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How to Create a Note

After logging into Voyager, go to the Quick Links on the left side of the page and mouse over the box
that says Note. Then, click on Create.

growlt/1 Co.

VOYAGER

Main

CREATE NOTE

Employees

Create Notr

Note

Incident | tmmiddryyyy)

TS ATTOTTYTITIOUS:
Performance Improvement Plan *Note:

Review
Update Profile

Update Training

Attachment(s): | Browse_ | Nofile selected.

Appraisal Category: [All =]
Appraisal ltem: \ Select One.. E|
Rating: | Select One.. =]

Cancel

Logged in as JANEDEMO for Hirease Growth - Denver

Managed by Hirease. All Rights Reserved - @ Copyright 2013

htps://veyager.hiresystem.com/Note_Add.aspx
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Next, select the employee you are creating a note for and the date of the event. If you would like the
note to be anonymous, click the box next to “Is Anonymous”. Then, fill out the note section. You can
also fill out appraisal category, appraisal item and rating. However, these fields are not required.

grow[ﬁ Co.

VOYAGER

Main Employees

CREATE NOTE

Create Note
i *Employee: [ John Brown
# . »
Incident Event Date: [8/15/2013 | (mm/da;
Is Anonymous: [0
Performance Improvement Plan #Note: [John was extremely helpful while Joe was out. He took on Joe's duties without
complaint and executed them well. Way to go John!
Review
Update Profile
Update Training

Attachment(s): | Browse_ | No file selected

Appraisal Category: | Company Value =]
Appraisal ltem: ‘ (50%) Excellence - Provide high quality products. strive to deliver superior business resul...
Rating: [5 =]

Cancel

Logged in as JANEDEMO for Hirease Growth - Denver

Managed by Hirease, All Rights Reserved - @ Copyright 2013
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You can also include an attachment — for example, an email — if you would like. To do this, click on
Browse, select your file and then click the Add button. You will see the attachment right under the
Browse button. You can delete the file by clicking the red circle.

grow[ﬁ Co.

VOYAGER
CREATE NOTE Main Employees
Create Note
Note *Employee: | John Brown [=]
Incident *Event Date: [8/15/2013 [immddryyyy)

Is Anonymous: [
Performance Improvement Plan

*Note: [John was extremely helpful while Joe was out. He took on Joe's duties without
complaint and executed them well. Way to go John!
Review

Update Profile

Update Training

Attachment(s): | Browse_ | Nofile selected

@ 201213 RELEASE.doc

Appraisal Category: | Company Value =]
Appraisal ltem: ‘ (50%) Excellence - Provide high quality products. strive to deliver superior business resul...
Rating: [5 =]

Cancel

Logged in as JANEDEMO for Hirease Growth - Denver

Managed by Hirease. All Rights Reserved - & Copyright 2013
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Once you have completed these steps, click on Submit Note. Once the note is received, you will see a
message above the Submit button that says “Your note has been submitted for approval”.

grow[ﬁ Co.

VOYAGER
CREATE NOTE Main  Employees
Create Note
i *Employee: [ John Brown [=]
Incident *Event Date: [8/15/2013 | mmsddryyyy)
Is Anonymous: [
Performance Improvement Plan *Note:
Review
Update Profile

Update Training

Attachment(s): | Browse_ | No file selected

Appraisal Category: | Company Value =]

Appraisal ltem: \ SelectOne.. A /
Rating: | Select One.. [=] /V

Your note has been submitted for approval.

Cancel

Logged in as JANEDEMO for Hirease Growth - Denver

Managed by Hirease. All Rights Reserved - @ Copyright 2013

4|Page
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How to Approve a Note

After logging in to Voyager, you will see immediately on your dashboard any notes waiting for approval
under Action Items. Click on View to see the details of the note.

grow[ﬁ Co.

VOYAGER
Welcome to Voyager Main Employees Reports Admin
Profile (Samantha Smith)
Note General Information
Empl Number:  SAMO00S A
— mployee Number ’

Hiring Date: 1/1/2001 “@f

Meeting Entry Position: Sales MaM
Incident

Performance Improvement Plan

Review Notes Waiting for Approval
Update Profile Note ID Note Date
i Ty 00000363 9/27/2013 Kelly Doe Jane Johnson Samantha Smith
000003AE 10/7/2013 Kelly Doe Jane Johnson Samantha Smith View
MyGIouns (Fas] 000003B5 10/8/2013 Jane Johnson John Brown Samantha Smith View
Sales Mana-g_e-r_(?a-mar-lt-ha_Smlth)‘ 000003B6 10/8/2013 Jane Johnson John Brown Samantha Smith View
A stration (Open Positio
Sales | (Jane Johnson) More Results
Sales Il (John Brown)
Sales Il (Richard Jones)
Sales IV (Open Position Review (Samantha Smith)
Review: N
Group / Company Goals [6/10/2013 - (in Progress 12/10/2013) [=] Review Progress:
v Setup
Cold Calls Start Date: In Progress !
~ ~ Supervisor Approval
. 10 June 203
Publicity A A Employee Signature
. Complete
Anniversary Expected End Date: P

10 |2 |December 2013

5|Page
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This will pull up a copy of the note detail including the author of the note, event dates and descriptions.
Fill out the Comments box.

growm Co.

VOYAGER

EDIT NOTE Main  Employees  Reports  Admin

Note Detail

Note Employee: John Brown .

Author: Jane Johnson
Entry Date: 10/8/2013
Meeting Entry Event Date: 8/15/2013
Is Anonymous: O
Note: John was extremely helpful while Joe was out. He took on Joe's duties without complaint and executed them well.
Performance Improvement Plan Way to go John!

*Comments: |I agree - John was a real life saver while Joe was out!

Group Goal

Incident

Review

Update Profile

Update Training Appraisal Category: \A\I El

Appraisal ltem: ‘ (Company Value 50%) Provide high quality products. strive to deliver superior business results. and conti.. |z|
My Groups (Main) Rating: [5

Sales Mana;

Sales | (Jane Johnson)
Sales Il {John Brown)
Sales Il (Richard Jones)

Sales IV (Open Position

Logged in as SAMANTHADEMO for Hirease Growth - Denver

Managed by Hirease, All Rights Reserved - & Copyright 2013

6|Page
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Then, click on Approve. You will see a message above the Approve button that says The note has been
approved to confirm submission.

growlt/1 Co.

VOYAGER
EDIT NOTE Main Employees Reports Admin
Note Employee: John Brown
Group Goal Author: Jane Johnson
Entry Date: 10/8/2013
MBS Ea Event Date: 8/15/2013
Incident Is Anonymous: O

Note: John was extremely helpful while Joe was out. He took on Joe's duties without complaint and executed them well.

Performance Improvement Plan Way to go John!

*Comments: I agree - John was a real life saver while Joe was out!
Review
Update Profile
Update Training Appraisal Category: \A\I El
Appraisal ltem: ‘ (Company Value 50%) Provide high quality products, strive to del\verW onti... [~]
My Groups (Main) Rating: [5 =] /

The note has been approved.
Reject

Sales Manager (Samantha Smith)

A stration (Open Position

Sales | (Jane Johnson)
Sales Il {John Brown)
Sales Il (Richard Jones)

Sales IV (Open Position

Logged in as SAMANTHADEMO for Hirease Growth - Denver

Managed by Hirease, All Rights Reserved - & Copyright 2013

7|Page
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How to Document a Meeting

After logging in to Voyager, go to the Quick Links on the left side of the page and mouse over the box
that says Meeting Entry. Then click on Create.

growm Co.

VOYAGER

Welcome to Voyager Main  Employees  Reports  Admin

Profile (Samantha Smith)
Note General Information

Employee Number:
Group Goal .

na Date:
Meeting Entry
Incident
Performance Improvement Plan Action Items
Review Notes Waiting for Approval
Update Profile Note ID Note Date Author Employee Supervisor
= 00000363 9/27/2013 Kelly Doe Jane Johnson Samantha Smith View

Update Training

000003AE 10/7/2013 Kelly Doe Jane Johnson Samantha Smith View
e M) 000003B5 10/8/2013 Jane Johnson John Brown Samantha Smith View

Sales Manager (Samantha Smith) More Results

on (Open Positio

Administ
Sales | (Jane Johnson)

sales Il {(John Brown) Review (Samantha Smith)
Sales Il (Richard Jones)

Sales IV (Open Position Review: N
|6/10/2013 - (In Progress 12/10/2013) [=] Review Progress:
v Setup
Group / Company Goals Start Date: 7 InProgress
10 |2 [June 2013 s Supervisar »j\pproval
Cold Calls Employee Signature
Complete
Publicity Expected End Date:
S ~
. 10 |, |December 03 |,
Anniversary

Company Values E%

htps://voyager.hiresystem.com/Meeting_Add.aspx

.~ Maintain an environment built on respect and integrity. Respect for people includes our concern for all:

8|Page
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Fill out the employee, date and notes sections.

growm Co.

VOYAGER

MEETING ENTRY Main

Employees Reports Admin

Meeting Entry

Hui= Employee: [ Jane Johnson [=]

Group Goal Meeting Date: : :

Meeting Notes:

Meeting Entry 1. Reviewed Jane's completed 3rd quarter goals
2. Prioritized Jane's unfinished goals
Incident 3. Jane will have all goals completed by 10/31.

Performance Improvement Plan

Review

Update Profile

Update Training

My Groups (Main) Start Date: I:l z

Sales Manager (Samantha Smith) End Date: l:l: SelectOne...

atiol en Position
Sales | (Jane Johnson)
Sales Il {John Brown)

Sales Il (Richard Jones)

Sales IV (Open Position Achievement{(s) / Project(s) / Goal(s)
Group / Company Goals
Cold Calls 100 calls per week.
Publicity
Anniversary

Logged in as SAMANTHADEMO for Hirease Growth - Denver

Managed by Hirease, All Rights Reserved - @ Copyright 2013

9|Page
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When everything is filled out, click on Save Meeting Entry. A note will appear above the button that says
“Your meeting entry has been added. “

growm Co.

VOYAGER
MEETING ENTRY Main Employees  Reports  Admin
[ifrizz Employee: [ Jane Johnson [=]

Group Goal Meeting Date: : :

Meeting Notes:

Meeting Entry 1. Reviewed Jans's completed 3rd quarter goals
2. Prioritized Jane's unfinished goals
Incident 3. Jane will have all goals completed by 10/31.

Performance Improvement Plan
Review

Update Profile

Update Training

My Groups (Main) Start Date: l:l s SelectOne..  [+] l:l z

Sales Manager (Samantha Smith) End Date: l:l z
Administration (Open Position
Sales | (Jane Johnson)

Sales Il Uohn Brown)
Sales Il {Richard Jones)

Sales IV (Open Position

Group / Company Goals

Cold Calls 100 calls per week.

m

Publicity

Anniversary Your meeting entry has been added.

Logged in as SAMANTHADEMO for Hirease Growth - Denver

Managed by Hirease. All Rights Reserved - & Copyright 2013

10| Page
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To view the meeting you created, go to the Quick Links on the left side of the page and mouse over
Meeting Entry. Then click View.

growm Co.

VOYAGER
Welcome to Voyager Main Employees Reports Admin
Profile (Samantha Smith)
Note General Information
Employee Number: | SAM005
Group Goal .
: 1/1/208
Meeting Entry
Incident
Performance Improvement Plan Action ltems
Review Notes Waiting for Approval
Update Profile Note ID Note Date Author Employece Supervisor
fr 00000363 9/27/2013 Kelly Doe Jane Johnson Samantha Smith View
Update Training
000003AE 10/7/2013 Kelly Doe Jane Johnson Samantha Smith View
e M) 000003B5 10/8/2013 Jane Johnson John Brown Samantha Smith View
Sales Manager (Samantha Smith) More Results

on (Open Positio

Sales | (Jane Johnson)

sales Il {(John Brown) Review (Samantha Smith)
Sales Il (Richard Jones)

Sales IV e Review: N
|6/10/2013 - (In Progress 12/10/2013) [=] Review Progress:
v Setup

Group / Company Goals Start Date: 7 InProgress

10 : June 2013 : Supervisor »j\pproval
Cold Calls Employee Signature

Complete
Publicity Expected End Date:
. 10 : December 2013 :

Anniversary

Company Values E% Add Note

Maintain an environment built on respect and inf

https://veyager.hiresystem.com/Meeting_List.aspx

. Respect for people includes our concern for all:

11| Page
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You will see a list of all the meetings you have created. To see the details of the meeting, click on View.

growm Co.

VOYAGER

MEETING ENTRIES

Note

Group Goal

Meeting Entry

Incident

performance Improvement Plan
Review

Update Profile

Update Training

Main Employees Reports Admin

Sales Manager (Samantha Smith)
Administration (Open Position
Sales | (Jane Johnson)

Sales Il {John Brown)

Sales Il (Richard Jones)

Sales IV (Open Position
Group / Company Goals
Cold Calls
Publicity
Anniversary

12| Page

View Meeting Entries

Employee: (Al [=] Status: [an

Supervisor: | Samantha Smith [=] Date Range: [ el ]

Page 10of 1

Prev | Next

Meeting ID Employee Supervisor Meeting
00000005 Jane Johnson Samantha Smith View
00000008 Jane Johnson Samantha Smith View

Logged in as SAMANTHADEMO for Hirease Growth - Denver

m
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From here, you can see the specific notes you included on your meeting entry.

growm Co.

VOYAGER

VIEW MEETING Main  Employees  Reports  Admin

View Meeting

Note Employee: Jane Johnson
Supervisor: Samantha Smith

Meeting Date: 9/15/2013

Meeting Entry hoals: « 100 calls per week.

ote: 1. Reviewed Jane's completed 3rd quarter goals
2. Prioritized Jane's unfinished goals
3. Jane will have all goals completed by 10/31.

Group Goal

Incident

Performance Improvement Plan

Review
Update Profile

Update Training

My Groups (Main)

Sales Manager (Samantha Smith)

Administration (O osition;

dmini
Sales | (Jane Johnson)
Sales Il {John Brown)

Sales Il (Richard Jones)

Sales IV (Open Position

Logged in as SAMANTHADEMO for Hirease Growth - Denver

e, All Rights Reserve

13| Page
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How to Document an Incident

To create an incident (positive or negative) mouse over Incident and click create.
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Choose the employee, incident type, incident and date. Action, note and any attachments are optional.
Click create.

grow{ﬁ Co.

VOYAGER ADMIN
Create Incident Main Employees Reports Admin
Create Incident
[z *Employee: [ Select One... =]
Group Goals. IncidentType: (AL [x]
*Incident:
Meeting Entry Incident: | Select One... =
Action: [None =]
Incident
*InddemDate:D: [Select One... [~] l:|:
Performance Improvement Plan Note:

Private Memo
Review
Update Profile

Update Training

Attachment(s): [[Ghoose File | No file chosen
My Groups (Main) [ ‘

Sales Manager (Samantha Smith)
sales1UJane Johnson)
Sales Il Uohn Brown)
Sales Il (Richard Jones)

Sales IV (Open Position

Logged in as SAMANTHADEMO for Hirease Growth - Denver

15| Page
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To view an incident already created click view. A list of documented incidents will populate. Click view
next to the employee’s name.
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The details of the incident will display. To send this item via a note for rating, click send incident to note.

grow[r/1 Co.

VOYAGER

Incident Main Employees  Reports  Admin

Wit Employee: Samantha Smith
: Kelly Doe
Group Goals Creator Y
Incident: Assisted Co-worker
Meeting Entry Action: None
d Date: 9/3/2013
Incident
Note: Samantha helped Charles with questions about Product 2
Performance Improvement Plan Attachment(s):
Private Memo
Review
Update Profile

Update Training

Sales Manager (Samantha Smith)

Administration (Open Position
Sales | Jane Johnson)

Sales Il Uohn Brown)

Sales Il (Richard Jones)

Open Positi

Position

Sales

Locoed in as SAMANTHADEMO for Hirease Growth - Denver

17 |Page
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How to Create a Performance Improvement Plan

After logging into Voyager, go to the Quick Links on the left side of the page and mouse over the box
that says Performance Improvement Plan. Then, click on Create.

growm Co.

VOYAGER

Welcome to Voyager Main  Employees  Reports  Admin

Profile (Samantha Smith)

Note General Information ﬂ
Employee Number:  SAMO05 S
Group Goal ploy ’ [t /

Hiring Date: 1/1/2001 ‘
Meeting Entry Position: Sales Manag

Incident

Performance Improvement Plan

Review
Update Profile
Update Training 00000363 9/27/2013 Kelly Doe Jane Johnson Samantha Smith View
000003AE 10/7/2013 Kelly Doe Jane Johnson Samantha Smith View
00000385 10/8/2013 Jane Johnson John Brown Samantha Smith View

Sales Manager (Samantha Smith) More Results

Administration (Open Position

Sales | (Jane Johnson)

Sales Il ohn Brown) Review (Samantha Smith)

Sales Il (Richard Jones)

Sales IV (Open Position Review: N

|6/10/2013 - (In Progress 12/10/2013) [=] Review Progress:
v Setup
Group / Company Goals Start Date: ~ InProgress
10 |2 [ June 2013 -~ Supervisor Approval
Cold Calls M v Employee Signature
Complete
Publicity Expected End Date:
. 10 |2 |December w3 |5

Anniversary

Company Values E%
Maintain an environment built on respect and integrity. Respect for people includes our concern for all:

hitps://voyagerhiresystem.com/PerformancePlan_Add.aspx | | N

18| Page
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Fill out all the required sections — employee, start and end dates, areas of concern and performance
expectations. You can also add a checkpoint by filling out that section with specific dates and goals and
then click on Add Checkpoint.

Performance Improvement Plan Main  Employees  Reports  Admin e

Create Performance Improvement Plan

Hots *Employee: | John Brown =]
*Start “ ~
Group Goal 3
P Date: : = [z ]2 L
Mesting Enry *endDate: [31]3 [Ocober  [2] [m1 |
) *Areas of Concern:
Incident Accuracy

Performance Improvement Plan
Review
Update Profile

Update Training

*Performance Expectations / Action Plan:

) John needs to focus on completing his work more accurately. Moving forward, he will take more time in
My Groups (Main) completing assignments rather than rushing to get things done gquickly. Jans will check over John's
work until further notice.

Sales Manager (Samantha Smith)

Administration (Open Position]

Sales | (Jane Johnson)
Sales Il (John Brown)
Sales Il {Richard Jones)

Sales IV (Open Position

n

Start ater [ e
End Date: :

Chedkpoint(s)
ae: [B]2 ECmb

*Goal: |\mprovementenough so that all work does not need to be checked by Jane ‘

*Progress: |John is doing great Jane has notfound any mistakes ‘ L4

19| Page
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Once everything is filled out, click on Create Plan.

*Areas of Concern:

Incident Accuracy

Performance Improvement Plan
Review
Update Profile

Update Training

*Performance Expectations / Action Plan:

John needs to focus on completing his work more accurately. Moving forward, he will take more time in

My Groups (Main) completing assignments rather than rushing to get things done quickly. Jane will check over John's
work until further notice.

Sales Manager (Samantha Smith)

Position,

Sales | (Jane Johnson)
Sales Il John Brown)
Sales Il (Richard Jones)

0 Pasition

Chedkpoint(s)
pate: [2 .

*Goal: | \

*Progress:

Improveme iwork does not need to be checked by John is doing great. Jane has not found any
Jane

10/15/2013
° mistakes.

Cancel

Logged in as SAMANTHADEMO for Hirease Growth - Denver

Managed by Hirease. All Rights Reserved - @ Copyright 2013

20| Page
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A message will appear above the Create Plan button that says Performance plan created.

P
Group Goal DS;:ef_t I:l: ﬂ l:l:
Meting ey endate: [ |5 [Seecione ][ |3

) *Areas of Concern:
Incident

Performance Improvement Plan
Review
Update Profile

Update Training

*Performance Expectations / Action Plan:

My Groups (Main)

Sales Manager (Samantha Smith)
Administration (Open Position
Sales | (Jane Johnson)

Sales Il (John Brown)
Sales Il (Richard Jones)

Sales IV (Open Position

StrtDate: ]2 ]
EnaDate: [ 12 ]

<> <

Checkpoint(s)
oate [ 2 s

*Goal: | \

*Progress: | \

Performance plan created;

Logged in as SAMANTHADEMO for Hirease Growth - Denver

Managed by Hirease. All Rights Reserved - @ Copyright 2013

21| Page
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To view the plan you created, go to the Quick Links on the left side of the page and mouse over
Performance Improvement Plan and then click View.

growm Co.

VOYAGER

Welcome to Voyager

Main Employees Reports Admin

Note

Group Goal

Meeting Entry

Incident

Performance Improvement Plan
Review

Update Profile

Update Training

Profile (Samantha Smith)

General Information

Employee Number: 5AM005 ’
Hiring Date: 1/1/2001 ‘
Position: Sales Manager \ﬁ-’/

Sales Manager (Samantha Smith)
Administration (Open Position
Sales | (Jane Johnson)

Sales Il John Brown)
Sales Il (Richard Jones)

Sales Pasition

Cold Calls
Publicity

Anniversary

00000363 9/27/2013 Kelly Doe Jane Johnson Samantha Smith View
000003AE 10/7/2013 Kelly Doe Jane Johnson Samantha Smith View
000003B5 10/8/2013 Jane Johnson John Brown Samantha Smith View
More Results
Review (Samantha Smi
Review: N
[6/10/2013 - (In Progress 12/10/2013) [] Review Progress:
v Setup
Group / Company Goals Start Date: * InProgress

10 : T 2013 : Superwsorf\pproval

Employee Signature

Complete

Expected End Date:
10 |2 |December 013

https://voyager.hiresystem.com/PerformancePlan_List.aspx

22| Page

Maintain an environment built on respect and in

Company Values

espect for people includes our concern for all:
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You will see a list of all the plans you have created. To see the details of a plan, click on View.

grow[ﬁ Co.

VOYAGER

Performance Improvement Plan Main  Employees  Reports  Admin

itz Employee:

Group Goal

Meeting Entry

Incident Employee Date Range

Performance Improvement Plan ;r"h” 9/3/2013-9/6/2013  9/6/2013 - test (In Progress) View

Review i 9/3/2013-9/4/2013  9/5/2013 - test (in Progress) View
Brown

Update Profile John 10/1/2013 - 10/31/2013 10/15/2013 - Improvement enough so that all work does not need to be checked View
Brown by Jane (In Progress)

Update Training

My Groups (Main)

Sales Manager (Samantha Smith)

Open Posi

Sales | (Jane Johnson)
Sales Il (John Brown)
Sales Il (Richard Jones)

Sales

Logged in as SAMANTHADEMO for Hirease Growth - Denver

Managed by se. All Rights Reserves opyright 2013

23| Page



hireaseez

Toll Free Support 877.311.2475

You can update the plan from this page by choosing pass/fail on the checkpoints you created. Then, click
on Update.

_______________________________________________________________________________________________________|]
grow[tq Co.

VOYAGER

Main Employees Reports Admin

Performance Improvement Plan

Performance Improvement Plan
Note Employee: John Brown
Group Goal Creator: Samantha Smith
Start Date: 10/1/2013
Meeting Entry End Date: 10/31/2013

Areas of Concern: Accuracy
John needs to focus on completing his work more accurately. Mo
assignments rather than rushing to get things done quickly. Jan;

Incident ) . .
ward, he will take more time in completing

Action Plan: lohn's work until further notice.

Performance Improvement Plan

Review

Update Profile 10/15/2012 Improvement enough so that all work does not need to be Jn_hn is doing great. Jan@ any
checked by Jane mistakes.

Update Training Passed

Failed

My Groups (Main)

Sales Manager (Samantha Smith)
Open Position

Sales | (Jane Johnson)
Sales Il (John Brown)

Sales Il (Richard Jones)

Sales IV (Of

Logged in as SAMANTHADEMO for Hirease Growth - Denver

Managed by Hirease. All Rights Reserved - @ Copyright 2013

24| Page
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Reviews

The Review process is outlined in the process flow diagram below. Voyager performance management is based
upon documenting performance throughout the evaluation process which provides calculated scoring which can be
referenced and edited during the appraisal process. Reviews are more objective based upon several points of input
from other co-workers, management and the employee. Incidents, notes and meetings are documented throughout
the evaluation process and then discussed and referenced during the appraisal.

Comments Meet with manager Review complete

reviewed

Additional
comments made by
manager

Notes made tie to Review ends

performance

Notes rated &
unrated

Assign Dates

Employee returns to
"Review Set Up
Mode"

Manager initiates
and launches next
review

Section comments
begin (similiar to
paper form)

eSignature to
accept

Assign Weights to
Performance
Components

In Progress

Q
+—
Y

Q.

€

o
9}

Employee Self-
Evaluation

Employee Meetings

Accepts/Approves documented Final approval

Manager Approval

Incidents
documented

Sub reviews made
(if applicable) >

Employee Comments
Employee Signature

25| Page
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When a new employee is set up in Voyager, a review will then need to be setup for that employee. To
setup reviews, after logging into Voyager, mouse over Review and then click on View. The employee’s
status will be Setup Review. Click view.

growm Co.

VOYAGER

Welcome to Voyager

Note

‘Group Goals

Meeting Entry

Incident

Performance Improvement Plan
Private Memo

Review

Update Profile

Update Training

Sales Manager (Samantha Smith)
Administration (Open Position
Sales | Uane Johnson)

Sales Il John Brown)

L PR O R Y

26| Page

Main Employees Reports Admin

Profile (Samantha Smith)

General Information

Employee Number:  SAMO0S
Hiring Date: 1/1/2001 . *
Position: Sales Manager \i‘(’

Action Items

Reviews Awaiting Action

Status
Richard Jones Samantha Smith Setup Review View
Jane Johnson Samantha Smith 8/22/2013 - (Pending Approval 9/30/2013) View

More Results

Review (Samantha Smith)

Review:
[=]

‘51’101‘2013 - 11/15/2013

v Setup

P - PR

Review Progress: ‘



hireaseez

Toll Free Support 877.311.2475

Dates and percentages will need to be set for this employee. Once entered click update.

g row[ﬁ Co.

VOYAGER

REVIEW DETAIL Main Employees Reporis Admin

Review (Richard Jones)
Note Review:

‘ Setup Review Review Progress:
Group Goals < Setup

In Progress

start Date: Employee Comments
Meeting Entry ~ ~

l:lv Select One... [=] l:lv Manager Approval
Incident Employee Signature

Expected End Date: Complete

Performance Improvement Plan I:l: Select One... [=] I:l:

Private Memo

Review Add Note

Maintain an environment built on respect and integrity. Respect for people indudes our concern for all:
customers, employees, shareholders, partners, suppliers and communities.

Provide high quality products, strive to deliver superior business results, and continually search for new ways
to improve.

Update Profile Respect s0%

Update Training Excellence 50%

Growing dlient

Sales Manager (Samantha Smith) base Prospecting and developing new dient relationships within a defined geography or market 33%
Adminis ion (Op osition
sales | {Jane Johnson) Demos Developing innovative proposals and delivering strategic sales presentations 33%
Sales Il (John Brown)
Sales Il (Richard Jones) E:(?::::tige o Making actionable and insightful recommendations for products to existing clients 34%

COLDCALLS COLD CALLS 100%
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You will receive a message that your review setup has been updated.

VOYAGER

REVIEW DETAIL Main Employees Reports  Admin

Review (Richard Jones)
Note Review:
[ Setup Review =l “e";’mg’w’e“:
Group Goals k
Start Date: In Progress
Meeting Entry an e ~ Employee Comments
[December  [¥] [203 |2 Manager Approval
Incident Employee Signature
Expected End Date: Complete

[December  []

Performance Improvement Plan

Private Memo

Review Values 10§ Add Note
Maintain an environment built on respect and integrity. Respect for people includes our concern for all:

Upiziebuile i customers, employees, shareholders, partners, suppliers and communities. 30%
Provide high quality products, strive to deliver superior business results, and continually search for new ways

Update Training Excellence IR = ¥ Y5 s0%

to improve,

My Groups (Main) Competencies 50 g Add Note

Sales Manager (Samantha Smith) g;::mg el Prospecting and developing new client relationships within a defined geography or market 33%

sales | Jane Johnson) Demos Developing innovative proposals and delivering strategic sales presentations 33%
Sales Il John Brown)
Sales lll (Richard Jones)

Knowledge of

products Making actionable and insightful recommendations for products to existing dlients 34%

5

Add Note

COLDCALLS COLDCALLS

B Approval History

The review setup has been updated.

Logged in as SAMANTHADEMO for Hirease Growth - Denver
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The employee will be asked to approve the dates and percentages setup by the supervisor. They will
need to click submit for approval.

growm Co.

VOYAGER

REVIEW DETAIL

Note

Incident

Performance Improvement Plan
Review

Update Profile

Update Training
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Main Employees

Review (Richard Jones)

Review:
‘ Setup Review Review Progress:
-+ Setup
Start Date: In Progress
. Employee Comments
1|, [December T 2013 Manager Approval
Employee Signature
Expected End Date: Complete
18 |2 | December | | 2014

Values m Add Note

e Maintain an environment built on respect and integrity. Respect for people includes our concern for all:
customers, employees, shareholders, partners, suppliers and communities.
Excellence :;ci;m;;::gh quality products, strive to deliver superior business results, and continually search for new ways

Competencies m

Add Note
Gl i lient
b:;:’mg clen Prospecting and developing new client relationships within a defined geography or market 33%
Demos Developing innovative proposals and delivering strategic sales presentations 33%

Knowledge of
products

Making actionable and insightful recommendations for produg isting clients 34%

Add Note

COLD CALLS COLDCALLS

I annad in ac RICHARDNDEMO far Hiraaca Grawth - Danvar
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The employee will see their review has been submitted for approval.

growm Co.

VOYAGER
REVIEW DETAIL Main  Employees
Review (Richard Jones)
Note Review:
| Setup Review EI Review Progress:
Incident - Setup
In Progress
Start Date: I
Performance Improvement Plan ~ Employee Comments
18 |, |December | 2013 Manager Approval
Review Employee Signature
Expected End Date: Complete
Update Profile 18 |7 | December | 2014 |]
Update Training
Values m Add Note
Maintain an environment built on respect and integrity. Respect for people includes our concern for all:
Respect y — 50%
customers, employees, shareholders, partners, suppliers and communities.
Excellence :ﬂmi;k;z:,igh quality products, strive to deliver superior business results, and continually search for new ways 0%

Competencies m Add Note

Growing client

base Prospecting and developing new dient relationships within a defined geography or market 33%
Demos Developing innovative proposals and delivering strategic sales presentations 33%
s:‘s{:’:‘:&ge cl Making actionable and insightful recommendations for products to existing dlients 34%

Add Note

COLDCALLS COLD CALLS 100%

Your review setup has been submitted for approval.
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The supervisor will need to give final approval by clicking approve.

VOYAGER

REVIEW DETAIL Main Employees Reporis Admin

Review (Richard Jones)
Note Review:
|Setup FEfen EI Review Progress:
Group Goals = Setup
In Progress
Start Date: Employee Comments
Meeting Entry ~
~ ﬂ Manager Approval
hgh e Employee Signature
Expected End Date: Complete
Performance Improvement Plan z ﬂ
Private Memo
e Values 10 |23 Add Note
Maintain an environment built on respect and integrity. Respect for people includes our concern for all:
Respect N iy 50%
Update Profile = customers, employees, shareholders, partners, suppliers and communities.
Provide high quality products, strive to deliver superior business results, and continually search for new ways
Update Training Excellence 50%

to improve.

My Groups (Main) Competencies 50 Add Note

Growing client

) base Prospecting and developing new client relationships within a defined geography or market 33%
Administration (Op
sales | (Jane Johnson) Demos Developing innovative proposals and delivering strategic sales presentations 33%
Sales Il Uohn Brown)
Sales lll (Richard Jones) E?s::‘:ige & Making actionable and insightful recommendations for products to existing clients 34%

Add Note

COLDCALLS COLD CALLS

B Approval History

Logged in as SAMANTHADEMO for Hirease Growth - Denver
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When you are ready to close out the employee’s review, click on End Review at the bottom of the page.

Research Manager (Charles Stevens)
Research | (Andrew Jackson) Demos Developing innovative proposals and delivering strategic sales presentations 10%  2.50 (0) l:l
Research Il (Amanda Wilson)
Knowledge of
Research IIl (Brian Hunt) p&uc‘sge o Making actionable and insightful recommendations for products to existing clients 20% 2.50 (0 l:l
Research IV (Betty Lewis)
Te . h Po . Managing Follow up with employees on goeals, job functions, or areas of improvement. 20% 2.50 (0) l:l

Sales Manager (Samantha Smith)
Total Rating:

0.98:51.8

Sales 1 (Jane Johnson)
Sales Il (John Brown)
Sales Il {Richard Jones) Mobile + -
les IV (Open Position

Incidents 3 0

Meeting Entries 0

Comments

Date Author Type Comment

10/8/2013 Samantha Smith Qverall Samantha makes $50.000 annually. Edit Delete

Add Comment:
Select One El

Approval History

Update Date

Employee - Approve Setup 6/10/2013 11:05:34 AM

Logged in as HEIDIDEMODENVER for Hirease Growth - Denver

Managed by Hirease. All Rights Reserved - @ Copyright 2013
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A box will pop up asking you to confirm that you want to close the review. Click OK.

Are you sure you want to close review?

o) (o]
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A note will state that the review has been closed.

Research Manager (Charles Stevens)
Research | (Andrew Jackson) Demos Developing innovative proposals and delivering strategic sales presentations 10% 2.50 (0) l:l
Research Il (Amanda Wilson)
Knowledge of
Research IIl (Brian Hunt) prr:dudsge o Making actionable and insightful recommendations for products to existing clients 20% 2.50 {0) l:l
Research IV (Betty Lewis)
Temp Position {Open Position Managing Follow up with employees on goeals, job functions, or areas of improvement. 20% 2.50 (0) l:l

Sales Manager (Samantha Smith)

Administ

osition Total Rating:
0.98:51.8

Sales 1 Jane Johnson)
Sales Il (John Brown)
Sales Il {Richard Jones) Mobile
Sales IV (Open Position

Incidents 3 0

Meeting Entries 0

Comments

Date Author

Add Comment:
|Select0ne > El

Approval Histo'v

Update Date

Kelly Doe 11/21/2013 1:51:22 PM

Supervisor - End In P

Employee - Approve Setup Kelly Doe 6/10/2013 11:05:34 AM

Your review has ended. and moved to employee comments.

Logged in as HEIDIDEMODENVER for Hirease Growth - Denver

Managed by Hirease. All Rights Reserved - @ Copyright 2013
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The employee will receive an email that their review is ready. Upon logging in to Voyager, the employee
should mouse over Review and click on View.

growm Co.

VOYAGER

Welcome to Voyager Main Employees Reports Admin

Profile (Samantha Smith)
Note General Information
Employee Number:
Group Goal .
Hiring Date:
Meeting Entry Position:
Incident
Performance Improvement Plan Action ltem
Review
Update Profile
kTl Jane Johnson Samantha Smith 8/22/2013 - (Pending Approval 9/30/2013) View

More Results

My Groups (Main)
Review (Samantha Smi
Sales Manager (Samantha Smith)

Administration (Open Position Review:

sales | (Jane Johnson) [6/10/2013 - (Employee Comments 12/10/2013) [+] Review Progress:

Sales Il Uohn Brown) v Setup

Sales Il (Richard Jones) Start Date: v In Progress

Sales IV (Open Position 10 : June 2012 : = Employee Comments

Supervisor Approval

Employee Signature
Group / Company Goals Expected End Date: Complete
P pany 10 |7 |December 03 |3

Cold Calls
Publicity
Company Values m Add Note
Anniversary — - - - - -
o Maintain an environment built on respect and integrity. Respect for people includes our concern for all: s0%  3.00 (1)
customers, employees, shareholders, partners, supj
Provide high quality products, strive to deliver superior business results, and continually search for new
Excellence . gh quality p (=2 Iy 50% 5.00 (1)
ways to improve.
https://voyager.hiresystem.com/ReviewList.aspx
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They will see their review listed. Click on View.

grow[ﬁ Co.

VOYAGER

REVIEWS

Main

Employees Reports Admin

Review

Note Employee: | samantha Smith Status: [An
Supervisor: (Al =] Date Range: I:l to I:l
Group Goal
Needs My Approval: ]
Meeting Entry
Incident

Performance Improvement Plan

Update Profile

Update Training

Filter Reviews

Page 1of1
Prev | Next

00000013 6/10/2013 - (Employee Comments 12/10/2013) Samantha Smith Kelly Doe View

My Groups (Main)

Sales Manager (Samantha Smith)

on (Open Position.

Sales | {(Jane Johnson)
Sales Il {John Brown)
Sales Il (Richard Jones)

Sales IV (Open Position

Logged in as SAMANTHADEMO for Hirease Growth - Denver

Managed by Hirease, All Rights Reserves
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The employee can now go over their review and enter any notes or comments they feel are missing.

REVIEW DETAIL Main  Employees  Reports  Adm

Review (Samantha Smith)
Note Review: B

[6/10/2013 - (Employee Comments 12/10/2013) [+] Review Progress:
Group Goal v Setup

Start Date: v In Progress
Meeting Entry 10 |2 | June 013 |2 -+ Employee Comments

v v Supervisor Approval
Incident Expected End Date: Employee Signature
Complete
10 December 2013

Performance Improvement Plan

Review
Company Values m% Add Note
Update Profile — - - - -
o Maintain an environment built on respect and integ i Respect for pe.l:!ple includes our concern for all: s0%  3.00 (1)
Update Training customers, employees, shareholders, partners, suppliers and communities.
Excellence Provide .hlgh quality products, strive to deliver superior business results, and continually search for new s0%  5.00 (1)
ways to improve. L
My Groups (Main)
Competencies m Add Note
Sales Manager (Samantha Smith)
Admif on (Open Position! Sales meetings ~ Meet with pre-qualified business owners to assess their needs and ways we can work with them 20% 2.50 (0)
Sales | (Jane Johnson)
Sales Il {John Brown) Training Heavy initial and ongoing training of subordinates. 20% 2.00 (1)
Sales Il (Richard Jones) Growing client . . § . . L
Sales IV (Of ysition pase Prospecting and developing new client relationships within a defined geography or market 10% 4.00 (1)
Demos Developing innovative proposals and delivering strategic sales presentations 10% 2.50 (0)
g&v::‘:ge o Making actionable and insightful recommendations for products to existing clients 20%  2.50 (0)
Managing Follow up with employees on goals, job functions, or areas of improvement. 20% 2.50 (0)
Total Rating: L4
0.98:51.8

Mobile

Incidents

Meeting Entries

Add Comment:
|Se|ec10ne - El
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When they are finished, click on Submit Comments. This is also where the employee can provide their
own self-evaluation to submit to their supervisor or manager for review.

(8 Most Visited [ "] Remote E-mail Access |

Getting Started || Microsoft bCentral {_| My company's interna

Ty NESPELL UL PEUPIT OGS UG OIS an

Update Training ‘ Respect customers, employees, shareholders, partners, suppliers and communities. LD B0
Excellence Provide .hlgh quality products, strive to deliver superior business results, and continually search for new 50% 500 (1)
ways to improve.
Competendies 15 ¢ Add Note
Sales Manager (Samantha Smith)
Administration {Open Position Sales meetings ~ Meet with pre-qualified business owners to assess their needs and ways we can work with them 20% 250 (0)

Sales | (Jane Johnson)
Sales Il {John Brown} Training Heavy initial and ongoing training of subordinates. 20% 2.00 (1)

Sales Il (Richard Jones) Growing dlient

0 base Prospecting and developing new client relationships within a defined geography or market 10% 4.00 (1)
Demos Developing innovative proposals and delivering strategic sales presentations 10%  2.50 (0)
grrl;d\'::‘:g!! o Making actionable and insightful recommendations for products to existing clients 20% 250 (0)
Managing Follow up with employees on goals, job functions, or areas of improvement. 20% 250 (0)

Total Rating:

0.98:51.8

Mobile + -
Incidents 2] ]
Meeting Entries 0
Comments
Add Comment:
| Select One. El

Your comment has been

Logged in as SAMANTHADEMO for Hirease Growth - Denver

Managed by Hirease, All Rights Reserves Copyright 2013
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A box will pop up asking them to confirm they want to close their review. Click OK.

Are you sure you want to close review?
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They will see a note that says their review has been submitted to their supervisor for approval.

Sales Il (John Brown)
Sales Il (Richard Jones)

40| Page

Sales meetings ~ Meet with pre-qualified business owners to assess their needs and ways we can work with them 20% 250 (0)
Training Heavy initial and ongoing training of subordinates. 20% 2.00 (1)
E:::ing client Prospecting and developing new client relationships within a defined geography or market 10% 4.00 (1)
Demaos Developing innovative proposals and delivering strategic sales presentations 10% 250 (0)
g:‘:dvﬂ;:ge & Making actionable and insightful recommendations for products to existing clients 20% 2.50 (0)
Managing Follow up with employees on goals, job functions, or areas of improvement. 20% 2.50 (0)
Total Rating:
0.88:51.8
Mobile + -
Incidents 3 0
Meeting Entries 0
Date Author Type ‘Comment
10/8/2013 Samantha Smith  Qverall Samantha makes $50,000 annually. Edit Delete
11/21/2013 Samantha Smith Overall | am awesome. Edit Delete
Add Comment:
SelectOne... El

Review comments have been submitted to your supervisor for approval.

Logged in as SAMANTHADEMO for Hirease Growth - Denver

Managed by Hirease, All Rights Reserved - @ Copyright 2013
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After the manager logs back in to Voyager, the review will be under their Action Items. Click on View.

BACKGROUND
CHECKS

HUMAN
PATTERNS

PIONEER VOYAGER

Main Employees Admin

Profile (Kelly Doe)

Note General Information

Reports

Welcome to Voyager

Employee Number: HEI001
Group Goal

Hiring Date: 1/1/29
Meeting Entry Position:

Company Phone]
Incident

Performance Improvement Plan
Action ltems
Review
Notes Awaiting Action
Update Profile
Note Date

Update Training

0000046F 11/12/2013 Samantha Smith Samantha Smith

My Groups (Main) 00000474 11/15/2013 Samantha Smith Samantha Smith View
CEO (Kelly Doe) 00000475 11/15/2013 Samantha Smith Samantha Smith Kelly Doe View
Head Accountant (Tommy Bahama) More Results
Reviews Awaiting Action
Research Manager (Charles Stevens) Samantha Smith Kelly Doe 6/10/2013 - (Pending Approval 12/10/2013)
Research | (Andrew Jackson)
Research Il (Amanda Wilson) More Results

Research lll (Brian Hunt)

Research IV (Betty Lewis)
mp tion (Open Position Review (Kelly Doe)

Sales Manager ({samantha Smith)

5 Review:
\dministration (Open Position - .
sales | (1ane Johnson) [9/9/2013 - (In Progress 12/9/2013) [=] l‘i/ﬂ'sler"’mgress
etup
Sales Il (John Brown)
. =+ In Progress
sales Ill (Richard Jones) Start Date:
Sales IV (Open Position 9 |2 |September 2013 Emplo}tee(cmments
Supervisor Approval
Employee Signature
Expected End Date: ployee sig|
~ Complete
Group / Company Goals 9 | |December 2013

Growth

Research Com, Values %6

41| Page
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Add an effective end date for the review.

growthCo.

BACKGROUI
CHECKS

HUMAN

EXIPEER PATTERNS

VOYAGER

REVIEW DETAIL

Review (Samantha Smith)

Note Review:

‘ 6/10/2013 - (Pending Approval 12/10/2013)
Group Goal

Start Date:
Meeting Entry 10 |2 |June 2013
Incident

Expected End Date:

> | December
Performance Improvement Plan 0. 1B

Effective End Date:

5] (Novembar <]

Review

Update Profile

Main Employees Reports

Admin

Review Progress:

v Setup

v In Progress

v Employee Comments

- Supervisor Approval
Employee Signature
Complete

Incidents

42| Page

Update Training CompanyValues  [Ell°e Add Note
o Maintain an environment built on respect and integ i Respect for pe.l:!ple includes our concern for all: 50%  3.00 (1) l:l
_ customers, employees, shareholders, partners, suppliers and communities.
Grou Mai P o o B 3 a 5
My Ps ( ) Excellence Provide .hlgh quality products, strive to deliver superior business results, and continually search for new 50% 500 (1) I:l
ways to improve.
CEO (Kelly Doe)
Head Accountant (Tommy Bahama) Competencies m Add Note
Sales meetings ~ Meet with pre-qualified business owners to assess their needs and ways we can work with them 20% 2.50 (0) l:l
Pc Training Heavy initial and ongoing training of subordinates. 20% 2.00 (1) l:l
Research Manager (Charles Stevens) Growing dient
Research | (Andrew Jackson) bammng chen Prospecting and developing new client relationships within a defined geography or market 10% 4.00 (1) l:l
Research Il (Amanda Wilson) e
Research Ill (Brian Hunt) Demaos Developing innovative proposals and delivering strategic sales presentations 10%  2.50 (0) l:l
Research IV (Betty Lewis)
Knowledge of
Temp Position {(Open Position 9 Making actionable and insightful recommendations for products to existing clients 20% 250 (0) I:l
. products
Sales Manager (Samantha Smith)
Administratio Managing Follow up with employees on goals, job functions, or areas of improvement. 20% 2.50 (0) l:l
Sales | (Jane Johnson)
Sales Il (John Brown) Total Rating:
Sales Il {Richard Jones) 0.98:51.8
Sal 0 sition

n
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Now you can review any comments the employee has made. If you click Reject the review will move

back to In Progress. If you are satisfied with the review, click on Complete.

omp Position (Open Position wrowrsage or n 5 — - — -
Temp Position {Open Pos tio s Making actionable and insightful recommendations for products to existing clients 20% 2.50 (0)
Sales Manager (Samantha Smith)
Administration (Open Position, Managing Follow up with employees on goals, job functions, or areas of improvement. 20% 250 (0) I:l
Sales | (Jane Johnson)
Sales Il John Brown) Total Rating:
Sales Il (Richard Jones) 0.98:51.8
Sales IV (Open Position
Mobile + -
Incidents 3 0
)

Meeting Entries

Comments
Date Author Type ‘Comment
10/8/2013  Samantha Smith  Overall Samantha makes $50,000 annually.
11/21/2013 Samantha Smith  Overall | am awesome.
Add Comment:
Select One El

2
=

Edit Delete

2
B

Delete

Approval History

Employee - End Employee Comments
Supervisor - End In Progress

Employee - Approve Setup

Update Date
11/21/2013 1:56:40 PM
11/21/2013 1:51:22 PM

6/10/2013 11:05:34 AM

Logged in as HEIDIDEMODENVER for Hirease Growth - Denver
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A box will pop up asking you to confirm you want to close the review. Click OK.

Are you sure you want to close review?

o) (o]

44| Page



hirease

A better way 1o better people.

Toll Free Support 877.311.2475

A note will show you have approved the review and the employee signature box will now be visible.

45| Page

Date Author Type ‘Comment

10/8/2013  Samantha Smith  Overall Samantha makes $50,000 annually.

11/21/2013 Samantha Smith  Overall | am awesome.

Add Comment:
SelectOne...

Action Updated By Update Date

Complete Review

Kelly Doe 11/21/2013 2:02:56 PM
Employee - End Employee Comments Samantha Smith 11/21/2013 1:56:40 PM
Supervisor - End In Progress Kelly Doe 11/21/2013 1:51:22 PM
Employee - Approve Setup Kelly Doe 6/10/2013 11:05:34 AM

Signature

on, | and/or my employer acknowledge that | have seen the review and refuse to sign.
form, | acknowledge that | have discussed the content of this review with my supervisor.

Please typein’}

pbove to authorize this transaction with your electronic signature.

You have approved the review.

Logged in as HEIDIDEMODENVER for Hirease Growth - Denver

Managed by Hirease, All Rights Reserved - @ Copyright 2013
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Now the employee can log back into Voyager to sign their review. It will be on their main profile page as
soon as they log in. To sign their review, employees need to scroll to the bottom, click the second option

and type in their name. Then click on Sign Review.

46 |Page

HEAED ar o ]
Managing Follow up with employees on goals. job functions, or areas of improvement. 20% 4.50 (2)
Total Rating:
1.12:534

Mobile + -
Incidents 3 0
Meeting Entries 0
Comments

Date Author Type ‘Comment

10/8/2013  Samantha Smith  Overall Samantha makes $50,000 annually.

11/21/2013 Samantha Smith  Overall | am awesome.
Add Comment:
| Select One El

Signature

(©) By selecting this button, | and/or my employer acknowledge that | have seen the review and refuse to sign.
@ By electronically signing this form, | acknowledge that | have discussed the content of this review with my supervisor.

|Samamha Smith
Please type in your Full Name above to authorize this transaction with your electronic signature.

Logged in as SAMANTHADEMO for Hirease Growth - Denver

Managed by Hirease, All Rights Reserved - & Copyright 2013
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The next time the manager logs in to Voyager, under Action Items you will see that the employee is
waiting for a review to be setup. Click on View.

growm Co.

BACKGROUND HUMAN
CHECKS EIEREER IERYASER PATTERNS

Welcome to Voyager Main  Employees  Reports  Admin

Profile (Kelly Doe)

Note General Information
Employee Number: HEI001 g
Group Goal .
Hiring Date: 17172001
Meeting Entry Position: CEO
Company Phone: +1910-693-3580
Incident

Performance Improvement Plan

Action ltems
Review
Reviews Awaiting Action

Update Profile

Update Training

Samantha Smith Setup Review

My Groups (Main) More Results

CEOQ (Kelly Doe) )
Head Accountant (Tommy Bahama)
4y ts Payabl alist Review:

Review (Kelly

‘9{9{2013-0;1 Progress 12/9/2013) |z| Review Progress:
v Setup
Start Date: =+ In Progress

Employee Comments
Supervisor Approval

Research Manager (Charles Stevens)

9 |2 |September 2013
Research | (Andrew Jackson) a

Research Il (Amanda Wilson) Employee Signature
Expected End Date: ployee 3ig

9 |2 |December 013

Research Ill (Brian Hunt) Complete
Research IV (Betty Lewis)

emp P on (Open Position

Sales Manager (Samantha Smith)

Administration Position,

Com| Values
Sales 1 (Jane Johnson) —
sales Il (John Brown) Respect Maintain an environment built on respect and integr.ity. Respect for pE.IJIFI'E includes our concern for all: 50%  2.50 (0) l:l
sales Il {Richard Jones) customers, employees, shareholders, partners, suppliers and communities.

Sales IV (Open Position

Provide high quality products, strive to deliver superior business results, and continually search for new T A I:l

wraue # imnraus.

Excellence
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Choose a start date and expected end date. Enter the weight for company values, competencies and

goals. Then choose Update.

REVIEW DETAIL

Note

Group Goal

Meeting Entry

Incident

Performance Improvement Plan
Review

Update Profile

Update Training

CEQ (Kelly Doe)
Head Accountant (Tommy Bahama)

Research Manager (Charles Stevens)
Research | [Andrew Jackson)
Research Il (Amanda Wilson)
Research lll (Brian Hunt)
Research IV (Betty Lewls)

Sales Manager (Samantha Smith)

Sales | Jane Johnson)
Sales Il (John Brown)
Sales Il {Richard Jones)

Mai Employees Reports A

Review (Samantha Smith)

Review: _

| Setup Review [=] Review Progress:
-+ Setup

Start Date: In Progress

Employee Comments
Supervisor Approval
Employee Signature
Complete

 [November — [+]

Expected End Date:

o [December  [-]

Add Note

Maintain an environmiént built on respect and integrity. Respect for people includes our concern for all:
Respect N L 50%
customers, employees, shareholders, partners, suppliers and communities.
Excallence !’rowde high quality products, strive to deliver superior business results, and continually search for new ways to 50%
improve.
Competencies m% Add Note
Sales meetings Meet with pre-qualified business owners to assess their needs and ways we can work with them 20%
Training Heavy initial and ongoing training of subordinates. 20%
Growi lient
b:s’:”"g cen Prospecting and developing new client relationships within a defined geography or market 10%
Demos Developing innovative proposals and delivering strategic sales presentations 10%
Knowledge of . . - . o -
. Making actionable and insightful recommendations for products to existing clients 20%
Managing Follow up with employees on goals, job functions, or areas of improvement. 20%

100%

Cold Calls

Make 20 cold calls a day
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Updating Your Profile

After logging into Voyager, go to the Quick Links on the left side of the page and click on Update Profile.

grow[ﬁ Co.

VOYAGER

Welcome to Voyager

Note

Group Goal

Meeting Entry

Incident

Performance Improvement Plan

Review

Update Training

Sales Manager (Samantha Smith)
Administr n (Open Positio
Sales | (Jane Johnson)

Sales Il (John Brown)
Sales Ill (Richard Jones)

Sales P

Cold Calls
Publicity

Anniversary

Group / Company Goals

https://voyager.hiresystem.com/EditProfile.aspx
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Profile (Samantha Smith)

General Information

Employee Number:  SAM00S
Hiring Date: 17172001
Position: Sales Manager

Main Employees

Reports Admin

00000363 9/27/2013
000003AE 10/7/2013
000003B5 10/8/2013

Kelly Doe

Kelly Doe

Jane Johnson

Jane Johnson

Jane Johnson

John Brown

Samantha Smith

Samantha Smith

Samantha Smith

=

EEE

More Results

m

Review:

‘6{10}‘2013* (In Progress 12/10/2013)

=]

Start Date:
10 |2 [June 2013

Expected End Date:
10 |7 |December 2013

Company Values E%

Maintain an environment built on respect and integ

Review (Samantha Sm

Review Progress:

v Setup

= In Progress
Supervisor Approval
Employee Signature
Complete

. Respect for people includes our concern for all:

Add Note
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From this page, you can make any changes you like. When all changes are made, click on Update. A
message will appear above the Update button that says the profile has been updated to confirm
submission.

growm Co.

VOYAGER

Edit Personal Profile Main Employees Reports Admin

Profile (Samantha Smith)
Note General Information Employee Photo: " Browse_ ] No file selected ‘
croup Gou Employee ¢
Hiring Date: 1112001
Meeting Entry Position: Sales Manager =
Incident Phone: L Tt ] . '
Notification il @’
Performance Improvement Plan Period: }
D Location: [ | \‘(
Update Profile
il Personal Information Emergency Contact
Date of Birth: DIDI Contact Name: I:l
My Groups (Main) Home Phone: -l-{:l () Home Phone: +|:| (I:l)l:l-l:l
= CellPhone: o [ ([ D[ J-[ ] WorkPhone: [ | ([ D[ ][ Jea[ ]
SaIe-s.M..a-r.]a.g.e.r_(fa_m?r_“_h_a_s_'"i_t?)_ Email: |sam@ema\l.cum | Cell Phone: +|:| (I:l)l:l-l:l
permnEaRen Ren Feshe Street Address: [123 Main St | Email: [ |
Sales | (Jane Johnson)
sales Il (John Erown) City, State, Zip: 2751 Street Address: | |
Sols Rchard o comry: | | awseez [ J[ [ |
Sales IV (Open Position
Country: | |
Review History

The profile has been updated
Cancel

Managed by Hirease. All Rights Reserved - @ Copyright 2013
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How to Update Your Training

After logging into Voyager, go to the Quick Links on the left and click on Update Training.

grow[lq Co.

VOYAGER

Welcome to Voyager Main Employees Reports Admin

Profile (Samantha Smith)

Note General Information
Employee Number:  SAMO005 3
Group Goal N ‘P v ’ W
Hiring Date: 1/1/2001 . 4
;
Meeting Entry Position: Sales Manager \ﬁ/
Incident

Performance Improvement Plan

Review
Update Profile
9/27/2013 Kelly Doe Jane Johnson Samantha Smith View
000003AE 10/7/2013 Kelly Doe Jane Johnson Samantha Smith View
My GI’Ol.IpS Main) 00000385 10/8/2013 Jane Johnson John Brown Samantha Smith View
Sales Manager (Samantha Sf:'th)_‘ 000003ED 10/16/2013 Kelly Doe Richard Jones samantha Smith View
Administration o
sales | UJane Johnson) 000003F9 10/21/2013 Kelly Doe Jane Johnson samantha Smith View
Sales Il John Brown)
Sales Il (Richard Jones) More Results
Sales IV {Open Position
Review {(Samantha Si
Group / Company Goals
Review: N
Cold Calls ‘6{10{2{]13- (In Progress 12/10/2013) |z| Review Progress:
v Setup
Publicity Start Date: * InProgress
Anniversary 10 |2 | June w3 |3 Supervisor Approval
Employee Signature
Complete
Expected End Date:
10 7 | December m3 |3
https://voyager.hiresystemn.com/Training_Add.aspx
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Fill in the Description, Start Date and End Date with the training information. You can also upload an
attachment by clicking on Browse and choosing your file.

growm Co.

VOYAGER

Update Training

Note

Group Goal

Meeting Entry

Incident

Performance Improvement Plan
Review

Update Profile

Update Training

My Groups (Main)

Sales Manager (Samantha Smith)
dministration (Open Position

Sales | (Jane Johnson)

Sales Il (John Brown)

Sales Il (Richard Jones)

Sales IV (Open Position

[ETH] Employees Reports Admin

*Description: [Time Management Traini *Start Date: |10/15/2013 *End Date: [10/17/2013
Certification: l:l mm/dd/yyyy mm/dd/yyyy
Attachment: | Browse_ | No file selected ‘ Attachment's size can not exceed 2 MB

Only supports uploading attachment types "txt", "doc’, "pdf", "docx’,
"jpg", "gif", "png", "tiff"

Training History

Start Date

Customer Service Training 7/21/2013 7/21/2013 Edit Remove

Logged in as SAMANTHADEMO for Hirease Growth - Denver
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When you have finished entering your information, click Add.

growm Co.

VOYAGER

Update Training

Note

Group Goal

Meeting Entry

Incident

Performance Improvement Plan
Review

Update Profile

Update Training

My Groups (Main)

Sales Manager (Samantha Smith)
Ad n {Open Position;
Sales | (Jane Johnson)

Sales Il {John Brown)
Sales Il (Richard Jones)

Sales IV (Open Position

Main Employees Reports Admin

Add Training

*Description: Time Management Traini
Certfication:[ ]

Attachment: | Browse_ | No file selected

“En Date

mm/dd/yyyy

Attachment's size can not exceed 2 MB
Only supports uploading attachment types "“txt" "doc”, "pdf", "docx’,
“jpg" "gif". \png", “tiff"

Training History

Description Start Date End Date Certification

Customer Service Training 7/31/2013 7/31/2013 Edit Remove

Logged in as SAMANTHADEMO for Hirease Growth - Denver

Managed by Hirease, All Rights Reserved - & Copyright 2013
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A message will appear above the Add button stating the training has been added. You will also be able
to see the training listed in the history section.

growm Co.

VOYAGER

Update Training Main Employees  Reports  Admin

Add Training

Rt *Description:[ ] sstartDate: | tendDate[ ]
Group Goal Certification:[ ] mm/ddiyyyy memiddiyyyy

Attachment: " Browse_ ] No file selected ‘ Attachment's size can not exceed 2 MB
Meeting Entry Only supports uploading attachment types "txt", "doc’, "pdf", “docx,
"jpg", "gif", "png", "tiff"

The training has been added.

Incident

Performance Improvement Plan

e Training History
Update Profile
Start Date
Update Training
Customer Service Training 71312013 7/31/2013 Edit Remove
My Groups Main) Time Management Training 10/15/2013 10/17/2013 Edit Remaove

Sales Manager (Samantha Smith)
dministra

ation (Open Position;

Sales | (Jane Johnson)
Sales Il (John Brown)
Sales Il (Richard Jones)
Sales IV (Open Position

Logged in as SAMANTHADEMO for Hirease Growth - Denver

Managed by Hirease. All Rights Reserved - & Copyright 2013
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