asked in
employee learning and growth reviews if the competency is particularly
important in the job the employee is assigned. These questions are system
defaults that can be made “Inactive”, and new / additional / other questions
can be entered (for ‘All’ or ‘Job Group’ specific) to ensure job-specific,
complete, and appropriate measures of what your organization expects in the
learning and growth of the related competency.

The Describing Excellence feature is a description of what excellence looks
like in the learning and growth of the competency. This section is printed in
the Employee Learning and Growth Report (by default) if competency review
feedback suggests there is need for development. These elements can be
configured to reflect what excellence would look like in your organization, and
they too can be customized for each Job Group.

Selection Interview questions have been pre-populated for each competency.
This feature is also configurable to create a Selection Interview Guide that
reflects the questions job interviewers should ask in your organization. This
feature can also be fine-tuned for each Job Group.

Establish global policy values for particular Competencies (i.e. an
“Organization Bias”) as required.
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o o S——
Maintain Competencies

Specific Technical Skills information is stored in Job > Job Settings >
Skills/Certification
o Actions: select the icon for “Insert a new skill”
o To add additional skill types: Job > Job Settings > Core Tables > select
Skill Type, Actions button: Add New

Administration

Skills and Certifications

[actions © 7 W = ¥ 2 [e= Cinsotmoorses
L saTe Adve Type
(General) Business Certificate 4 Formal Education 2 yr Diploma/Certificate
2 yr Diploma/Certificate (in relsted field) v Formal Education 2 2 yr Dwploma/Certficate
4th Class Steam Engineer C OO Operatons/Mantenance
Sth Class Steam Engineer Certification P rations Operations/Mantenance

AACI - Accredited Appraiser Canadian
Institute

Accounting and Financs! Management
Accounts Payable =
Accounts Recevable 7 Technical v rati Accounting/Finance/ Taxation
A a Constr 7 Membershp v rations Health and Safety

Technical v Agminatraton

Technical v Infor hon Technology Computer Systems

Adobe Iiustrator
Adobe InDesign
Adobe Photoshop 7 Technical Y nfon chnology Computer Systems
Auwrbrake Endorsement ("Q") v g " Equipment Operation
Alberts Blaster's Perma y ertificaty y perstions Heath and Safety
Alberta Certified Vehicle Inspector / % Enforcement

7 Cenification / 0 Heakth and Safety

7 Certification rati Heakth and Safety
/  Certification Y rati Mealth and Safety
v Certification i Accounting/Finance/ Taxation
7 Membership v ration: Administration
AMHSA- Alberta Muniopal Hea! s / ot
R 7 Membershp ¥ 0 Meakth and Safety
APEGA 7 Membersho Y Operations/Mantenance
APEX - Property Evaluation Software 7 Technical v Information Technology Computer Systems
Asp1 - Alberta Professionsl Planners 7 Membership / Operations Planning

Re-mapping competencies and The JPS Job Questionnaire®

Note: Your organization may have already defined the behavioural competencies
important to its operations. If so, and if they are different than the ones provided in the
Encompassing Visions competency library, the software is designed to accommodate
the remapping of the Job Questionnaire to meet your organization-specific
competency needs. If this requires amalgamation of listed competencies, adding new
competencies, and/or making some of the listed competencies inactive, please
discuss this with your consultant or ENCV Client Relations staff. We will work with you
to accomplish the customization of competencies to suit your organization.

13)Identify relevant ‘Job Families’
A ‘Job Family’ is a group of jobs that share related expertise (e.g., Law, Accounting, HR,
Engineering, Health/Safety, Sales, etc.)
To configure Job Families in Encompassing Visions™:
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See alternate terms configuration — if you want to change “Job Family” to a term
more closely aligned with your internal terminology.

Jobs > Job Settings > Alternate Terms > what term do you use for the Visions
term: Job Family?

Add to and/or update “Job Families” listed in the table. (Job > Job Settings > Core
Tables > Job Family)

Jobs Module > Jobs > choose Job Family from pick list when a new job is created,
or a current job is edited.

14)ldentify relevant ‘Job Groups’

A ‘Job Group’ are jobs that share a similar level of organizational responsibility (e.g.,
Executive Leadership, Management, Team Leaders, Union affiliation, Administration,
Technical Professionals, Administration, Operations, etc.,)

To configure Job Groups in Encompassing Visions™:

e See Alternate Terms configuration — if you want to change “Job Group” to a term
more closely aligned with your internal terminology.

Jobs > Job Settings > Alternate Terms > what term do you use for the Visions
term: Job Group?

e Add to and/or update “Job Groups” listed in the table. (Job > Job Settings > Core
Tables > Job Group)

e Jobs Module > Jobs > choose Job Group from pick list when a new job is created,
or a current job is edited.

NOTE: We STRONGLY recommend you do not delete any listed (default) Job Groups
listed in the ‘Job Group’ table provided. They likely have connections to other
functionalities in ENCV you will later appreciate having access to.

15)ldentify relevant ‘Locations’
To configure the Location table in Encompassing Visions™:
e Job > Jobs Settings > Core Tables > Location > Actions: Add New
or Edit

e Jobs Module > Jobs, choose Location from the pick list when a new
job is created, or a current job is edited — but only if it is appropriate /
important to recognize that the Job is only found at this specific location.

16)ldentify and build the Organization Structure into the software (Optional)
To configure the Organization Structure in Encompassing Visions™:
e Administration > Organization Structure >View Actions button: Add New
Organization Unit
Note 1: We recommend that the organization structure be built from the top down. Be
sure to accurately reflect the organizational reporting layers as each unit is added to
the ‘organization chart’ building inside Encompassing Visions, and make sure the
first/top organizational level is the name of the organization.
Note 2: The names of employees who are “Leads” within the organization should
appear on this Organization Structure when:
o 1) that part of the organization is highlighted, and
o 2) Employee names have been added into the database (# of active
employees for that department will also display).
= (See Step 29 - “Load and link Employee Information with User Id’s
and User Profiles”.)
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Note 3: If your organization does not want to assign jobs to an organization structure
and either is not using ENCV for employee learning and growth reviews OR uses
Supervisor/Employee reporting codes to establish learning and growth review
relationships, then building the organization structure in the software is not necessary.

SIgEemLeUUI DU uLIu E

] @ UI lm View Linked Jobs g om.cjg:ummom

Selected Organization Unit:  City of Pinkerton
City of Pinkerton
¥ Community Services Lead(s
¥ Agncukural and Environmental Services Michael Jones
b agnaukure Team Chief Administration Officer
Michele Jones
Chief Administration Officer

P Cemetery Team
P Recreaton and Commundy Services
¥ Enforcement Services

¥ enforcement Team

Fire Services

# of Active Employees a7

17)Determine Job Reference Numbers
Each job needs to have an identifying number attached. If available, it is very important
to use the numbers that are common elsewhere in your systems, such as the Job ID in
an HRIS or Payroll system, particularly if the organization plans to utilize the Data
Integration and Import services of the application to automate updates in ENCV and
ensure synchronization with HRIS/Payroll updates.

18)Configure the Job Description format
Alternate Terms: Terms that are already in use in your organization can replace the
default terms in the application. For example, your organization might refer to our ‘Job
Description’ as a Job Profile, and our term General Accountability as Core
Responsibility or Primary Purpose.

To configure Job Description terms in Encompassing Visions™:

e Jobs > Job Settings > Alternate Terms.

e All Terms are listed that can be changed.

e Locate the default term in the list: “What term do you use for the Visions term: xxx.”

e Select the default term you wish to re-name by selecting the drop-down menu or click

the “Add” icon ﬂ . This will bring up a window that you can “Add New” or choose
from the pick list.

Click “Save” to save the Alternate name for term or “Cancel” to close the window.
This will change the term from the Encompassing Visions™ default term to your
alternate term every place where it appears in the application, including on all reports.

Page |14 It’s All About Objectivity, Accountability and Respect




Whole sections in the Job Description layout can be turned on or off to reflect the
information your organization prefers to see in the description.

To configure the Job Description layout/sections in Encompassing Visions™:
e Job >Job Settings > Reports > Report Options > Customize > View: Job
Description Report Options (drop down list).
e Check each element you wish to see on the job description reports.
o System means all users — Administrators and non-Administrators.
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*If disabling ‘Support Statement for 6,7,12, and 13’ please remove printed Job Description Report text related
to these questions. “(With the following exceptions/as demonstrated by the following)” Jobs > Job Settings >
Job Evaluation Questionnaire > Job Evaluation Questions > Customize > 6.0,7.0,12.0 and 13.0.

19)Configure the Job Posting format
Alternate Terms: Terms that are already in use in your organization can replace the
default terms in the application. For example, your organization might refer to our ‘Job
Posting’ as a Work Posting, and our term Technical Requirements as Roles and
Responsibilities or Qualifications.

To configure Job Posting terms in Encompassing Visions™:
e Jobs > Job Settings > Alternate Terms.
All Terms are listed that can be changed.

[ ]
e Locate the default term in the list: “What term do you use for the Visions term: xxx.”
e Select the default term you wish to re-name by selecting the drop-down menu or click

the “Add” icon ° . This will bring up a window that you can “Add New” or choose
from the pick list. Click “Save” to save the Alternate name for term or “Cancel” to
close the window.

This will change the term from the Encompassing Visions™ default term to your
alternate term every place where it appears in the application, including on all reports.

Sections in the Job Posting layout can be turned on or off to reflect the information your
organization prefers to see in the posting.

To configure the Job Posting layout/sections in Encompassing Visions™:
e Job >Job Settings > Reports > Report Options > Customize > View: Job
Posting Report Options (drop down list).
e Check each element you wish to see on the job posting reports.
o System means all users — Administrators and non-Administrators.
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Job Data Collection & Evaluation Process

20)Establish a schedule for JET meetings.
Identify the Jobs to be reviewed and schedule appointments with Job Supervisors who
will be able to provide informed opinions about the Jobs to be evaluated.

21)Conduct job evaluation system “TEST” with JET
e JET completes sample benchmark jobs from various areas of the organization,

including those recognized as highly technical, administrative, and managerial in
nature. The purpose is to build common understanding and consistency in how JET
(as a team) will interpret the Questionnaire. Based on results of the sample study,
adjust system-embedded wording and Elaborations as needed.
The first questionnaires to be ‘officially’ completed in the organization will come from
the interview with the most senior person in the organization. Make sure you have
sufficient copies of the Questionnaire Response Sheet for the number of jobs to be
reviewed in each session. Moving through the questionnaire one question at a time
for the most senior job and (at the same time) for each direct report, the process will
enable relative similarities and differences between executive roles to be effectively
identified in the recorded questionnaire responses. Then with information now
available for the senior management roles, work with each of these incumbents to
complete job questionnaires for their direct reports in the same manner — question by
guestion. With this process, efficiencies, and accuracies in gathering quality
information about what is similar and what is different between jobs that work together
will be maximized. Facilitated by individuals on JET who can provide quality
assurance checks and balances with the growing database of jobs from the
organization, the relative appropriateness of responses within and across the
organization can be assured. Updating system-embedded Job Questionnaire
response ‘Examples’ and documenting important decisions in ‘Justifications’ will
ensure accurate reference information will be always available in future job evaluation
work, even as JET participants change over time.
Each session using this format should enable JET to evaluate a minimum of 10-15
jobs per day.
When several jobs are completely evaluated, various reports can be run to review
where the positions fall, ensuring that no job is rated incorrectly on any question or
any factor.
Print and review the Questionnaire Cross Reference and (optionally) the Competency
Cross Reference reports with the manager for relative scores /competency
importance ratings with other jobs under their supervision.
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o Job >Jobs > Generate Job Related Reports () > Job Questionnaire
Cross Reference Report/ Job Competency Cross Reference Report - filter
as required.

Note: Upon completion of the JPS Job Questionnaire, when reviewing the Job
Questionnaire Cross Reference Report, focus on 6.0, 7.0, 12.0, and 13.0.
These questions are system calculated to reflect the average of the respective
questions. If there is a problem with overall responses to the related questions,
it will first show up here. Then and only then you may want to review related
guestion details.

22)Enter Questionnaire responses as they are completed
As Questionnaire Response Sheets continue to be completed, enter them into the
software. Review existing job descriptions on file within the organization to determine
their accuracy in reflecting what is currently being done. As appropriate, copy and paste
this information (for General Accountability, Specific Accountability and Technical
Requirements) from MSWord documents into the appropriate fields of Encompassing
Visions™. Attach skills from the Technical Skills Library for each job entered. This will
complete the process and ready Job Descriptions for printing.
e Adding aJob

o Add job details to Encompassing Visions by Jobs>Jobs>Add icon

Job Detalls %]
3ob Beference® -
Job Tithe®

Active

{ Approved
Organization Unit
Job Famity

Job Group

Location

Gender

Werk Unit

General Accountability

Speciic Accountabildties.

* Indicates required field

= Enter the following information and save:

o Job Reference - We recommend that you match this job reference
to any other job referencing process currently in place in your
organization. Note: this is a primary key for the application and
cannot be changed once it is saved.

Job Title — the HR or working title for the job.

Active flag — once the job is evaluated and ready to be included in
all job-related reports, mark as ‘Active’.

Confidential — if this is a role that only certain people should view
job details for (i.e., an Executive level management position), mark
as ‘Confidential.’

Benchmark — ENCV enables organizations to create jobs that have
a Benchmark and Clone relationship. If this policy is enabled
(Jobs>Job Settings>Benchmark>Enable Benchmark Job
Processing?) your organization will be able to flag one job as the
‘Benchmark’ job and link Clone jobs to it. While each Clone may
have a different title, skills, and accountabilities ENCV enables the
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user to choose which text fields to include in the cloning, and it will
share identical Job Questionnaire responses with the Benchmark.
That means if you change any response in the Benchmark at some
point in the future, that same change can then be automatically
‘rippled’ to every other job in the database that is related to the
Benchmark.

Approved — if your organization has set the policy to ‘Approve’ jobs,
marking a job as ‘Approved’ will record the date the job was
approved. Note: if the Approval policy is enabled, jobs must be
approved before they can be assigned to any employees.
Jobs>Job Settings>Approval>Use Client Job Approval
Process?>Set to ‘Yes’

Organization Unit, Job Family, Job Group, Location and Gender —
these fields sort the job into its place within the organizational
structure and enable future detailed report filtering.

General Accountabilities, Specific Accountabilities, and Technical
Requirements are open text fields where general and specific
information about the job can be copied/pasted from another
source or keyed into the space. We recommend that you consider
customizing the names of these fields to best reflect your
organization needs and understandings. These fields will print on
Job Postings and Job Descriptions if checked in the job report
options.

23)Establish Salary/Pay Grades (and Multiple Pay Lines)

e Begin the process of establishing point bands for salary ranges. We recommend they
be in (approx.) 15%-point increments (minimum points to maximum points for each
band). Fine tune the point bands as increasing numbers of jobs are added to the job
evaluation database. The first draft of the point band ranges can be entered into the
software once the most senior and most junior job in the organization have been
evaluated. Job > Job Settings > FLSA - Pay Bands/Salary Grades > FLSA - Pay
Band > Customize

o Note: The ‘Description’ field is available for (optionally) entering the salary
range associated with the point band range. Currently included in the system-
standard printed reports (by option).

Salary Grades

[ Actions: G - m' Viaws [ View Linked Jebs
Level

B $35,000.00 - $45,499
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A. In the Job Levels table, several different and distinct point band tables/pay lines can
be created to accommodate unique stakeholder demands and market realities. With
one approach to job evaluation in ENCV, results get tracked into the point band table
corresponding to the job being evaluated. This functionality will increase efficiency
and understanding by having one common ‘measuring stick’ to evaluate all jobs
across the organization.

0 Note: This multi-pay band / pay line feature is enabled by Policy. Jobs>Job
Settings > FLSA — Pay Bands > Enable Multiple Pay Bands > Set to
“YES!!

Fay Range

die ] () Ii\ oo © [l [samntraion
R

24)Generate the Job/Points Matrix Report
With increasing numbers of evaluated jobs now entered into the software, we recommend
filtering and generating this particular job evaluation report - with or without job points
included. The report will show the relative placement of each job in a grid that has Salary
Grades down the left column and either Organization, Job Group or Job Family across
the top. JET can first check the report to see if the logical placement of jobs makes sense

to them, then begin to share department results with each department head to ensure
any inconsistencies, misunderstandings or potential job evaluation anomalies are
discussed and explained/ justified or revised as supported by additional information
provided. The report can then be generated and reviewed by ever higher levels of
management to ensure all jobs across the organization fall within a correct and justifiable
level.
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25)Review, build understanding, and adjust perspectives as required
Generate Job Descriptions from Encompassing Visions for distribution to management
and employees. These reports will communicate a complete description of the
accountabilities they are responsible for achieving, the technical skills they must apply,
the evaluation rationale for the Job Level assigned to their work, and the most important
behavioural competencies the jobs are expected to demonstrate. Note: What gets
included and not included in the Job Description is determined by your
organizational needs (see step 18.)

A note about the ‘Copy’ functionality for Jobs

e Encompassing Visions™ contains functionality for expediting your job evaluation
process through ‘copying’ (and also ‘benchmarking’, which is described in more detalil
in step 22 of this document). For ‘copying, if an already evaluated job is very much
like a job yet to be evaluated, ENCV allows you to copy the evaluated job by choosing
which text fields to include in the copy, change whatever needs to be changed that
makes it unique, then save it — creating an entirely new described and evaluated job
in a matter of minutes. (In the navigation bar, go to Jobs > Jobs > Actions: > select
the copy job icon.)

System Administrator:
A note about Multiple Job Questionnaires
e ENCV enables an organization to have multiple job incumbents individually complete
the JPS Job Questionnaire for the same job. While accountability text fields and
technical skills will be shared between job incumbents to build the best description of
duties and expectations, individual responses to the JPS Job Questionnaire are not
viewable by others. ENCV will summarize the completed surveys, calculate
response averages, and present that one ‘average’ survey for organizational
consideration. This functionality may prove helpful for several reasons including
situations where employee ‘buy-in’ is critically important, the job supervisor is new
and doesn’t understand all the job specificities, etc.
In setting up ENCV to have multiple incumbents and/or Job supervisor(s) complete
the Job Questionnaire, we strongly recommend inserting a new job into the database
with a Job Reference number having an appended extra letter. For example, if the
actual/final Job Reference in ENCV needs to be #0123, insert the job with a
Reference Number #0123A. Next, have every person providing input to that job
answer the Questionnaire for, in this example, #0123A by enabling the ‘User
Assigned Jobs’ functionality. Each completed Job Questionnaire will be individually
stored in the software database, along with the User Id of the person who completed
it. Collectively, each Questionnaire will be factored into determining not only the
‘Average’ response to each question, but also what the jobs ‘Total Points’ average is.
This is important to know because every system generated report will base its
information on this calculated ‘Average’. At this stage, we recommend copying the
job with the multiple completed Questionnaires attached (i.e., #0123A), entering the
New Job Reference as the correct number (i.e., #0123), saving the copy, and then
making the original job with the multiple attached Questionnaire (i.e., #0123A)
‘Inactive’. What this will have done for your organization is -
e Enable the retention of all the completed, individual Questionnaires for future
reference if required,
Ensure every Job showing in the list of Jobs has only one questionnaire (the
‘Average’) attached to it, and

It’s All About Objectivity, Accountability and Respect




e Ensure that the impact of points/competencies with any future changes to the
Questionnaire will be specific and clear.

The Value of Establishing Domain(s)

¢ Domains will enable organizations the opportunity to assign full, independent
responsibility for job evaluation to a sub-set of jobs specifically domiciled to
management personnel within an organizational structure, or to job evaluation sub
committees charged with the responsibility of independently defining jobs (and
potentially evaluating them) within a particular Job Family or Job Group (e.qg.,
developmental levels of Administrative Assistants, Engineers, etc.).

For example, a user (i.e., a Domain Administrator) assigned to a particular Domain
may be restricted to ‘No access’ or ‘Read-only access’ to ALL Jobs in the full Jobs
database, but be given full security clearance to create/view/edit jobs and generate all
job evaluation related reports for all, or a sub-set of jobs, within an assigned Domain.

26)ldentify and build the Domain(s) into the software
To configure the Domain(s) in Encompassing Visions™:
e Administration > System Settings > Access Control > Enable Domains? (to
facilitate Domain Admin access levels) > Set to ‘Yes’

i‘J Jobs ~ Strategic Alignment + Employees ~ Analysis v Administration ~ & admin2 v

&5 SYSTEMSETTINGS ,% ACCESS CONTROL

ACCESS CONTROL
ACCESS CONTROL
Domains

Domains

Enable Domains? (to fadilitate Sub-admin access levels) D ) ves

Create/Edit Domains to limit User access to Job Information D m'—_l DOMAINS

e Create/Edit Domains to limit User access to Job Information

@ ebsv  stategcAlignment~  Employees~  Analysis~  Administration v
Domains
& 0@ - s
Domain Name Domain Description # of Jobs # of Users

System-wide Permissions granted at this level apply to all sub-domains. !

Records perpage: 9 ¥ 180f 9 « <

o Adding a Domain
= Add Domain details to Encompassing Visions by Administration >
Domains > Add icon
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Select and click on the criteria to establish the domain

. All criteria
selections are listed.

°Se\e:tac(iteria . Optional) Specify additional criteria

] 8 Q & 67 ] [ua]
Job Group Job Family Job Level Group

Location ~ Organization Unit ~ Work Unit  Domain Job

This will bring up a pick list screen. Click on selection and you will be
advanced to the ‘(Optional) Specify additional criteria’ screen.

@ (©ptional) Specify addtional criteria @ rame and Description

Jobs must match ~ Any = of the specified criteria:

Al
Any

Sales | M

A complex combination

CAMNCEL

« Jobs must match: * ‘All’ (and) of the specified criteria.
* ‘Any’ (or)
* ‘A complex combination’

Note:

It is possible to mix the ‘and’ and ‘or’. To help remember the context each job must
match the entire criteria.

a) If you select ‘Any’ it is easier to say, “This Domain contains jobs that are
either _ or _ (or both (additive)).”
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b) If you select ‘All’ it is easier to say, “This Domain contains jobs that are both
in the _and__ (subtractive).”

Click “Next” to move to the Name and Description screen to add the
Domain Name and Domain Description.

Click “Finish” to create your domain or “Cancel” to close the
window.

27)ldentify and Add the Encompassing Visions ™ Domain Administrator(s)
With data access security protocols, this person(s) will participate in the job evaluation
process and run reports.
e Administration>Users>Click on the Add icon. Adding a new user is described
here.
Assign a baseline Profile for staff interaction with the Job database.
Click “Save” to save the new User or “Cancel” to close the window.
Double click on selected User’s name to open the User Details screen.

-+ &ADD -

Click to select and add domain to the User.

e Set the access levels per menu item.

User Details for Jefirey Hymes

Userid

Active

PAGE ACCESS LEVELS Y Ma ACCESS Rights

SYSTEM-WIDE PR
Profle (User specificy ~ @ Read-Only ACCESS Rights

COMMUNICATIONS _ .
Menu ltem 2 Updale ACCESS Righls

sewre v v v v v [
Jobs 5 4 3 2 Ilin

Srint Job Reports s« 3 2 1 [ Full ACCESS Right= incl. Confidential

Skills/Cerifications 5 4 3 2 |m

Updaie/Create ACCESS Rights

System Adminisirator Funciions - Restricted Aooess

It’s All About Objectivity, Accountability and Respect




A ¥ will be in the Domain column of the Users screen to indicate the domain has been
linked to the User.

28)Establishing Organization Unit Branding
To add the organization unit logo to the Job-Related reports:
e To upload the logo, go to Administration>System Settings>Organization
Branding>Organization Unit> Report Logos and Colors for Organization Units.

E ORGANIZATION UNIT BRANMDING 3
o Click on the button to open the Organization Unit
Branding Screen.
= The logo maximum size is 2.5cm (1 in) tall by 10cm (4 in) wide.
Note: Remove any excess padding and follow the directions of the
generated warning and adjust as required.
e Select the Organization Unit the logo should appear on.
o Click the ‘pencil’ icon to open the details screen for selected organization unit.

/’
o Click the pencil icon to add logo. -!I

= A spinner will indicate that it is opening your folder that contains the
logo(s) that is/are to be uploaded into the application.
= The screen will refresh once the logo has been uploaded.

o To introduce the organizations primary, secondary and tertiary branding colors
into the Job-Related reports of each Organization Unit; unselect ‘Use Default’
to make a color selection from the palette options provided.

Click “Save” to save the new details for the branding or “Cancel” to close the
window.

The Organization Branding Screen will show the uploaded logo(s) and branding
colors.

29)Generate a Domain-Related Report
With increasing numbers of established domains now entered the software, we
recommend generating this particular report. The report will show the domain(s), relative
criteria, and the Domain Administrator of the domain. This report can be printed.

30)Generate a User-Related Report
With Domain Administrator(s) added to the software, we recommend generating the User
Domains Report to verify the Users assigned to each domain that have been set up by
the organization. Once generated, the report can be printed.
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Setting Up ENCV For Employee Learning and Growth Feedback

Learning and Growth Review Administration & Implementation

31)Ensure the Organization Structure is accurate
To configure Organization Structure in Encompassing Visions™ refer to step 16
Configuring the Organization Structure in the Job Evaluation section.

32)Configure the Employee Learning and Growth Review Report
Elements in the Employee Learning and Growth Review layout can be turned on or off to
reflect the information your organization would like to see in the report. To configure the
Employee Learning and Growth Review Report layout/sections in Encompassing
Visions™:
e Employees > Employees Settings > Reports > Report Options > Customize >
View: Learning and Growth Report Options.

e Check each element you wish to see on the learning and growth reports.

o System means all users — Administrators and non-Administrators

umummnmmw
—HO|

33)Review User Profile Settings

To review User profiles: Administration > Profiles

¢ Several User profiles are pre-built in the application. The default profiles can be
customized, or new profiles developed as required. Contact your consultant or ENCV
Client Relations for detailed help with profiles to review what the current / default
configurations enable, or if you require any unique configurations for organizational
staff.

e Domain(s) may be assigned to an Employee if they are to be a Domain Administrator.
Refer to step 27 Identify and Add the Encompassing Visions™ Domain Administrator(s)
in the Job Evaluation section.
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a) Review Policy Settings
To review Policy Settings related to what distribution of valuing Competencies,
Business Objectives and Professional Development Objectives (out of 100%) best
reflects your organization’s needs.
Employees>Employee Settings>Reports>Learning and Growth Reports>
“What percentage of the overall score will be made up of the Competency
Review/Business Objectives/Professional Development review?”

34)Load and Link Employee Names with User Id’s and User Profiles
To add a new ‘Active’ employee to the table -
e Employee Module> Employees > Actions > New
o Enter the Employee Id and Name (check the active box). Be sure the
Employee Id corresponds with their payroll Employee Id.
= Using the pick lists, complete the employee information.
= Attach a Supervisor (Policy must be enabled)

= Attach job assignment — click - ~ toadd or change Job Assignment,
attach new job assignment, select job, attach selected job assignment,
Save or Cancel.

»

Create a User Id — click the +~ button, click on the Actions/Add icon,
create a User Id, establish a password, select a Profile, and Save by
clicking on the diskette icon. Note: You may want to record the User
Id and Password created to provide same to the Employee and enable
them with System access. The User’s profile is automatically updated
in the User's module.

Attach profile.

Click Save or Cancel.
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{| Employee Details

Last Name*®

First Name*

Middle Name
Active

“ [City of Soumbard

Employment Equity

Email

Administered Job Level
Job

Evaluated Job Level

User 71 Notassigned  Active

Profile

Memo Notes

v
* Indicates required field [T @

Complete Employee Skills if applicable — View: Employee
Skills >Go> “Add New”. Search for skill(s) in the pick list, Attach
Selected Skill, Save or Cancel if not attaching skill.

Close X when complete.

Strategic Alignment v Employees v Anasisv  Administration v

Employees
o 0 T MR]= 7 2 (® Actve Erployses Only O Al Employees
i ; b

000018 Anderson, Jackie Administrative Assistant.
APOC2. Ao

000009

Note 1: If your organization uses the organization chart to designate reporting
relationships, be sure to mark the employee as the “Lead” of their assigned
organization unit. That way, the application will accurately identify them as default
reviewers for subordinate staff in that part of the organization and enable them to print
learning and growth reports for subordinate staff as well.

Note 2: ‘Import’ functionality within the software enables the transfer of data from
other applications to Encompassing Visions to reduce data entry requirements when
there are large record sets involved. The import process is helpful when setting up job
reference tables, employee, and user information. For regular, ongoing
synchronization with other applications, the Automated Import Service can be used.
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Call your ENCYV Client Relations contact for more information on this service.

& EMPLOYEE SETTINGS

Data Integration & Import
[Aﬂm:r 2 m W = V|[view [owcroems

s mueer
, -

35)Employee Skills/Skills Expiration/Employee Skills Admin
e The system is populated with a Technical Skills Library where specific catalogued

skills (titled and defined) can be selected and attached to each employee.

o The general approach to establishing the Skills and Certifications is:

= 1) Decide what type of Skill and Certification information you want to
track at your organization.
2) Review the default Skill Types provided and determine which ones
are required for your organization and how the Reviewable Indicators
should be set (See Jobs > Job Settings > Core Tables >Skill Type).
3) Determine whether any of the Skill Types will still require grouping
by Category or Sub-Category and establish the appropriate
Categories and Sub-Categories (Jobs > Job Settings >
Skills/Certifications > View: Skill Categories).

= 4) Set up the Skills and Certifications that are to be tracked.

This function will ensure individual employees (when the user is logged in) are able
to view their personal skills/skill expirations, with ‘Leads’ able to update the
Skills/Skills Expiration of their subordinates. Note: Make sure ‘Employee Skills
Access’ and ‘Employees’ (Administration>Profiles) are set to ‘3’ in the assigned
Profiles.
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Non-Lead Employee (Logged In

lignment ~  Employees

Employees
[t “® [T AR~ 7 2 @]

Employes 1d Jeb Title
000027 MeIntyre, Audrey Graval Road - RED Technician

Skills and Certifications for McIntyre, Audrey
aien (9 ® B 10 ¥ 0 [e x|
wrers s e e Dt Sy o

CMMS - Computerized Maintenance Management System Technical 2012-09-05
Drivers Licsnse - Class 3 License 2012-09-05 2013-09-05

GIS - Geographic Information System Technical 2012-09-05
GPS - Global Posticning Systsms Technical 2012-09-05
Hezvy Equipment - Operations Certification 2012-09-05
Dccupational Health and Safety Technical 2012-09-05
PARE - Physical Abilities Requirement Evaluation Certification 2012-09-05

Employees
i Q h)
[actons % ] R ¢ @
Employee Id 2 Job Title FLSA - Pay Band Group Organization Unit
000027 McIntyre, Audrey Gravel Road - R&D Technician Default Job Level Group Road Operations Team
Pevach, Darlene Road Operstions Technician Default Job Level Group Read Operations Team
Potts, Jerry Road Operations Team Lead Default Job Level Group Read Operations Team

The system will display employee names based on the person who is logged in and their
supervisory responsibility. The Lead will be able to add, edit, review, and delete skills
for their direct reports.

Add a New Skill or Certification

: [ Search by Skill Reference or Skill Title | }‘}: | ‘ Filter: ? 4 ‘

(General) Business Certificate +  Formal Education 2012,0905 _

2 yr Diploma//Cartificate (in relatad field) Formal Education

4th Class Steam Engineer Certification Certification
Sth Class Steam Engineer Certification Cartification
AACI - Accredited Appraiser Canadian Institute Certification
Accounting and Financial Management Technical
Accounts Payable Technical
Accounts Receivable Technical
ACSA - Alberta Construction Safety Association Membership
Administrative Suppart Technical
Adobe Acrobat Pro Technical
Adobe Creative Suite Technical
Adobe Illustrator Technical

z[s[a[s[s[z]z]s] o] ]
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Non-Lead Employees with ‘Employee Skills Admin’ functionality
Lead Employees may choose to delegate responsibility for maintaining staff
technical skills and designations to Non-Lead personnel in the division,
department or section they are the ‘Lead’ of. As the ENCV System
Administrator you can help them set this up by giving ‘Employee Skills Admin’ to
the employee(s) they identify by going to ‘Employees’ in the navigation bar, then
selecting Employees > doubling clicking on the name of the Employee to
be given this responsibility > ticking the box on the Employee Details
screen for ‘Employee Skills Admin’.

Note: Make sure the following Profile is assigned to the employee being given this
functionality. (Administration>Profiles) has ‘3’ access to ‘Employee Skills Access’ and
‘Employees’ options.

36)“Train the Trainers” on use and functionality of the system
e Spend time training the trainers to complete learning and growth reviews using the
Encompassing Visions software. A maximum of 15-20 employees per 2-hour session
(to enable a manageable question and answer time), it's important to outline how the
job description and strategic values of the organization link to the Competencies. The
goal of these sessions will be to train managers, supervisors, and employees in using
Encompassing Visions™ to:

select reviewers (single and/or 360-degree evaluations).

understand the linkage of competencies to job descriptions and strategic
plans.

complete learning and growth reviews of competencies; and

print learning and growth review summary reports, as appropriate.

Employee training on the Encompassing Visions application should be conducted upon
implementation for all individuals who will be accessing the system to complete reviews,
or system-generate results. Contact ENCV Client Relations or your consultant for
documents that might assist in the training process.

37)Conduct a Strategic Alignment Survey — Optional (at any time).
Based on the theory that "perception is reality", people tend to emulate those traits and
behaviors they see as being positively rewarded by decision makers within their
organization. Hopefully what employees "perceive" to be important is in fact what the
organization wants them to see as important. The Competency Alignment Survey is
designed to get at that measure. The results are designed to visually identify alignment -
or variance - in perceptions. The goal of tracking survey results over time is to ensure that
perception and reality become the same thing. Only then can an organization be
comfortable in knowing they don't have well intended employees doing counterproductive
things, simply because of misaligned understandings.

Over time, compiled results of this survey indicate how effectively Encompassing Visions
— through its job evaluation, learning and growth management, training and succession
planning modules - is changing employee perceptions about what the organizations
vision, values and culture are, and what it takes to be successful. To complete this
survey, employees will need a user profile that allows them to log into ENCV and
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navigate to the survey. Strategic Alignment > Competency Alignment Survey /
Results

Note: Administration>Profiles> ‘3’ setting for option ‘Competency Alignment Survey.

"] competency Alignment Survey Results

Dasosre 0
e I ot et e i, g s PN e A . g WSS s O

Learning and Growth Reviews

Learning and Growth reviews will always be more accurate, objective and meaningful
when input and feedback are consistently anchored to job-specific expectations. That’s
what Encompassing Visions (ENCV) does. Based on the roles people are specifically
responsible for, ENCV will enable each person’s contributions to be measured at the
individual, team and organizational level.

Let’s start by talking about Competency reviews.

38)Competency Reviews

Competency reviews focus on the job-specific and strategically relevant
behaviours and technical skills each person is expected to demonstrate
because of the specific job they are in.

The importance of a competency in each job is software-identified from Job
Descriptions and Job Evaluation results stored in ENCV. As soon as an
employee is attached to a particular job in the ENCV database, the software
can ensure every learning and growth review will always be anchored to
what each job incumbent is uniguely paid to do.

And please remember, if at any time someone in the organization feels the
importance of a specific behavioural competency is under or over-rated, or
the technical skills listed in the learning and growth review are not the right or
even the best one, be sure to encourage them to speak with the Human
Resources Department. There may be a requirement to update the linked
Job Description and Job Evaluation result.

39)Completing a Competency Review

1. Leads and Non-Leads will be navigated directly to the Complete Review
screen when they log in. On that screen they will see their name as well
as a) the names of any direct reports and b) the names of others in the
organization who may have asked to receive learning and growth
feedback as part of a multi-rater (360 degree) learning and growth
review. Each required review will have a review period and the date by
which the Competency Review is to be completed. They are
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encouraged to start reviews and include supporting comments at
any time during the review period. If they do, they just need to make
sure they save their input at the end of each session by clicking on the
(SAVE) icon. As the Administrator, you just need to ensure that all
reviews are entirely completed by the ‘Due Date’ showing.

& Jobsw Strategic Alignment v Employees + Analysis ~
C /Print

‘Anims: 3 Y ) ‘ |nm¢m Dates: From 2021-01-01 | o Te 2021-1231 | (») H\ﬁew=|pmtp._,v.i_,..m.dm for Selected Revien v

Name b Role Type Stare Dave End Dat= Due Dets Status Completed Dat=
Johnson, Amandsa J. 000015 INCUMBENT Competancy. 2021-01-01 2021-12-31 2023-01-14 In Progress
Gerber, Sally 0000237 |SUPERVISCR Business Objective - Fiscal 2021 2021-01-01 2021-12-21 2022-01-14 Completed 2021-03-08 13:42:04
Edwardson, Phil 000041 SUPERVISOR Competancy 2021-01-01 2021-12-31 2022-01-14 Completed 2021-05-15 08:47:23

Note: As mentioned earlier, the Competency Review questions they will be answering
are automatically generated by the software and will always be based on what the job
incumbent is specifically paid to do.

2. For Competency Reviews, the screen will display the behaviours and skills that the
Leads (Supervisors/Managers) and Non-Leads (Employees) need to review. When a
review is opened, it is assigned the status of ‘In-Progress’. There is also a column
headed ‘Sub-Review Status’ which indicates the number of detailed questions related
to the specific Competency, and how many have already been answered.

Only the most important Competencies in a person’s job will have detailed questions
attached, and that threshold of what defines ‘Importance’ was set as an organizational
standard by your executive management team. So, if you see a dash (*-*) in the
Competency row, it means there are no sub-review questions because the
Competency did not reach the threshold of importance in the Incumbents job.

Each Competency has a rating scale that will have already been determined as 1-5 or
1-10 by the organization. Regardless of which scale is enabled, the software will
display a ‘tooltip’ definition for each number when the mouse is hovered over top of
any response option.

i Emotional Intelligence

4 The ability to understand, use and manage personal emotions to positively influence the emotions of others, relieve stress, communicate effectively.
3 empathy, and defuse conflict...

- Phil 5 4 3 2 1 ¢
4 wuis an active listener o ® © O O O
s slow 1o judge.
..ask= open-endsd questions.
...5ets boundaries and is nat afraid to say no.
wwnaturally builds healthy relationships with others,
1 ..manages emations to attain specific goals,
.fosters =n smvironment that encoursges st 1o succesd.

Competency
Notes

* Indicates required field
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If the reviewer is unable to answer a question for any reason, they should select C/C
(‘Cannot Comment’) as the response. Use of Cannot Comment does not negatively
affect the employee’s final learning and growth score.

The text field headed ‘Competency Notes’ is not typically a required component of the
review process, but it is provided to enable important general comments to be made
about the Competency. All comments entered will be included in the final Learning
and Growth Review Report.

IMPORTANT! - All competencies do NOT have to be reviewed at one time. In fact, it
will possibly be better, more thoughtful feedback if the reviewer doesn’t try to do it all
at once. Reviews in the Encompassing Visions software system can be saved and
returned to at any point during the review period. The software will keep the review
open, even if every Competency has already been reviewed, until the ‘Due Date’ has
been reached.

Based on default Policy settings, the system will automatically prompt Justification
comments if responses have resulted in an overall ‘High’ or ‘Low’ rating for the related
Competency. The review will not be considered ‘Complete’ by the software until all
required Justifications have been entered.

Accountability

Teking ibility for clarifying f others;
actions of influence wark accepting
accomplishments; and, recognizing changes required to achieve better results goiny

Phil

tes strategic priorities into outcome-focused objectives for supervisary/team lead

s perzonal respansibiity for vork quality and results achieved by the

a3 apropriste department-specific messures in place for tracking progress tonards
£

in the depamment that ensure the timely znd
help subordinate leaders deal with changing expectations ar

ersonal and department priorities.

dentify

+personally demonstrates the impartance of follawing through on commitments,

..recognizes required changes to department operations based on best practice.
takes well, and

(INCUMBENT JUSTIFICATION: 1 am very accountable in my position and know what my staff
need to do.)
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Managing nd rd: with budgets; ting
managing revenue  expense controls, and providing informed analyses.

Evaluate Phil ba:
‘aging revenu

Managi ing future
possibiliies,

with budgets; estimati
wtrols, and providing informed analyses.

To facilitate the convenience of completing Learning and Growth Reviews, ENCV is
now available as a Mobile App on your Android/iOS cell phone or tablet. See
“Completing Reviews with the Mobile App” (Step 50), for more information.

40)Copying a Completed ‘INCUMBENT’ Review
Through a Policy setting in the software, Encompassing Visions can be set up to enable a
Supervisor/Manager to copy the INCUMBENT’ Competency review of a direct report
when the review is for the same review period and has already been completed by the
incumbent. This functionality may prove valuable to Supervisors/Managers because it
provides them with upfront information about staff perspectives on how well they think
they did during the review period. It also has the potential to save them time in the
completion of direct report Competency reviews. With copying, all responses and
comments entered by the incumbent will be migrated into what will then become the
‘SUPERVISOR' review. The original INCUMBENT’ review remains in the software

database, unchanged. At this point, the Supervisor/Manager can make whatever
changes and comments they think are necessary in their review, knowing that it will now
reflect the Supervisor/Managers perspective, and how well they correlate with the
perspectives of the person being reviewed. Please note that by default the related Policy
setting is set to be enabled but can be disabled by going to Employees in the navigation
bar, then choosing Employee Settings>Reviews>’Do you want to allow supervisors
to copy their employees incumbent review?’ and changing the Policy value to ‘No’.

Strategic Alignment Employees -~ Analysis v (2] & Amanda v

2021-01-01 | = 2022-03-31 | = (B) print Review-to-date for Selected Review C)

I oR |c | 2021-12-31 2022-01-14 Completed 2021-04-22 09:08:35
| R « 20211231 2022-01-14 Completed

Confirmation Required...

wiould you like us to pre-populate this SUPERVISOR
review with Edwardsen, Phil's self assessment for the
same review period?
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41)Checking Your Progress!!
At the top of the Competency Review screen, the reviewer will notice an indicator that
shows the review status and information about how many Competencies in the review
have been completed.

Printable Blank Review ¥ (%)

Printable Blank Review ™| (2)

42)Print Review-to-date
On some occasions it may be more convenient to print the learning and growth review
on paper to complete it (i.e., when internet connectivity is limited or not possible). If that
is the case, and a review (already started) is heeded to be completed offline —
1. Inthe ‘Employees module’, select the Employee name in the table with a single

click of the mouse.

In the Actions box, select “Employee Reviewers/Reviews (ﬁ).”

Select the “Review” from within the reviews screen. The review will be “In-
Progress.”

From the ‘View’ drop down list select the “Printable Review-to-Date.”
Click the “green arrow.”

The Competency Review will print to the screen.

Print, Save or Export the report.

Please remember that any responses and comments recorded on this paper copy will
need to be keyed into the software later.

et ity of
w_ Thurwood
atency Roview

ndersan (Adminisirative Assistant)
Susan Maguire (SUFERVISOR) tionships
2022.01-14

B consistently sxcesd (sxternal and

In: Fully Satstactory

= better re a forward.

P o Siiculaind Copmetmamvatustiop: Fuly Satatasion —
——— - e

Note: The option ‘Print Review-to-Date’ displays a printable copy of the review that
includes any responses and comments that were previously entered into the software by
the Supervisor/Manager or Employee for that specific review.
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43)Reviews BY Subordinates for their Direct Reports

This function enables Supervisors/Managers to have a look at learning and growth
reviews being completed by direct reports who are reviewing the Manager’s indirect
reports. It will tell the Supervisor/Manager whether reviews of indirect reports have been
started so they can follow up in a timely fashion to ensure they get done on time. It will
also enable them to potentially address any areas of concern with the review well before
the review is considered complete and approved by their direct reports and the employee
under their supervision. Access is restricted based on the organizational relationships of
the person logged in.

Jobs ~  Strategic Alignment ~  Employees - Analysis v Administration v & Michael ~

Complete/Print Reviews
sctione @ 7 M@ 7 )| [Reviewbner: rom orioron
. u

= i o[

Role Type Start Date End Dete
00016 SURERVISCR Competency 2021-05-01 2021-12-31 2022
coc01s  sUPERVISOR Competency 20210801 20211231 2022-01-14
000012 SUPERVISOR Compatency 2021-01-01 2021-12-31 2022-01-14
000001 INCUMBENT Competency 2021-01-01 2021-12-31 2022-01-14 In Progress
con282  sUPERVISOR Competency 2021-01-01 2021-12-31 2022-01-14 Completed 20210804 12:33:12

Note: For CONFIDENTIALITY reasons, this function is disabled for any direct report
self-assessments (i.e., INCUMBENT’ reviews).

stagc Algument ~+ Employens ~ fnalysis =
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If the Status of a review is showing ‘Not Started’, you will also notice that the
(showing at the bottom right of the screen) will be grayed out.

44)Printing A Learning and Growth Report

Once the Employee or Supervisor/Managers has completed the Competency Review,
they (or you on their behalf) should -

e Scroll over the Employees header in the navigation bar at the top of the screen.
e Select Employee and select Employee name.

employees
WS
Como\exe/?r nt Reviews
£ 1 <
Reviewer Notifications

1 rs
~rowth Repo
rning and G
Archived Le3d

gmployee Settings
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Employees
|~:u.=...; Q9 ¢ 3 2] & Active Employess Only () All Emplevees

— . e LA Py Band e

000011 : e 4 Adminstratve Assstant Defoult Job Level Group  Corporate Services
apoc2 rites, Salvador st Defoult Job Level Group  Ceme s AS-Comprehensive
012345 r . Gre Defoult roup o s ane A4 Standard
000005 = rev st ot o Ce edocey A1 - Read (Han-Confidential) Job.
000016
1119 ack, ohil 4 eaeco Defoult
000026 Compbell, Dovi 4 o ¢ Defoult roup  Erorcer
Oefoult Job Level Group  Corpor

0000234 Ge
000278 G Safety Codes Officer - Fire Discipine

OHBE

Select “"Generate Employee Reports )”.

Reports & b
* Reports Employee Data Verification

& Employee Learning and Growth Report & Slalls Expiry
o Employee Audit Report o Incomplete Information
o Employees Audit Report

a. Filter the employee list as required. If you need to see all the employees,
simply clear filters (55-).

T
b Print Performance Report - Edwardson, Phil

Role [supervisor |
Completed From* 2018-05-30 ™=
To* 2019-05-30 ==

All Reviews Comments

1) Default Filter parameters will be displayed. Make sure the ‘Role’ and date range
for when the review was ‘Completed’ are accurate. It might be of value to include
comments from others if there were more than just your review completed during
the selected review period. Select ‘All Reviewer Comments’ if you would like to
include them in the system generated learning and growth report, then click the
green ‘OK’ button.

Please note that only responses from the selected reviewer role will be included in the
calculated learning and growth rating. Further, ENCV ensures that individuals printing a
learning and growth report for themselves — regardless of the ‘Role’ they select — are
limited to only seeing their personal (i.e., INCUMBENT’) review. One more thing... If the
Supervisors/Managers are seeing the INCUMBENT’ comments showing up twice in the
report, its because they didn’t delete the INCUMBENT’ comments in their
‘SUPERVISOR’ review when they copied the INCUMBENT’ review. Please advise them
to do that now.
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Ideally, before the review ‘Due Date’ has been reached, the Supervisor/Manager should
plan to meet with each staff member separately to review and finalize the documentation.
If they believe changes are appropriate to make following discussion(s) with the
employee, the Supervisor/Manager should make them in their ‘SUPERVISOR’ review.

.@i Your Logo Here

Jackie Anderson

Administrative Assistant
lob Reference: 0075
Employee Learning and Growth Report
Employee ID: 000011

Confidential

SUPERVISOR review feedback from 2020-10-30 to 2021-10-30
Summary

competencies

Unsatisfactory Nesds Improvement  Fully Sarisfactory Strong Outstanding
0.00- 1438 152439 25-3489 35-443 45-5

REVIEWERS
Review Type D Wark Plan Title Reviewer Name | Reviewer |Completed|
Role
IS Susan Mazuire  SUPERVISOR 2071-09-17

COMPETENCY DETAILS

Importance | #of | Cannot | Response | Evaluated | Evaluated Rating
Rating | Reviews | Comment | Average
Max (5)

INTERPERSONAL
Building Collsborative Relationships 4 +2** ' Strong
Teamwiark groveer ' Strong
Leadership ' frone
Customer Orisntation gromeer 1 Fully Satisfactory
CAPACITY
Emational Intelliz=nce grever 00 Strong
Learning and h Srener Strong
PLANNING/SCHEDULING
Goal Seing C 200 1 Strong
Revenue / Sxpense Management < < 4 Strong
WORKING METHODS
fecoungsily g . C s Faly gatistactory
anaging Change C rong
Technieal Skile 4 Strong
Intagrity and Professionalism C Strong

Competency Summary:

LEARNING AND GROWTH SUMMARY

| Organizationvaive | Score Evaluated Rating
Competencies i EXEH Strong
Blsiness Objective = = -
Personal Flan i

Learning and Growth Summary: 3.697 Strong

Strong Learning and growth exceeded or greatly exceeded expectations for the most impartant
aspects of the work, and contributions to the success of the organization were very significant.

0 e
EMPLOYEE COMMENTS

SIGNATURE(S)
Employee: Anderson, Jackie
(Signature}

Supervisor:
(Signature}
Title
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40)Competency Rating Calculations

Competency ratings in ENCV are significantly influenced by two things: 1) the relative
importance (from 1 to 10) of each competency in the job the incumbent is paid to do, and
2) how well job incumbents are demonstrating those job competencies. In this way,
incumbents performing very important job competencies at a high level will likely realize
a very good overall competency rating in ENCV, even if some lesser important job
competencies are not performed at the same level of proficiency.

In the Employee Learning and Growth Report, the job competency ‘Importance Rating’
assigned to each listed competency is system-generated based on the Job Description
and Job Evaluation process that determined the job level / compensation range for the
job. Having this direct link (unigue to ENCV) helps to ensure a clear and consistent
understanding of expectations and deliverables between the incumbent and their
supetrvisor. It also guarantees that learning and growth ratings are truly based on what
the job incumbent is paid to do, not what the employee or supervisor thought the job
required.

Feedback obijectivity is supported by ENCV as it enables one or multiple reviewers to
provide learning and growth feedback for individuals on their team.

Objectivity is further supported with multiple detailed questions that are system prompted
for every competency that has a high ‘Importance Rating’ (usually 7 or higher) in the job
performed by the person being reviewed. Having detailed questions ensures measures
are more consistent and reviews more thorough. Any competencies scored as ‘Cannot
Comment’ are excluded from all calculations within ENCV. That ensures a person’s
‘Overall Competency Rating’ is not inappropriately impacted - positively or negatively.

So, lets have a look at how the calculations work...

1. Inthe Employee Learning and Growth Report, each listed Competency has an
‘Importance Rating’ that is unique to the job the employee is assigned. As
mentioned, this ‘Importance Rating’ comes directly from the Job Description and
Job Evaluation process (i.e., it is tied directly to what the job incumbent is paid to
do.)

The report will list the number of people (# of Reviewers) who completed a learning

and growth review for the employee during the selected review period.

Any reviewers who couldn’t evaluate a competency will be counted under the

‘Cannot Comment’ column.

The ‘Response Average (max 5 or 10) reflects the rating scale that reviewers used

(1-5, or 1-10) to respond to Competency review questions in the learning and

growth review. The number in this column attached to each Competency is the

specific response (if one question) or the average of all detailed responses

calculated by ENCV to three (3) decimal places.

The numbers showing in the ‘Evaluated Points’ column are the result of multiplying

‘Importance Rating’ x ‘# of Reviews’ x ‘Response Average’ -

a. The total actual ‘Evaluated Points’ are calculated by the software by adding up
the individual ‘Evaluated Points’ for each competency listed/reviewed.

b. The total potential ‘Evaluated Points’ are calculated by the software by adding
up what the total number would have been if the incumbent had received a
perfect rating (5/5 or 10/10) for every competency listed/reviewed;
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c. Dividing the ‘total actual’ points by the ‘total potential’ points and multiplying the
result by 5 (or 10, depending on the rating scale used) determines the Learning
and Growth Rating to three (3) decimal places. This number is displayed under
the column headed ‘Evaluated Rating’.

The resulting number is then mapped into the Competency Summary table

displayed in the report to provide terminology and definition to the learning and

growth rating calculated by the software.

41)Archive and Approve a Learning and Growth Report

If your organization has determined that Learning and Growth Reports are to be

electronically archived and approved, the Supervisor/Manager should -

1. Generate the learning and growth report by selecting the ‘Print Learning and Growth
Report for selected Employee’ in the Actions bar of the ‘Complete/Print Reviews’
screen in the options under ‘Employees’ of the navigation bar at the top of the
screen. Select the employee from the list and be sure to include the appropriate
Reviewer(s) and Review Period.

Click the Archive Report button in the ‘Actions’ bar at the top of the Learning and
Growth Report screen.

A notice will be generated by the software asking if you want to archive the report.
Click ‘OK’, a notice will be generated by the software advising that the report has
been archived.

Confirmation Reguired... Confirmation Required...

Do you want to Archive the Learning and Growth Report? The Learning and Growth Report has been Archived. Would
you like to Review your Archived Report(s) now?

0 09

a. By selecting ‘OK’, the system will take the Supervisor/Manager to the archived
reports list and highlight the review just archived.

Lt) Jobs v Strategic Alignment v Employees v Analysis v & Susan v

Archived Performance Reports

|A(tinr|§: J; m = Y )‘ Hview: Archived Report - Summary ~ @ | 8 0f & performance reports refrieved

Reviewed Date Reviewer Role From To Archive Date
SUPERVISOR 2019-10-03 2020-10-02 2020-10-02 14:39:18

| Approve performance report: Anderson, Jackie 2019-10-03 to 2020-10-02 (SUPERVISOR) |
g

Anderson, Jackie Maguire, Susan SUPERVISOR 2019-10-03 2020-10-02 2020-10-02 13:56:58
Anderson, Jackie /  [2020-09-28 Maguire, Susan SUPERVISOR 2017-08-01 2020-08-28 2020-08-26 13:44:51
Anderson, Jackie Maguire, Susan SUPERVISOR 2013-08-01 2020-08-06 2020-08-06 18:36:41
AAnderson, Jackie Maguire, Susan SUPERVISOR 2015-06-01 2020-06-18 2020-06-18 14:27:04
AAnderson, Jackie v 2020-06-17 Maguire, Susan 2020-06-17 SUPERVISOR 2019-06-18 2020-06-17 2020-06-17 12:39:18
AAnderson, Jackie J  2017-06-14 Maguire, Susan 2017-06-14 SUPERVISOR 2016-06-14 2017-06-14 2017-06-14 13:58:45
Chung, Ronald J/  2016-07-24 Maguire, Susan 2016-07-24 SUPERVISOR 2015-07-25 2016-07-24 2016-07-24 08:57:03
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e The Supervisor/Manager should now request the Employee to log into the
software and ask them to click on the ‘Archived Learning and Growth
Reports’ option under ‘Employees’ in the header bar. The Employee should
then review and complete the ‘Employee Comments’ section at the bottom of
the Archived report, tick the box labelled ‘Reviewed’, and then be sure to
‘Save’ the information by clicking on the ‘Save’ icon.

Porformance Report Details for Anderson, Jackis

% i Your Logo Here

Jackie Anderson

Administrative Assistant
Job Reference: 0075

Once the Employee has entered their comments and designated the learning
and growth report as ‘Reviewed’, the Supervisor/Manager can now see the
‘Employee Comments’ entered, designate the report as ‘Reviewed’ by them
as the ‘Lead’, and then click on the ‘Save’ icon. (Note: If the
Supervisor/Manager has any issues or concerns with what the employee
entered in the ‘Employee Comments’ section, these should be discussed and
resolved at this time. To make any change to Employee Comments, the
employee must first remove their ‘Reviewed’ designation for the archived
report. They need to be logged into ENCV to do this. Alternatively, if the
Supervisor/Manager has generated the report and he or she is reviewing it
with the employee on their computer monitor, the employee can remove their
‘Reviewed’ status - and prove they are in fact the employee - by entering their
ENCV password when prompted.)

If “Cancel” is selected, the system will close the screen. The Archived report
will have been saved, but without any comments or a ‘Reviewed’ designation in
the software. That information will still need to be entered at another time.
When the Reviewer and Reviewee are ready to, instruct them to follow the
same simple steps outlined above (i.e., navigate to ‘Employees’, click on the
‘Archived Learning and Growth Reports’ option, select the specific Archived
learning and growth report they are looking for, and double click the mouse.)
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42)Adding Additional Reviewers
As highlighted earlier, ENCV automatically sets up the secured ability for you, and each
member of the different Organizational units to do self-assessments. Called
INCUMBENT reviews in the software, this functionality enables people to communicate
how well they think they demonstrated the Competencies required in their roles.

For each Supervisor/Manager or Team Lead, they will also automatically be asked to
review the job-specific behaviours and technical skills demonstrated by their direct
reports in what is called ‘SUPERVISOR’ reviews.

Sometimes it is helpful to also invite others to provide learning and growth feedback from
a ‘Client’, ‘Peer’, or ‘Subordinate’ perspective. With more diverse perspectives about the
behaviours and technical skills demonstrated, there is a heightened probability that the
summarized learning and growth feedback will be more thorough and objective - and
perceived as so.

By default, the Policy setting that allows Supervisors/Managers to add Reviewers for
staff reporting directly or indirectly to them is enabled. You can change it by going to

Employees in the navigation bar, then choosing Employee Settings>Reviews> Do you
want to allow Leads/Supervisors to add/delete reviewers in the Complete Reviews
page? and select ‘No’ as the Policy Value.

. Identify and agree with the employee about who may be best suited to be an
additional Reviewer, and request that person’s permission/approval to be added as a
‘Reviewer’.

. Go to the ‘Employees’ option in the navigation bar at the top of the screen and select
the option ‘Complete/Print Reviews’. On the Complete/Print Reviews’ screen, single
click on the name of the employee they want to add a reviewer for, and then click on

the add icon.
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Insert Reviewer

Reviewae®*

Reviewer* [5\_Search by Reviewer Name

Role® PEER e

Type* Competency Workplan
Start Date* =
End Dater -
Due Date* =

Complete

* Indicates required field*

. The ‘Insert Reviewer screen will open.

. The ‘Reviewee’ will be the name of the employee they have previously selected to
add a reviewer to.
Search for the name of the person they would like to add as the ‘Reviewer’. In the
‘Reviewer text field, begin typing either their first or last name. The system will
suggest people who match their search criteria from within.
Select the ‘Role’ of the Reviewer based on their relationship with the Reviewee. Click
on the arrow down to see the available options.
Review ‘Type’ will default to the selected (highlighted) review and cannot be changed.
See the example provided above. Franco Berutti and his ‘Competency’ review have
been selected, which is why the ‘Competency’ review is the selected default in this
filter.
Carefully review to make sure the review default dates (‘Start Date’, ‘End Date’, and
‘Due Date’) are correct.
Click the ‘Save’ icon to add the Reviewer, or ‘Cancel’ if they decide not to add them
as a Reviewer.

When the added new ‘Reviewer’ next enters the ‘Complete/Print Reviews’ module of
ENCV, they will now see the name of the employee they previously agreed to provide
learning and growth feedback for.

If the Organization has chosen to ‘not’ turn on the policy for Supervisors/Managers to add
a Reviewer; then you, as the ‘System Administrator,” may add reviewers on behalf of the
Supervisor/Managers.

a. lIdentify with the Supervisor/Manager who will be required to be added as a
Reviewer after ensuring that person’s permission/approval to be added as a
‘Reviewer’.

Go to the ‘Employees’ option in the navigation bar at the top of the screen and
select the option ‘Employees’. Single click on the name of the employee they
want to add a reviewer for.

Single click on the name of the employee they want to add a reviewer for.

On the ‘Employees’ screen, select ‘Add/Edit Reviewers for selected Employee’
from the ‘Actions’ box.

Click the

Q
f. From the ‘REVIEWS FOR....."” screen, click on the add icon.
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The ‘Insert Review’ screen will open.
Search for the name of the person they would like to add as the ‘Reviewer’. In the
‘Reviewer’ text field, begin typing either their first or last name. The system will
suggest people who match the search criteria.
Select the ‘Role’ of the Reviewer based on the relationship with the Reviewee.
Click on the arrow down to see the available options.
‘Review ‘Type’ will default to the selected (highlighted) review.
Carefully review to make sure the review default dates (‘Start Date’, ‘End Date’,
and ‘Due Date’) are correct.
Click the ‘Save’ icon to add the Reviewer, or ‘Cancel’ if it is decided not to add
them as a Reviewer.

. When the added new ‘Reviewer’ next enters the ‘Complete/Print Reviews’ module
of ENCV, they will now see the name of the employee they agreed to provide
learning and growth feedback for.

* Add Review to Anderson, Jackie

i [ _Search by Employee Name
Role*® hd
Type* ® Competency O warkplzn
Start Date* =
End Date® eI
Due Date” =

Complete

* Indicates required field* H @

trtrtLLtbbeeeed

43)Locked Reviews

Your organization will have set a time limit for the length of time that reviews are
available to be edited after they are completed. This time limit could be days or weeks,
depending on what the organization prefers. What this means for the reviewer is that
they can complete the review in Encompassing Visions and then go back and make
changes until the review is locked. The reviewer can enter responses and add notes to
the Competency review throughout the review period. The review will not lock until a)
the review itself has been completed, b) the review due date has passed, and/or c) the
Lock period has been exceeded.

As the Administrator, you can view these Policy settings for Competency Reviews by
navigating to Employee Settings, of the Employees module, in the navigation bar, then
selecting Core Tables>Category (pulldown arrow)>Review Type>Competency and then
double click to edit ‘Lock Period’.

Completed and locked reviews cannot be modified by Employees or
Supervisors/Managers. If a change to a locked Review is required, it must first be
unlocked by the Administrator as only they have that system authority. Please note that
even for you as the system Administrator, a review can only be unlocked if it was
completed/locked no later than for last year's review period.

To unlock a Competency Review, go to Employees in the navigation bar, select
Employees > single click on the employee name with the locked review > click on the

‘Add/Edit Reviewers’ (J) option > double click on the Competency Review needing
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to be ‘unlocked’ > then make the review Incomplete (i.e. ‘Unlocked’) by removing the
completion status on the Edit Review Details screen. Save, or Cancel.

©

2021
perso Plan Worlk Plan - Fiscal 2021
bersonal Development plan Wrk Plan - Fiscal 2021
Business Objactive Work Plan - Fiscal 2021

ness Objecive Work Plan - Fecal 2020 Edit Review Details
Susiness Gbjecive Work: Pl - Fiscal 2015

sonal Development Plan Work Plan - Ftal  Reyiewer*
Role”
Trpe?
Start Date*

End Date* 20213231

Due Date® w2z 0rie

Complete

Susiness Objsctive Work Blan - Fiscsl 2012
Compatency

Demian, Michelle Susiness Obisctive Work Blan - Fiszsl 2012
Demian, Michells ompecancy * Indicates required field*

Note: The Review status can only be changed to incomplete (IN PROGRESS). As the
Administrator you will not be able to mark the review Complete. The Reviewer must go
back to the Review and make any necessary changes for the review status to be reset
to Complete.

44)Review Notifications

Administrators can identify and advise reviewers (organization-wide or department-
specific) of upcoming/late learning and growth reviews.

Please consult with your IT department prior to turning on notifications. See System
Settings located in the Administration Module. "Emails". These policies enable
notifications to be sent from the application.

This function will generate system-wide E-mail notifications to remind Reviewers to
complete upcoming Learning and Growth Reviews and when Learning and Growth
Reviews are overdue. It uses the Expected Review Date of the Reviewers to determine
which Reviewers are to be notified.

Core Tables, in the Employees Module under Employee Settings, contains the E-mail
Message Defaults that are available to view and customize the base text for the
messages. Notifications can be sent to a selected group of Reviewers from the
Reviewers Notification function in the Employees module.

Current Reviewer Motifications Filters %]

Organizational Unit | Corporsts Services

| Sub Units
Reviewer Role [ SUPERVISOR v |

Include Completed
| Period From [2021-01-01 = To [2021-12-31 &9

]

¢ Click ‘OK’ to generate (run) the Reviewer Notification Report.

e Click (\2 to clear all filters and reset filters to default.
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e Click ‘Cancel to close.

o City of
w‘ Thurwood

Reviewer Notifications Report

Corporate Services (Sub Units Included)
rs: SUPERVISOR From: 2021-01-01 To: 2021-12:31

Includes Completed Reviews

NOTE: A complete and accurate ‘Reviewer Ema i nd reviewer . If a reviewer(s) email address is not listed in
the Table below, your

T e S S N o N

Coparsta Sanioss fscemn. Maren  SUPERVEDR  C M2011E NetSimied  noslschase@enci

suPERVIsOR a E: Compieizs

SUPERVISOR = E: Completed

suPERVISOR

ey | SUPERVIEOR 2 Net Sined
supERvisoR z InFrogress
suPERVIEOR e 2 Completes
suPERVIEOR E Compleied

2220114 Competes

..
Dereogmen lan - =
P S S S = S S S S S ST S __——

1. Click “* to generate the “Send Notifications’ window.
2. Click 'OK’ to run the notifications.

Mail Notifications Results

4 reviewer nocf\ca:» ;
Status: 8 , : it
‘.0' i 1 Aaral
tai
plank employee email C& .
eport to viev the mail aucit
r t

ccessfully created

been su
ated dueto

ere not cre
he email 0

on message(s) t\a‘»e
n messageis) v
|s. Note: Runt
for send details:

orifications

After the system has processed the natifications, a status window explains how many
reviewer notification message(s) have been successfully created for delivery and how
many were not created due to missing (blank) email addresses.
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Example of a Review Notification

S City of
# @2 Thurwood
Dear Susan,
Qur organization is committed to excellence in Learning and Growth Feedback. We consider your input an important step in ensuring the success of this program.

Based on the information provided in the table below, we would appreciate your input for the following review(s):

Type Role Start Date End Date Due Date Status
o [SUPERVISOR 2021-01-01 20211231 20220114 Completed
cy [SUPERVISOR 2021-01-01 2021-12-31 2022-01-14 Not Started
oy [SUPERVISOR 2021-01-01 po21-1231 2022-01-14 Not Started
cy [SUPERVISOR 2021-01-01 2021-12-31 2022-01-14 Not Started
etency [SUPERVISOR 2021-01-01 2021-12-31 2022-01-14 Not Started
oy
o
oy
b

Competen:
Competen:
Competen:

[suPERVISOR 2021-01-01 20211231 20220114 In Progress

[SUPERVISOR 2021-01-01 [2021-12-31 2022-01-14 Not Started
[suPERVISOR 2021-04-01 [2022-03-31 [2022-0a-01 Completed

ject suPERVISOR 2021-01-01 2021-12-31 2022-01-14 Completed
ersonal Development Plan - Fiscal 2021 [SUPERVISOR 2021-01-01 2021-12-31 2022-01-14

To access the review(s), please follow these steps:
1. Log on to the Encompassing Visions system using your assigned 1D SusanM and password
2. From the Application Menu, move your mouse over the "Employees” cube to open the sub-menu and choose "Complete/Print Reviews".
3. This will take you to the review(s) to be completed

If you have any questions, please centact your Encompassing Visions Administrator.

Thank you

ENCOMPASSING
VISIONS

1. Click -2 to run the Email Log Report.

2. Click - X' to purge the email logs.

Organizational Learning and Growth

45)Organizational Learning and Growth

Developing employees makes good business sense because it communicates a
genuine interest in their future. Training builds loyalty and engagement while
increasing productivity because talented people appreciate meaningful support when
coaching and mentoring are made available to them. And the most effective
programs emphasize a correlation between personal development and learning and
growth review feedback; that way, people can clearly see that their career growth and
success requires evolving their expertise through training.

But like other capital investments, senior management needs to know what the
measurable outcomes of employee development will be so they can accurately
determine rates of return.

ENCYV consolidates employee learning and growth feedback to any required level
within your organization. In the process it quantifies training needs, identifies
potential mentors, and enables the impact of training investments to be measured.
Further, it magnifies the importance of continuing to invest in employee development
when improvement is quantified and can be seen to closely correlate with the learning
and growth targets of the organization (e.g., increased efficiency, revenue growth,
expense management, productivity, etc.).

The software can quickly consolidate information to show you in a dashboard graphic
how well each department is performing vis-a-vis the organization as a whole.
Information generated includes a detailed breakdown of competency strengths and
weaknesses, and a prioritized list of training needs so the organization can immediately
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1) know which training investments have the greatest potential to impact team learning
and growth, and 2) track year over year changes in team learning and growth to verify
that training investments had the expected impact on improving team learning and

growth.

On the navigation bar at the top of the screen, hover your mouse over the header
labelled ‘Analysis’ and select ‘Organizational Learning and Growth’. A filter will be
displayed for determining what specific information you would like to include in the

analyses.

Select the report to genarste
Organization

) Compstency Strengths
2] Competency Develspment Opparunities

la Lesrming nd Growth Dashboard

= Your organization has currently designated a score

of 4

Learning and Growth Review Summary Reports

L Learming and Growth Dashboard

as 2 Strength.

Select any area of the organization from the pull-down options that you have been asked
to generate the report for.

Complete the rest of the filter options displayed to ensure ENCV generated reports will
include only the information you want to see.

Based on the filter settings, the ‘Organizational Learning and Growth’ screen enables
you to select specific reports that relate to 1) summarized information about the area of
organizational responsibility, or 2) employee-specific information about people who work
within the area of organizational responsibility.
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‘Organization’ Learning and Growth Dashboard

Department Learning and Growth Summary Report

Corporate Support Services {Including All Sub-Units)
Reviewers: SUPERVISCR From: 2017-10-01 To: 2021-10-30
Job Family: All Job Group: All

Generated: 2021-11-02 14:21:42

Learning and Growth Categories Uarall

Il cutstanding Mends Improvemint
45.50 15. 2409
Corporabe Suppoit Servi.. 3T

Strong Il Unsatisfaciony

o o e

Fully Satislaciory
2.5-3499

Competencies

Compomte Suppord . kKNI

Oeganzation 3.590

2 3
Scare

Competency Strengths Competency Development Opportunities

Emaotional Intelbgence
oo s

Laaming and Growts

e R~

Lasgashg
Tesmwork 4.034
Buddng Colaboratye

Fevenue | Expense Manag... 4.000 Cosl Suti
osl Satiing

0 1 2 3

Seore Score

Technical Skill Strengths Technical Skill Development Opportunties

HRAC - Human Resounces.
CFHR - Chariered Profes. .

S Visual Bas

Breat Plains Softears MS ALESS.

enCompassing Visions
M Wiord
Avanti Softwsre

Fublie Speaking Keyboarding Sidlis
meriang

M Exce
Anzhurs Resenabe

Frequency
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‘Employee’ Learning and Growth Dashboard

% City of
& Thurwood

Employee Learning and Growth Summary Report
Franco G. Berutti

Accounting Analyst {0045)

Reviewers: SUPERVISOR From: 2017-10-01 To: 2021-10-30

Generated: 2021-11-02 142817

Strong

Learning and growth or greatly for the most important aspects of the work.
and contributions fo the success of the organization were very significant.

Learning and Growth Calegories

B Cutstanding Naads Improvemnent
45-50 15-2428 Empioyes
Strang B Unsstisfactory Comparate Suppor Sen
15-4400 00-1428
Organzaton

Fuly Satisfactory
25-3400

Competencies

Score
Competency Strangths Competency Development Opporunities

S —

Intagriy and Professm. . 4.226

Leamng 8nd Grantn =
Savence (xpanse vanaz. = 4,000 .,
.

hccountabity

— h__l

ansging Crange- 4.000 1) Emotionl intatigence-) 3000 |
SRS o | |
Buiding Collaboratve =4 !m '

Gosl Setting = 4.000

S v ) o - |
b :

Scare

Technical Skill Strengths Technical Skill Development Opportunities

Occupatonal Heakh and...

Grest Fiains Sotware

‘Strengths’ will have already been defined by your organization in ENCV. People with
competency learning and growth evaluations at or above that definition will be
identified as having a Strength in these reports. Employees with a strength in certain
Competencies or Skills may be able to offer support or training to others in the
organization (mentor matching). Knowing employee strengths will also help
determine whether the organization is building up the capacity to support the
achievement of short and longer term operational and strategic goals.

‘Development Opportunities’ are competencies that have been identified by ENCV
based on the size of the ‘gap’ between each person’s demonstrated learning and
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growth of the competency AND the importance of the competency in each person’s
job. Consequently, the order displayed in graphs represents priority ranked
competencies for improving individual and team learning and growth. Knowing
employee development opportunities helps to focus individual, team and organization-
wide training plans. It also enables your organization to measure the impact of
training through year over year analysis of competency learning and growth changes
— always measured to three decimal places.

46)Tracking Competency Strengths (Organization / Employee)

‘Competency/Technical Strengths’ reports provide the names of employees who could
be potential ‘mentors’ to others based on the level of learning and growth they have
demonstrated in their current work.

- iy of
~¢; Thurwood

Compatency Strengths Report

Organization Unit: Corporate Services (Including all Sub-Units)
viewer Role: SUPERVISOR

Review Completion Date: From 2016-11-01 To 2021-11-01

Number of employees to show: All

Pomtags [Laaring ] Frewency | Yool | Empoyers

™ Grower Enplopee s
Raing

C = i

‘Competency/Technical Development Opportunities’ reports provide details about people
in the organization who would benefit from specific training and development opportunities
because their learning and growth does not indicate these important competencies/technical
skills are a ‘Strength’.

(o Q& ] ]
- "
& Thurwood

Skill Development Opportunities Report
nization Unit: Corporate Services (Including all Sub.Units)

Reviewer Role: SUPERVISOR

Review Completion Date: From 2016-11-01 To 2021-11-01

Top Technical Skill Development Opportunities.
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Succession Planning

47)Succession Planning

Due to the highly sensitive nature of this information, only Administrators are given
access to this module.

This function utilizes learning and growth history (the behaviours, as well as technical
skill proficiencies demonstrated) to generate a prioritized list of Employees who could
move into a specific job. For employees, this means learning and growth history counts.
How Employees develop and demonstrate both job specific and organizationally relevant
competencies in their current job will significantly impact their future career opportunities
within the organization.

For supervisors, the software identifies and prioritizes the names of the best internal
candidates based on competency fit, all in a matter of seconds. It calculates the likely
learning and growth of candidates as if they had been in the job last year. It identifies the
top developmental needs they will have (based on learning and growth history) if they
are assigned the job, enabling developmental training to begin at any time.

For management, Encompassing Visions ensures that the Succession Planning process
supports organizational values and the achievement of organizational objectives. It
ensures that succession planning decisions reflect both WHAT is needed to be done,
and HOW it is expected to be accomplished - today, and in the future.

a. Go to the ‘Analysis’ option in the navigation bar at the top of the screen and select the
option ‘Succession Planning’. All jobs in the system are displayed sorted by Job
titles.

B  jobsv  SuategicAignment~  Employees~  Analysis~  Adminiswation v © & Michael v

Succession Planning
) All Jobs

wrt I s eeics = . ve il et spsiom
0046 ing Analyst Default Job Level Group i it inistration 2021-08-24
007 fcomrts Paae i rsason xztosi0
s

s 1o 5 sasosis
o et . . sisorz:
e

o5

ouzs i = = waioss
e - it 1o rsins i is
o Sevis T < o Love G o sisoeis
o5 ces ) i waiveis
o5t dn S - . aios10
00 o = it i il i i s
o s e wivosis
o et s v G , . wivosie
oz it 1o == wiori0
0054 al) efauit Jo i ary 2015-11-26
o : i i = wasosis
e . S . i wivosis
wio E T i o nisosin
o7 . ot 1o atns xi0s10
oot

sz it 1 wiosis
o Copene = <k o vl i = 1 wivosis
[ et s v G . wivosis
0037 Coprne < o Leve G xios18
0053 Corporate Webmaster efault Job Level Grou or nical / Advisory 2013-08-18
00534 Corporate Webmaster Assistan / v

0025 Court Clerk efault Jot rou; or ini 4 M 2013-08-18
0025A Court Clerk Assistant

0079  Customer Support Representative Default Jo5 Level Grou

CHEBEE
Note: Succession Planning is not available for any job not yet approved.

b. Single click on the title of the Job you would like to query for a candidate.

c. Click the E from the ‘Actions’ box.
d. The ‘Succession Planning Parameters’ screen will open.
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Jobs~  Strategic Aignment~  Employees «

Accounts Peyable Clerk

Analysis

Administration

Find candidates for Accounting Analyst

\adrmin. Corporata

Administrative Assistant

Review Date

Adminisirative Assistant - Council

Top # Candidates

Administrative Assistant - General Manager

Reviewer Role

Administrative Assistant -Help Desk

Agricultural Fieldman

Active
i unit

Agricultural Senvices Officer

Sub-Units

Agricultural Services Team Lead

b Family

Assessor

Building Operator

b Group
Equity

(Capital Projects Engineer

FLSA - Pay Band

Capital Projects Team Lead

(Capital Projects Technolagist
T

‘Community / Recreation Services Coordinator

\Community Peace Officer I - Enforcement

Great Plains Sofware

Community Peace Officer I - Enforcement Tearn Lead

WS Visual Basic

(Community Peace Officer I - Bylau

WS Word

& Michael v

2016-07-22

2021-10-25

2013-08-18

20140411

2021-06-18

20120818

2013-08-18

2013-08-18

2013-08-18

20180710

Tie

20191126

20210618

Technical

2013-08-18

Technical

2013-08-18

Technical

NS R Rags

2013-08-18

‘Community Peace Officer I - Bylaw Team Lead
(Confidential
0099 Corporate Properties Coardinator
0084 Corporate Properties Tesm Lead
0037 Corporate Support Admin Team Lead
0053 |Corporate Webmaster

00533 Corporate Webmaster Assistant
0025 |Court Clark

Keyboarding Skills Technical

pssiztan

2013-08-18
2013-08-18
2013-08-18
2013-08-18
2013-08-18

IS RSN EY

It JoB Level Group
Default Job Level Group
0025A  Court Clerk Assistant Defeult Job Level Groun
00754 |Customer Support Representative Default Job Level Group

This screen allows you to choose parameters to make the candidate list as
meaningful as possible.

Tesnnical  Agvizory.

«

2012-08-18

L8105 RS ES RS £ RN S PY 2 1N 06 PRESPY S PRCY 8 S Y KN Y 6 RY PSRN (9

If you choose to include skills, the analysis will look at the skills linked to each
Employee’s file in ENCV to determine if the Employee has the skills that are required
for the job, regardless of whether their current job requires those skills be applied.

e. Click ‘OK’ to generate the candidates queried for the position.

City of

Thurwoo

Candidates for Accounting Analyst

Job Reference: 0046

NN Hew JobPredicted Rating
W CurrentJobRatng .

Candidates for Accounting Analyst

City of
Thurwood

Job Reference: 0046

Full Name New Job Curmrent Job
Predicted Rating | Rating

ing
000032 Glesson. Sue Manager - Communication Services 4884 4878
(0020)

Gieasan, See

0000234 Gesmundo. Ray
000047 | Demizn, Michele

Graphic Designer (0035) 4553 4553

Mansger - Carporate Suppart 423
Senices (0019)
000101 | Lamant, Danna Fayroll and Bengfits Administrator

(©042)

4238

000289 | Lightfact. Eric Manager - Legisistive Senvces (0011) 4001

Desoription Range
Higher than 4489 up to 5
Higher than 3.499 up to 4.409

Outstanding
Strong

Lighttoss, Erie

Fully Satisfactory Higher than 2.499 up to 3.409

Higher than 1.499 up to 2.409

Upto1.480
VISONS™

Nesds
Unsatisfactory
Generated 2021-11-01

Evaluated Leaming and Growth Page 2 of 2

Generated 2021-11-01 Page 10of 2

It’s All About Objectivity, Accountability and Respect




The Job being queried is identified at the top of the screen.

The list of candidates is sorted by New Job Score (descending) so the Employee
who is the best fit is at the top of the list.

The Current Job Score is the Employee's overall evaluation in the current job.

The New Job Score is how the Employee would score in the new (queried) job
after job competencies have been adjusted for relative level of learning and growth
(using the Competency importance ratings for the queried job).

Reports

48)Aggregate Reports
Available in Encompassing Visions, these graphical and analytical reports effectively
communicate and track learning and growth details at an individual contributor, team, and
organization-wide level. Reporting on job—specific behavioural and technical skills
demonstrated, the software provides both detailed and summarized information about
who is doing what, how well, at what cost, and to what benefit.

Many of these aggregate reports are found in their related module, specifically in the
Actions > Generate Related Reports area.

Under the sub-heading ‘Organizational Learning and Growth’ of the Analysis module,
much of the detailed information about people and team learning and growth is available
for analytical comparisons over time within the Learning and Growth Reviews Summary
Reports.

1. Go to the ‘Analysis’ option in the navigation bar at the top of the screen and select the
option ‘Organizational Learning and Growth’.

Stategic Alignment~  Employees~  Analysis~  Administration

Organizational Learning and Growth

Learning and Growth Review Summary Reports

5 Competency Assessments

of 4 as a Strength.

49)Employee Learning and Growth Review Summary Report
The Employee Learning and Growth Review Summary Report gives a listing of the
overall Learning and Growth Evaluation, as calculated in the Learning and Growth
Report, for each of the selected Employees. The view for generating this report:
e Competency Assessments
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.
ai Your Logo Here

p Review y Report
For Competency Assessments
Corporate Services (Including All Sub-Units)
Reviewers: SUPERVISOR From: 2017-10-01 To: 2020-11-24
Job Family: (All) Job Group: (All}
Location: (All) Employees: (All)

* Note Employee Name in italics indicates inactive

Qrganizational Unit Employee Name Job Title
Id

Corporate Services 000283 Maguire, Susan General Manager - 6.495
Corporate Services

Generated: 2020-11-24 10:21:17

6.495
Berutti, Franco G. Accounting Analyst

Demian, Michelle Manager - Corporate
Support Services

Gordon, Nancy Ellen  Administrative Assistant
Vaid, Phuman Confidential Administrative
Assistant

Yonker, Kristen Customer Support
Representative - Call
Centre

6.619

eRecords & GIS Solutions Team Lee, Rachel GIS Analyst 7.377
7.377

Overall Averages 6.754

Performance Rating Description Evaluated Performance Range
O ] Cy i performance in all areas of responsibility. 9-10

Results far exceeded normal expectations, and opportunities - both created and taken

advantage of - led to very significant contributions to the organization, at times setting

new standards of excellence.

Strong Performance exceeded or greatly exceeded expectations for the most important
aspects of the work, and contributions to the success of the organization were very
significant

Fully y

f was excellent on occasion, and the most important
aspects of the work were consistently done very well

Needs Improvement  Performance in many areas was good, but there were significant areas in which work
requirements were not effectively met. Performance resulted in more than an
acceptable level of errors, required back-up assistance or reduced productivity on
occasion.

Overall pe was y. and significant improvements are required

Page 10f 1

Mobile App

50)Completing Reviews with the Mobile App
As mentioned earlier, to facilitate the process of completing Learning and Growth
Reviews, ENCV is now available as a Mobile App on your Android/iOS cell phone or
tablet. The new app is available from https://app.encv.com and with the latest version of
Encompassing Visions.

The main menu of the app allows the user to:
e Login,
e See Server connection,

Open the fundamentals =of the app,

Reset their password,
Enable the 'Remember Me' function of the application.
Version of the app
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https://app.encv.com/

Email or User |d
Donna

Sereer

Passward

SIGN IN

Reat Divasrmitens Hemamber me ]

The mobile app has the same functionality and feel as what the Supervisor/Manager and

the Employees will see on their desktop. The screen will open up the following
content. Click on one of the titles (icons) to open up each of the descriptions.

Reviews & Denna =

A Donna ~
Reviews

Desktap Version
Acoess the full version from your C/C stands for cannot comment. Select this
moblle deviee !

if you haven't observed enough ta farm an
Release Notes informed apinion.

About Server (Login screen)
0n the login screen, enter the same URL
that you waould Nind In your web browser.
For exarnple, if you enter
https:fmycompany.ency.com,/vIisions ta
access enCompassing Visions, also enter
that Inte the moblle apn's Server field. For
canvenianca, you can alsa enter just
mycompany.ency.comsvislons or
mycarmpany.ency com. |f it ends in
encv.com. like mycompany.ency.com does,
you can simply enter mycompany.

Legout

Ratings

Ratings rahge from 1 on the right, ta 10 (or
5, depending on your arganization’s
settings) on the left. Ratings buttons light
up when an, and are just an outline when
off.

Is Your Question Not Addressed Here?

Please do nol hesilate Lo conlacl your
arganization's administrator for ary
questions regarding this app, or email
crelatlons@ency.com.
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2 Michael ~

App Version
2020.1.142 Install update

App Version Available

20201143 (143)

Release Channel
beta

Server URL
demo.encv.com

Effective Server URL
https://demo.encv.com

Complete Reviews
By default, an incumbent and their Supervisor/Manager will be set up to do these
reviews. These defaults, and the terms used to define these review types, may have
been altered to match procedures and terminology within your organization. The
Review List screen lists all the reviews that the Reviewer is required to complete. By
default, the list is sorted so that the reviews most urgently requiring their attention -
the incomplete reviews and the reviews with the earliest due date - are at the top of
the list. Also, by default, the list displays reviews that are for the Current Review
Period being completed by your organization.

Entering the App
¢ When entering the mobile app, the user will see the following on their Review
screen:
Reviews that need to be completed,
o A Progress Bar along with a percentage indicator identifies how many
Competencies have been reviewed so far.

33% I

Reviews that are not started,
o Aline through the percentage indicator and a gray progress bar indicates
the review is Not Started.

Reviews that are in progress,
o The percentage indicator marked 0% and gray progress bar indicates the
review is In Progress.
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@

o Reviews that are completed.
o A check mark and a dark gray progress bar indicates the review is
Completed.

~ I

The Review Process is the same as completing on desktop. However, the
Supervisor/Manager is not able to copy an ‘Incumbent’ review and save it as a
‘Supervisor’ review at this time.

Tooltips for Response Options
The tooltips for the response options are in the Help icon (below the navigation bar).

@
e Click the to open the tooltips.

= Amanda -

2 Amanda -

Demonstrates a strong degree of

compelence in this area o achieve

Always demonstrates exernpla results in assigned goals. A capable

competence in this area. Effectivel but cautious perfarmer. Che J s pmanda
cansistently and appropriately =
applies this competency to always
achieve culstanding results.
Confident, independent and
appropriately self-reliant in this area,

5§ — OUTSTANDING

3 — PROFICIENT

Comfartably demonstrates this
competency at a fully satlsfactory
level lo achieve assigned goals.
Demcnstrates a moderate level of
confidence and competence in this
area.

= Amanda -

Please choose this rating if you do 2 — MEEDS IMPROVEMENT
not have enough information to
evaluate Phil. Many aspects related 1o the

applicatlon of thls competency are
salisfactory, bul there are significant >
areas in which expectations are nat
being met, Specific improvements

are necessary.

1 — UNACCEPTABLE

Few aspects of this competency are
belng demonstrated, and slgnificant
improvemenls are necessary.
Competence and confidence are
signhificantly lacking, and continuous
clarification s requlred.

~

Note: All reviews are automatically saved to your server. This is indicated by the

@ Changes saved
following: located on the navigation bar.

Mobile App Updates
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If a new version is available, there should be a green button at the bottom of your
screen:

= Login 2

Password

Reset Password

Remember me

Clicking the “New Version Available” button reloads the app, which should update

it to the latest version.
Similar functionality has been added to the About screen.

Navigation

51)How to Navigate
Return to main menu:

& Donna

Change Password

Logout

Exit out of system: J I

Move from page to page: g:) or [@1z1zM
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52)Why Encompassing Visions?...

ENCV is based on the principles of Objectivity, Accountability and Respect.

Learning and Growth reviews and ratings are more Objective because they are
always based on what a person is specifically paid to do - nothing more, nothing
less.

The process ensures Accountability because expectations and learning and
growth measures can be clearly communicated before the year even begins, they
don’t change unless the job does, and every aspect of what a learning and growth
review should include — what was accomplished, and how it was done — are
measured.

Employee recognition programs and training / development plans demonstrate
Respect to each person on your team because they are always based on an
accurate and objective understanding of how each person’s contributions made a
specific difference to individual, team, and organizational success; and,

Succession and career planning decisions are always based on the most accurate
and objective information available about people and their capabilities — not who a
person knows, but what a person has proven they can do.
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Configuring the software

Our software is designed to be fully configurable to meet your organizations needs.
Behavior-based and table driven, all competency-related information in ENCYV (i.e.,
competency names, definitions, interview questions, learning and growth evaluation
guestions, tooltips, elaborations, and system generated suggestions for learning and
growth improvement) is easily configured to meet each organizations unique needs,
right down to the job-specific level if necessary.

ENCV enables an organization to configure interface features, field names, access
security, dashboard/learning and growth report content, and system standard
terminology to a very detailed and need-driven perspective.

The software comes complete with a technical skills library which can be easily
updated as required.

The learning and growth management options of Competencies, Business Objectives
and Personal Development Plans can be implemented in stages based on
organizational ‘readiness’ for each measure. Furthermore, organizations can
determine how much each option will be worth in the overall determination of learning
and growth ratings by allocating a % value to each.

Based on policy settings and organizational reporting relationships, ENCV
automatically controls access to creating and approving objectives, reviewing
employee learning and growth, and generating/approving/electronically archiving
learning and growth reports.

ENCYV enables the import of data from other applications to reduce the amount of data
entry required by the Administrator. This exercise can be done early in the
implementation process to create the organizational structure and setup reference file
tables, employee, and user information. The Manual Import can be used to do
infrequent or initial importing of information, but for regular synchronization with other
applications the Automated Import Service is available.

There is a complete, thorough, and up-to-date online ‘HELP’ that describes all system
modules and functionalities in a simple, easy to read format. Sections of the ‘HELP’
can be extracted and printed for internal training purposes if needed.

ENCYV is both scalable and flexible based on client requirements. The data backend
can be housed on a separate SQL server and accessed via the application on
multiple servers if required. As the application is using Microsoft Windows Server and
Microsoft SQL Server, the scalability is only limited by the hardware and network
architecture.

And last but certainly not least, all configuration changes made by an organization are
automatically migrated into new version releases of ENCV. With our software, the
only time an organization needs to revisit past customizations is when there is a
business need to do so.
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o ENCOMPASSING
VISIONS

Job Evaluation and Talent Management Software

APPENDIX 1 - SYSTEM REQUIREMENTS

Platform

Encompassing Visions can be installed on-premises or cloud-hosted as a SaaS application using
Microsoft Azure. It is a three-tier application with the presentation layer being the Internet browser, the
middle tier residing on the Internet Information Server of Windows Server, and the data residing in a
Microsoft SQL Server database.

System Installation

The installation of the software is completely self-contained in an InstallShield setup. No other
installation is required other than preparation of the server hardware with the appropriate operating
systems and SQL Server. Software installation assistance and consulting are available during JPS
business hours of 8:00am to 4:30pm MST and all technical support issues are automatically escalated
to the Manager of Technical Support Services. Software upgrades during the first year following
installation are also provided at no additional cost.

Connection Requirements

When installed on-premises, Encompassing Visions operates within a local area network or a high-
speed wide area network. Using HTTPS to encrypt communications is recommended. When cloud-
hosted, we force all internet traffic over HTTPS to ensure all data is encrypted in transit.

Storage Capacity

Data storage capacity within Encompassing Visions is limited only by the capabilities of the SQL
Server database. The application programs, pages and on-line Help screens occupy about 450
megabytes of disk space on the IIS server.
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Support / IT Infrastructure

The following are the technical options supported for the Encompassing Visions™ software system.

Windows Server 2022

(ISAPI, URL Rewrite 2.1, .NET Framework 4.8)

Windows Server Windows Server 2019

(ISAPI, URL Rewrite 2.1, .NET Framework 4.8)

Windows Server 2016

(ISAPI, URL Rewrite 2.1, .NET Framework 4.8)

**Note: For your security, we recommend configuring Encompassing Visions to be accessed via HTTPS
As of October 10, 2023, Windows Server 2012 R2 will no longer be officially supported by Microsoft or Encompassing Visions.

SQL Server 2019 Express

SQL Server 2017 Express

Database

SQL Server 2016 Express

SQL Server 2014 Express

**Note: Encompassing Visions installation can be configured to allow a separate Database Server.
All combinations of Windows Server and SQL Server are supported.

Windows Client

Windows 10

Windows 11

Firefox 110 or later

Windows Client

Chrome 110 or later

Browser

Edge 109 or later

Firefox 110 or later

Mac Client

Chrome 110 or later

Browser

Safari (currently not supported with this version)
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APPENDIX 2 - SYSTEM AUDIT CHECKLIST

Constraints

Do you have ENCV Authorization Codes for ‘Jobs’ and ‘Employees’ to do what you
need todo?

Policies

Is the date for the start of your fiscal year, correct?

Do you want to have passwords expire?

Do you have your organizational logo and branding color selected for reports?
Do you have an appropriate scrolling message on the main page?

Are your alternate terms set appropriately based on terms your organization
uses?

Do you use enhanced averaging for Questions 6.0, 7.0, 12.0 and 13.0

in the Questionnaire?

Are you going to require the jobs be approved before they can be

linked to an employee (Job Approval Process Policy)?

Are you using 5 or 10 response options in the sub-review questions

of the learning and growth review? And set the policy

appropriately?

Do you use Employee/Supervisor Relationships for reviews?

Do you use evaluation options other than Score (i.e.,
Grade/Percentage/Achieved) in work plan reviews?

Have you set your Competency Characteristic Threshold appropriately

forthe Importance Rating at which you want sub-review questions to

appear?

Have you turned on the Work Plans if you are using them? And customized the
terms associated with Work Plans?

Are you using the Copy of Incumbent Reviews by the Supervisor?

Have your IT department enabled e-Mail messaging from the application? Have
you set the policy to indicate that?

Do all users have the correct security profile?

Are the usernames consistent?

Have you changed the password on your default administrator accounts
(Adminl, Admin2, Admin3)?

Customizations

+ Has your Job Questionnaire been customized, either in wording or in weights?
+ Have your competencies been customized, either by inactivating some
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competencies, changing the wording, or by re-mapping the Job
Questionnaire/Competency relationships?
Have you customized Report Options for recruitment reports and for
learning and growth reports?
Have you customized the learning and growth rating descriptions to suit
your organization? Do the Characteristic Tool Tips match?
+ Have you established your reference file information? (Job Group, Job Level,etc.)

Organization Structure

+ Have you got your Organization Structure established in a manner that
supports your Learning and Growth Reviews?
+ Are all your Organizational ‘leads’ correctly identified?

Skills

Are you identifying skills for each job? Have you built your skills inventory? Are
they specific enough to differentiate one job from another?

Have you turned on the policies that allow you to perform analysis of these
skill evaluations from the learning and growth review (in the Organizational
Learning and Growth function)?

Have you linked the skills to the jobs?

Have you linked the skills to employees so that you can search by

skills for candidates in succession planning?

Employees

Are employees attached to their correct User Id?
Are employees attached to the correct job?
Are the correct employees listed as active versus inactive?

Have you checked that there is only one evaluation per job currently in the
system?
Have you differentiated your jobs well enough, so that the job evaluation for
a specific job will provide appropriate learning and growth review questions?
(i.e.: ensure that your jobs are not too generic)

v+ Have the jobs been “Approved.”?

Measuring Learning and Growth

+ Have you decided who is going to perform reviews in your organization?
Supervisors? Self-Reviews? Have you set the policies for default reviewers
accordingly?

ADVANCED
+ Have you reviewed the Competency learning and growth review questions,
suggestions for development, and interview questions based on your
organization’s unique Job Groups?
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APPENDIX 3 —= REPORTS

Jobs Module
Job Data Verification

Questionnaire 1 Job Questionnaire
Responses Cross_Reference

Selection Rationale Job Audit Listing

Job Totals Linked Jobs

Job Competencies =5 Linked Employees

JPS Job
Questionnaire
Response Validation
Results

Staff and Management Communicatio

Job Description pa Interview Guide

. Blank Job
J0b Posiin Questionnaire
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Evaluations and Analyses

Job Total Points Job Skills Listing -
Listing Current Filters

Job Questionnaire = Zeam— _
Cross Reference Jobs Audit

Job/Points Matrix User Assigned
T Jobs

Job Competency -~ | Incomplete Job
Cross Reference ‘. Information

Job Settings
rm

Competency
Listing Describing Learning

& Growth Excellence

Characteristic Interview
Listing Questions

Competency :
Characteristics Skill Listing

Strategic Alignment Module

f -

Competency Alignment Summary

I
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Employees Module

Reports

7

Employee Learning

and Growth Report

)

Employee Data Verification

Skills Expir

Employee Audit
Report

Incomplete
Information

Employees Audit
Report

Employee Skills
and Certifications

Print Review-to-Date

Reviews for
Subordinates for

their Direct Reports
(Review-to-Date)

Print Blank Review

Employee Reviewer
Notifications

Archived Report -
Summary

Email Log

Archived Report -
Details
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Analysis Module
Organizational Learning and Growth
Organization Employee

Competency Competency
Strengths Strengths

Competency 5 Competency
Development Development
Opportunities Opportunities

Technical Strengths Technical Strengths

Technical Technical

Development Development
Opportunities Opportunities

Learning and - Learning and
Growth .. Growth
Dashboard == == Dashboard

Learning and Growth Review Summary Reports

Competency
Assessments

Succession Planning

Succession Planning — Candidates for
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Administration Module

Users Listing

Linked Employees
(Organization
Structure)

Users Login Audit

Organization
Structure

Domain Users
Report

User Domains
Report

Linked Jobs
(Organization
Structure)

Employee/Supervisor
Relationship
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Encompassing Visions Process Flowchart

ENCV

1. Understanding the Technical Requirements

2. System Administration Setup

3. System Configuration Setup

H4. Completing the Job Data Collection and Evaluation Process

5. The Value of Establishing Domains

6. Learning and Growth Review Administration & Implementation Setup

7. Learning and Growth Reviews

8. Organizational Learning and Growth

9. Succession Planning

10. Aggregate Reports

11. Mobile App - Completion of Reviews

12. Software Configuration

13. System Requirements

14. System Audit Checklist

15. Reports
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Encompassing Visions Process

OPERATIONAL
EXCELLENCE

Click on images to view the ENCV processes.
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https://www.youtube.com/embed/p4ZYtNjOjPE?feature=oembed

Organizational
Goals

Succession | Defining the Work
Planning Mission
.\.

/ STRATEGY \)
‘/wm/ i K how\ \
Vision <@g P Vilues

Managing Employee
| Managing Corporate Performance
| Training & Development
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https://www.youtube.com/embed/0pl5dGy2bZg?feature=oembed
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For more information, please call us at:

Toll Free: (866) 913-ENCV (3628)

Local: (403) 259-6210

eMail: crelations@encv.com
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