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You need to set up the committee members as users in the system with only A1 User Assigned 
Jobs (UAJ) access in their security profile. Do this by clicking the Administration menu and select 
Users. 

 

Use the View Actions button to add users. Make sure you give them a username and 
password that you will remember. You should encourage them to change their password when 
they log in. They will also be given a warning that their password has expired. 

 
 

 
 

 

 
User Alfred Wang has been created. Click on Maintain Linked Jobs for User(s). 

 

 



 

 
The Assigned Jobs screen for Alfred will appear. Add jobs to the user Alfred by clicking on the        

 
 
 
 
 
 
 
 
 
 
 
 
 

 
This will open a screen to search for a specific job to be retrieved. Attach the job(s) you want 
the user to evaluate. 

 

When the user Alfred Wang logs in, he will only see this: 

bottom of the pop-up screen. 

 



 

 
 

When he clicks on “User Assigned Jobs” he will see a list of the jobs that he is supposed to 
evaluate. The employees cannot see any of the job total points, nor can they see the other 
evaluations that have been done on the job. 

 

They will click once on the job they want to evaluate, and then click , to open the “Job 
Questionnaire”. A confirmation screen will appear asking if you would like to start a 
questionnaire only if a questionnaire has not been started for this job. If questionnaires have 
been completed, a confirmation screen will not appear. 
 



The questionnaire will automatically open to the first question. 

 
 
In order for the user to evaluate a job, you have to turn off the job approval. This diagram 
shows that the job is currently approved. We want to unapprove this job. 

 
 



 

 
This is done through the Jobs Module>Jobs>Edit by the administrator. 

 

 
Unclick the check mark from the box to unapprove the job. 

 

You need to “unapprove” each job that you would like users to evaluate. 
 
If the job approval does not get turned off and the employee goes to evaluate the job – a ‘For 
Your Information’ screen will appear that looks like this: 
 



 

 

Once the committee has done their job evaluation, you as the administrator can view the 
results a couple of different ways. You can go to the Jobs screen, select the appropriate job and 

click Job Questionnaire . 

Note: The selected job is highlighted (bolded) in black. 

 

 

This will give you a listing of all the evaluations that have been done for that job. You will select 
them one at a time and view the Questionnaire Results. The Questionnaire Results can be 
Printed or Saved to HTML. The HTML file can be exported to Excel or PDF. 

 

If you print the Job Questionnaire Cross Reference Report from the drop list, this will give you 
an average of the Questionnaires that have been completed for the particular job. 

 
 
 

 



 

 
An example of a cross reference report for the job selected. 

 

If you print the Job Questionnaire Cross Reference Report from the Generated Job-Related 
Reports screen, that will give you an average of all the Questionnaires that have been 
completed. 

 
Note: If using the Job Questionnaire Cross Reference Report through the Evaluation and Analyses of the Generated 
Job-Related Reports, with a click of the mouse, job titles can be automatically sorted based on the specific question 
chosen. A quick review of the report verifies that jobs with these responses legitimately belong together. 

 

If you are happy with the average, you can copy the job to a new job. That will capture the 
“average” questionnaire as the only questionnaire results for that job. 

If you are not happy with the average, you can tweak the Questionnaires as needed until you 
reach the desired evaluation. Then you can copy the job to record the average questionnaire. 

 
 
 
 


