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PERFORMANCE REVIEW GUIDELINES —
USING eP2P SYSTEM
(STAFF)

Prepared by,

Performance & Rewards Management
Human Capital
Kuwait Finance House (Malaysia) Berhad
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Agenda

1. Year-End Performance Review — Process Flow
& Summary by Using e-Appraisal

2. e-Appraisal Forms — Guidelines & Screenshots

v Part 1 — Scorecard Evaluation
v Part 4 — Endorsements & Comments
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Year-End Performance Review - Process Flow by Using e-Appraisal

YEAR-END PERFORMAMCE REVIEW - PROCESS FLOW

Human Capital (Performance Mgmt) Staff Immediate Supervisor (1S5) Head of Department (HOD)

?

HC initiates Year-end —1_|

Performance Rewview

Exercise

Immediate Superwizor fills out on-line -
1) staff C tency fcal

II

Staff Rating Moderation Exercise —l

HODs verify and confirms on the

HC to input moderated rating into
moderated rating

the HRPMS ssytem

Immediate superwvisor to inform staff of

[

\L moderated performance rating
Part 1 Activites

S
FPart 2 Activites
Part 3 Activites
Part 4 Activites
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Year-End Performance Review - Process Summary by Using e-Appraisal

 Individual staff's actions are only required in Part 1 — Scorecard Evaluation and Part 4 —
Endorsements & Comments

s Each part must be completed with approvals before proceeding to the next part

Head of Division

Immediate (HOD)

Supervisor (IS)

. Approver
My Annual Performance Appraisal Staff (Immediate Supervisor - IS)

Part 2

My Scorecard Form

Competency Assessment NA Evaluate

NA No action required
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Explanation on the forms based on Process,
referenced the eP2P Screenshots on Annual
Performance Review
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Staff Key-in Results &
Scores and Submit the

Scorecard
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Scorecard Evaluation — Scoring Guidelines

0 Only Scorecard which has been approved is allowed for evaluation.

O Staff evaluates the scorecard
a. Results — Staff to key in the results achieved.
b. Score — Evaluate against the targets set, staff to key in the Score

The following KPI Achievement Scoring is used:

Achievement Scale KPI Achievement Score

Over Achieved Stretched Target 150
Consistently Meeting Stretched Target 125
Consistently Meeting Target 100
Consistently Meeting Threshold Target 75
Under Achieved Threshold Target 50

Note : Other scores besides the above table will not be acceptable eg. 110 or 120

[ After the one-on-one performance discussion, Immediate Supervisor
recommends the scorecard via the review and approve function
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Scorecard Evaluation — Key-in Performance Results & Score

@&

 Results - Staff to fill out the actual results achieved, referenced the targets.

« Score - Staff to fill out the score based on the scoring guidelines

Example :
Division PBT ( 25 mil ) >10 to 15 mil >15 to 25 mil >25mil to 35 mil 38 mil
% Compliance to SLA >651t0 75 % >75 to 85% >85 to 95% 70% 75
achievement
% Achievement of Some 100% training  100% training plan Did not attend 50
Training Plan Achievement in plan achieved plus any training
training achievement some knowledge
execution sharing in the work
areas
No of Successful cross 1 2-4 5-8 6 Successful 125
selling referrals
\ ' J

Staff to fill out these 2 columns
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Staff views his / her Scorecard

72N
&)

: el v Ig, \Ebp 10,20, 100,95
File  Edit  Wiews Faworites Tools  Help
= —— — — — = = »
e ake {gg}- | @ http:}110.20.201 78 caibiny... | @ eP2p |,féeP2P 11391391 1 e-App... X | | fa -~ B - d=h - [FPage v G Tooks -

-, IP"2 Rppiica;ions;}i-'

Personal Information

EID +10-937 Mame e E Rt b

Job Grade 1SR Position : Head, Retention & Rewards
Org. Unit : Human Capital Company » KFHMB

Sub. Unit : Retention & Rewards Org. Area : Headquarters

Date Joined ri8f1ifz010 Date Left 1=

Year of Service : 2.08 vearis) Worlk Status : Active : Permanent

e-Appraisal - My Current Performance Evaluation

1. My Probationary Appraisal

[s]

- My Scorecard Form

« My Annual Performance Appraisal

Please click this button

. My Subordinates’ Appraisal Form

- My Application Status

:

Company S

afialls IM
(8] Q 0 (8]

» My Recommender/ Approver/Expert User

e-Flex Benefits.

epe_scorecard.cgi ‘_4 Local intranet 100% -

‘4 Start = e 9 F @ Mail - Inbo - 16M Lo 7 2 Internet Explorer ] f T Document1 - Micraso, .. B = )%
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Scorecard Planning must be “Approved” before you beqin with the Scorecard

Evaluation

/= eP2P :: 391 391 :: e-Appraisal - Windows Internet Explorer

TR [ P : 114 | || E
@\'_‘__"; - |;§' http:,l',l'llj.zﬂ.1DD.4:80SD,I'cgl—bln,I'eP,?:__scorecard.cgl | [ *xi | 2| |Live Search | g

File  Edit  Wiew Favorites Tools Help

= g - . = =
W |33~ | @@er2r i 391391 tioApp... X |@epzp i | fx -~ B dwh v |- b Page v FTook +
S ' ~ 1=

e-P2Ricationsitth

e

alert | review | announcement | message | home | logout | help |

HR Self Service
e-Claims
Personal Information
e-Data
EID +10-937 MHame 391391
e =TT Job Grade i Position : Head, Retention & Rewards
Org. Unit : Human Capital Company : KFHME
Sub. Unit : Retention & Rewards Org. Area : Headquarters
Date Joined 118/11/2010 Date Left i
Year of Service : 2.00 yvear(s) Work Status : Active : Permansnt

;

e—Appraisal - My Scorecard Formm

A
= [ N <N === < 1 A = (A o S === s £

i 0L/01/2012 31/12/2012 anning Approved 05412/2012 689 Bin 683 0.00%g

Back Evaluste

e T

A

Ensure that your Scorecard Planning status is Please click this button
“Approved” to begin evaluation

;
:

Dane & &P nternet & 100% -~

—

‘e start [ sqlyog Community - ... & 391 :e-... | 4m10.20.100.4-Remot... | Microsoft PowerPoint ...
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In case where below pop-up message appears,

S

Kindly select “Proceed” button in order to proceed with Year-End Scorecard Evaluation.

e-Appraisal

Date of the Mid Year Evaluation has lapsed.

Please dlick Proceed button to continue with the End Result Evaluation of this Scorecard

Next select “Evaluation 1 — Skipped” and subsequently select the “Evaluate” button.

Ve

L Date Joined  :20/08/2014 Dateleft :-
Year of Service :-0.58 year(s) Work Status : Active : Permanent

o

.
e-Appraizal - My Scorecard Form
CONED Wl [ o [ (o] o [ oo o]

1 20/08/2014 31/12/2014 Planning  Approved 05/02/2014 1431 Binti 1431 0.00% O

Industry Specific 2 20/08/2014 31/12/2014 Evaluation1 Skipped (05/02/2014 oo @

) ) i

Company Specific

Please click this button
to begin evaluation

&-Flex Benefis

User Profile:

10
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Staff proceeds with evaluation by filling out the “Result” & “Score” columns

/= PERFORMANCE SCORECARD KFHMB - Windows Internet Explorer

= 1 RT5

@ s v Ig, http: 10,20, 100.4:5080/cgi-bin/epe_scorecard_Form. cai | +y | X ! ive Search | Folbs
File Edit View Favaribkes Tools Help
- e T Y 1 - )

S oy |B2 | - | € PERFORMANCE SCOREC... X | @ ePzp | | - B ey - ik Page - () Todls -
Kuwait Finance House e 5
widg-Sil Jagn il eZoy L\T“

Scorecard Form 2012 for All Employees Groups
Form ID : 1350038780 Evalustion Period:  Aacusll .
— (1) To assist you on the
Portod From  :0L0L2312 Pamod To @ 317132012 Phase - End Result Status X
rating scores, please
EID : 13-937 ournar 1391391 Pocition : Hmms, Rareemisn S Rmacsrss Company i . i
_ _ _ click this information
Job Grade Sied Org Unit : Himan Caota Sub Unk : Ratamzion B Seeands Submitted On
button
Mo, Pers. Rat Parformance Ohjecthves Measures waightags Threshoid Tarpet Stretchen Result Scome
[ FIn ([T [Foefemeaty mensz= civismns] Operstions| cost within budget [0 eeforaioee o bucget 0o 109 | I | 2%
perationz] Cost =howe budgat bebowy busdget | =
= [FIn o |[T2ANT [roafectvaty, manzos divisians] I"!—'\: Szving resises |5 %% 1<1{)=!-‘i:m cae 1 5961059 ]>5°.—i:w 10= i [ | =
perationzl Cost |
3 | cus M |[T2CUS” [Fo enswre Customer Deliht Diwision ICSI [i5 o 1>5.5m6.5 l=6.5 7.5 J> 7E5wES i i' | =
% | 18P |[T2ZBP1 [Foimprove eficiency and sffectivensss %oof reduction in process time from o %4 (100 59% =5% 1w 10% =10% o 20% | It | 2%
f HR. Information system sutomation of key process |_
= |I_B_P_ V”TZBP'I oimprove Performance & Rewards Policizs 2nd Processes mest business =il [Me=t Betrer than | I | o4
Mznacment Procsssss Bosystem requinemeant = | requirement reguirsment L L=} B
= | IEP & ]TZBP‘** ‘o improwve efficiency and effecivensss Improvement of quality and turn-srownd Coststenthy = | |Meeting most i | =
fHR Irformetion systar tinne for informeation, snshesis 2nd resting = |reccrernan |
* | IEF V"ITZBP'I ‘o improve Peformancs & Rewands Completion of ot complete = | il S
Manzgment Procssses Bosystam within tinmeline =r = sheadoftime =|| __! =
E I_I_I_E}_P_\Q]TZBPE ]E;s;:_ isk Manzgement B Mandstory IME ndatory snd compliznt rating J4 | J' J E
= |QLEE|:_\QI |T20LG o Shre n Tesms capsbilities & Achievement of mandatony taining Achiewing of i1 | || | =
Engager 1) Sining plan il | =1
il | oLG V!]TZ:ILG' o strengthen Tesms'capsbilities & Employes Engagneent Index =6.5 7.5 l=7smss | I | o
SRS (2) Upon completion i i
11 | OLG ¥ |-|'Z:)LG. I noulcste sharish-led high pedformanos Mo of Seoosssiul cross selling 2 P P | (3) Flna”y’ please click
i of all scores, please | this button
click this button .
EID I as-as1 Racommandar :@ 25 Sint 25 Positlon 1 Trakning Sentor Swecutive  SooTmnne ndad On e
EED  : 13-1258 Approvar : 5EF Bin 535 Fastthan : Heaz, =R Dosrasions Approved On i-
[ Add Rows ] [ Calculats ] [ Sawve as Draft ] [Prinl:]
b

Daone [& &0 mternet * BET =

. SOLwog Community - ... j PERFORMARCE SCiC, ., ., ﬁ 10.20.100.4 - Remotk. .. f m Microsoft PowerPoink ...

11
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Staff submits the evaluated scorecard

/= eP2P :: 391 391 :: e-Appraisal - Windows Internet Explorer

—_— 11 o
@ - Ig, http:,l',l'lEI.ZD.IEIEI.4:8EIEHD,l'cgi—bin,l'eg,a___scorecard.cgi s || 4l | K i re Search | 2|~

File  Edit Wiew Fawvorites Tools  Help

>

T T

o ié-_gﬂiv"i@epzp::391 391 i1 e-App... X | @ eP2p [ o -~ B - dmh - [ Page - G Tooks -

P2 Rppliéaéi;:ns >

alert | review | annocuncement | message | home | logout | help |

HR Self Service
e-Claims =
EID +10-937 Mames 3931 391
= =TS Job Grade i Position : Head, Retention & Rewards
Org. Unit : Human Capital Company : KFHMB
e-Forms Sub. Unit : Retention & Rewards Org. Area : Headquarters
Date Joined 118/11/2010 Date Left i
Year of Service : 2.00 vear(s) work Status : Active : Permanent

e-Appraisal - My Scorecard Form

Ee s .
[mo | erom | vo | ehase | Statw | o | &y | Score [ Select

a | 01/0L7/2012 3171272012 Flanning Approved 05/12/2012 689 Bin 689 0.00%: O

mg. ﬁ

e-Training
2 01/01/2012 31/12/2012 End Result Diraft 05/12/2012 689 Bin 689 79.55% - {7

Industry Specifi

e-Development

f

Please click this button
for submission

Once you submitted your scorecard, your supervisor will sit down with you on a one-on-one
performance review session.

|
;

Done EQ. @ Internet

Cormmunity - ... /5 PP 5 391391 e, | AW 10.20.100,4 - Remet.. | (@] Microsoft PowerPoint ...

——= i
-
-

3/2/2016
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the evaluated scorecard at anytime

/= eP2P :: 391 391 :: e-Appraisal - Windows Internet Explorer

— 11 =
@ = Ig, htkp:ff10.20.100,4: 8080/ cgi-binfepe_scorecard. cgitaction=MSC&employes _id=10-937F&company _id=1&Fflag=1&period_From * | ol | K i ;e Search | 2 |-
File  Edit  Wiew Fawvorites Tools  Help
n e i T 1 a . e d
W 4R 55|~ | @ ePzr 1391 391 iieApp... X | @ ePzp I R - B - &b - [=hPage - £ Tock -

Tome T emmme
—e—P2 Rpplication;}iwp '

HR Self Service
e-Claims

e-Financial

e-Forms

|iﬁ|i||ﬁ|
dEE

e-Training

Industry Specifi

e-Development

A

a1 oan

|
;

alert | review | announcement | message | home | logout | help |

Pearsonal Information

EID +10-937 Mame CHEE R A

Job Grade b o] Position : Head, Retention & Rewards
Org. Unit : Human Capital Company : KFHMB

Sub. Unit : Retention & Rewards Org. Area : Headquarters

Date Joined :18/11/2010 Date Left i

Year of Service ; 2.00 yvear(s) Work Status : Active ; Permansnt

e-Appraisal - My Scorecard Form

e e e ——
To Phase Score Select
(Mo | From | o | Phase [ states | oo | & | Score [ Select

2 | OL/0L/2012 2L/12/2012 Flanning Approved O05/12/2012 689 Bin 5669 0.005%: O

2 01/01/2012 3171272012 End Result Pending 05/12/2012 689 Bin 589 79.55%

Back B

Please click this button
to view your submitted
scorecard

Dione

|

Internet &L 100% T
(3 & L

Community - ... /7 eP2P ;391391 e, | AW 10.20.100.4 - Remct... | (8] Micrasoft PawerPaint ...
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Staff to print a copy of the evaluated scorecard for One-on-One performance
discussion with Immediate Supervisor

{= PERFORMANCE SCORECARD KFHMB - Windows Internet Explorer

File  Edit Wiew  Faworices Tools  Help

-- = e T — - - 2
TF 4R |52 - | @8 PERFORMANCE SCOREC... 2 | @8 epop - B deh ~ [k Page ~ (£ Tools ~
i !
gl g adle iy ; -
Form ID : 1350038780 Evalustion Period:  Annually
Period From : 017013012 Period To = 31/13/20132 Phase = Erad Bieyilt Status Fending
EID Owner Position Hesd, Retention & Rewards Company KFHME
Job Grade :C2 Org Unit Human Capitsl Sub Unit Ret=ntion & Rewards Submitted On DE/13/23013
NHo. Pers. Ref Performance Objectives Measures Weightage Threshold Target Stretched Result Score
FII T2F] ) S Rz=ult FED
FIN T2 e Re=t o
cus T2CUs1 S0 Rmsuit 100
BP TBP oo R L
s B TIIEF £ Rms S0
5 =t TIlzR for o IS
B TZIBP =9 Rmzull &4
E =5 TIIERS oo z Rmsy EE
ous T2OLE: N Lchimymme Bt o o fme E
Please click this button to
print your scorecard for your
LI5S Eoptryce Sk e = S one-to-one performance
ols  T2OLS Nz =f Suzzesslul sross s=licg o 1 review session with your 75
immediate superior
100%%: 79.55%:
EID :0S5-081 Recommender: 2& Sinti 26 Position - Training Senicr Bozcutive Recommended o
EID -~ 13-13%8 Apprower SE§% Sin S5S Position - f==d, 5% Og=ratiors Approved On -
z=:f)
b

Done g &P nternet \_} F 90% -

-

SQLyog Community - ... /= PERFORMANCE 5CC.., | A9 10.20.100.4 - Remat... | (8] Microsaft PawerPaint ... B T &[40 1553
"

D e e arararayaxexeye -  Kuwait Finance House @
d
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1) After Immediate
Supervisor completes the
Annual Performance
Appraisal

(Competency Assessment, Overall
Performance Rating)

2) Staff puts in his / her
Endorsement & Comments

15
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Endorsements & Comments — Guidelines

O Staff has the option to agree or disagree with the performance
evaluation

O Staff puts in his / her comments & feedback on the evaluation
( e.g. state the supports and feedback on how performance can be
Improved or state challenges / constraints in achieving performance )

O Immediate supervisors reviews the staff’s comments and put in his
/ her comments and feedback

O Immediate supervisor previews and submit the form

16
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e-Appraisal - My Annual Performance Appraisal

/= eP2P :: 391 391 :: e-Appraisal - Windows Internet Explorer

@ +  |#] http:/{10.20.100.4:8080/cgi-binfepe_view_current.cgi | |#21| 2| |Live Search |2 |-
File  Edit  Wiew Fawvorites Tools  Help
A P ey = = = = - y »
W [E5|~ | @ erzr 581581 1 e-App... ¥ | Eepap i 680 689 11 Applicatio, . | @ ePzp [ | - B guby - |7k pags - ik Tools -

HR Self Service

e-Claims

e-Financial

e-FPaolicy

e—F'os!inQ

) i

e-Training

Industry Specifi
e-Development

&

e-Loan

:

ny S

I i
3
|

e-Flex Benefits

User Profile:
10-937

alert | review | announcement | message | home | logout | help |

Personal Information

EID +10-937 Mame 851 391

Job Grade [ ] Position : Head, Retention & Rewards
Org. Unit : Human Capital Company r KFHMEB

Sub. Unit ! Retention & Rewards Org. Area : Headquarters

Date Joined »i8/11 /2010 Date Left 1=

Year of Service : 2.00 yvearis) Worlk Status : Active : Permanent

e-Appraisal - My Current Performance Evaluation

i. My Probationary Appraisal

- My Scorecard Form

« My Annual Performance Appraisal

[ —

- My Subordinates' Appraisal Form

- My Application Status i i
Please click this button

5 @ @@ |E
Qf [(of (9] R|9] JIO

- My Recommender/Approver/Expert Usar

Done
‘

._'_E- @ Internet

rarnunity - ... ,I':; eP2P :: 391 391 :: e-... rﬁ 1IZI..:-7_-'IZI-.1IZIIZI.4 - Remot. .. r fe] Microsoft PowerPoink ...

o SI.‘EH‘
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Staff choose the current performance period

/= eP2P :: 391 391 :: e-Appraisal - Windows Internet Explorer

@ - Iﬁl http:,l',l'lD.ZD.1DD.4:EEDEED,l'cgi—bin,l'ePE_annual.cgi | gy | X i /e Search | 2=

File  Edit ‘iew Favorites Tools  Help

= o o o + r ' < = 3>
A |53 |- | @eP2p 391391 te-App... X | @ eP2P 11 689 689 1 Applicatio. . i & cpzp ] fif - B - dm - [=hPage - G Took -
TR . -

—

alert | review | announcement | message | home | logout | help |

HR Self Service
e-Claims

Personal Information

EID +10-937 Name it 3 s ok

e Financial Job Grade ff Position : Head, Retention & Rewards
Org. Unit : Human Capital Company 1 KKFHMEB

a-Forms Sub. Unit : Retention & Rewards Org. Area : Headquarters
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For further information / queries, please do not hesitate to contact the

following key personnel at KFHMB, Group Human Capital:

1) Tan Siew Keng
ext. 0039 / tan.siew.keng@kfh.com.my

2) Punitha A/P Vengdasamy
ext. 0033 /punitha.vengdasamy@kfh.com.my

3) Siti Fatimah
ext. 0048 / fatimah.abdullah@kfh.com.my
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