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Admin/Class Empl Eval Dashboard
Instructions

Administrative and Classified Employee Evaluation Dashboard

At the request of the Human Resources Department, ITS developed a Dashboard using the
Argos reporting tool to allow Managers and Supervisors to review the status of
administrative and classified employee evaluations assigned to their department.

Following are Argos navigation and dashboard instructions.

Logging into Argos

The Dashboard requires user authentication. Accounts have been created and appropriate
level of security has been granted all managers with supervisory responsibility. However,
please contact ITS with any login issues that you may have.

To access the Argos login page go to the Banner Portal Page at http://banner.smccd.edu/

--j\ll-‘“f:,) Argos

Click on the icon to log in.

Note: Argos runs on a Java platform on the same version that Banner uses. If the login
page does not display it is likely a Java version issue, please submit an ITS service
request form for a technician to correct the issue.

The first time that you log into Argos you may see the following screen:
|

Warnmg Security il oo Tl o
The application’'s digital signature has an error. '
Do you want to run the application? Le

Name: MAF Client Java Launcher

Publisher: Global Evisions Solutions, Inc.

From: http://10.10.1.250:8080

|| Always trust content from this publisher.

[79 ] The digital signature was generated with a trusted
\j/ certificate but has expired. Hore Iformaton.

Click the “Always trust” box and click Run.
The following Login menu should display:

Usernarme Foraet bhis user:

L ! =]
1| Password
|

[~ Remember this user

[~ Remember the password For this user

Edit Servers Server: MAPS1 { MAPSL )

Tip: To access in-product Relp press the F1 key

Yersian 4.0, 1,493 Lagin I Cancel Help
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Use your network username and password (this is your email account without the
@smccd.edu).

Depending on your security, you may see more or less folders but you should definitely
see the Admin/Class Empl Eval folder.

l AdmingClass Empl Exval, AdminfClass Empl Evaluation - Manager Dashboar

Bl AdminClass Empl Eval
. & Bdmin

we f Banner

lass Empl Evaluation - Manager Dashboard

Click on the “+” to expand the folder and see the objects within. You should see the
following objects.

Bl AdminClass Empl Eval
>| . Dashboard

L Magr - AdminClass Empl Evaluation

AdminfClass Empl Evaluation - Manager Dashboard

You may expand each of the objects to see the Dashboard and Reports contained within
each Datablock (Argos terminology for the object that extracts the data).

Running the Dashboard

To run a Dashboard click on the Dashboard icon associated with the DataBlock that you
want to run and click on the Run Dashboard icon on the main area.

Explorer | shortcuts | - Dashboard
@ K|S~

System Object (limited options)

. AdminClass Empl Eval. Admin/Class Empl Evaluation - Manager Dashboar

Author! <unknown H
[l AdminfClass Empl Eval Date created: 5/26/2014 8:47:47 AM Click to Run
E| & AdminClass Empl Evaluation - Manager Dashboard Date last modified: 8/26/2014 8:47;
Lo [ Jui— Report Yiewer action

----- = Mgr - AdminfClass Empl Evaluation Run Dashbosrd | Run this Dashboard

./ Banner

Run Saved Run this Dashboard by loading a saved skate
Sharbeut Add a shorteut For this Dashboard
Motes

The Dashboard has been designed with certain parameters to be defaulted (such as
completed status) and it provides the ability for users to enter their own. The Supervisor
Name (first level manager) and Manager Name (first level manager’s manager) cannot be
changed as it is set to provide information only about your own department.

# Adrnin/Llass Lmpl Evalustion - Manager Dashboard.Dashboard

el E— i Report =
Opbons: = ; Opbons: | J
~— "\.\ Hotest =]
{ AdminfClass Empl Evaluation - 1-Hok-camebed vl inchade revisves whens Ure chas et is 50 days back fur
J CSEi and 60 diys For non CSER members AN E0 tays ko the Funee.
- Manager Dashboard 2-Puast Due ol st oy From boxdny's dabe back, 30 sy For CSER arvd 60 ey e
S MaTES CounTy For roneC5EA mermbers. | Employes 10
Cow COLLEGE LHSTRICE
TF not Complated i - =
o e v due F, or - =
Ol ot Completad - i Days Fast Due COriy Manager Mame
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Parameter Options

Completed

Completed =l

It’s designed to filter by evaluations that have been completed, not completed or All.

e Not-completed option limits the display to not completed evaluations that were
due 30 days for CSEA and 60 days for non-CSEA members prior AND 60 days in
the future (default) from the current date.

e Completed — this option provies all completed evaluations without date limitation.

¢ All — this option provides completed and non-completed evaluations without date
limitation.

If not Completed Options
If not Completed

display
vdvﬁin IE":' Days Or Past Due Orlly

Two additional options are provided for non-completed status

e Display due within (60) — 60 days into the future is the default but it can be
changed to any number of days. For example, if you want to see evaluations due
the next year change the number from 60 to 365).

e Past Due Only — this check box limits the display to only non-completed as of the
current date without any due into the future. This is the source of the automatic
Past Due Report that managers will receive weekly.

Employee ID

Employee 1D ke

The employee Gid may be entered to filter out all other employees.
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Dashboard Example
) 3 L] | ot =
Data Block Name:
,—7)‘\]” - lMtch-e(edem eviews where the dus date b5 nombu:
AdminfClass Empl E n e CSEA mmbers AN 60 daps ek the future,
Pﬁ.mﬂhv’rfwxm! "dace ik 30 s For €52 and 60 cays - ,%7
S Mo Couw For noneC5EA members. =l Employes 1D
Contu "' TRk 1F not Completed 4
dsplay Superviscr Name
Completed  [rotcomplemd ¥ de [0 pays Or - pastDus Oy Manager Name
| Empl_ID | Empl_Name | Empl_Emall | Empl_Position_Suffix | Empl_Pes_Title |org_c... [csEA Sup_ID | Nam
00 -
GO0 1l
GO0 1l
Goo 1d
GO0 ld
GO ld
GOl ld
GO0 m
GO0 tar
GO0 tai
GO0g fear
GO0 fear
GO lee
GO lee
GO0 =1
GOD ita
GOO ler
GO0 ler
(e ler
GO0 al
GO ife
GO0 -
GO0 ira
GOD fra
GOOY ira
GOOY fira
G004 i
GO0 i,
i - il
135 o

Navigation within a Dashboard Block

When the number of fields and rows is larger than what can be seen within the block, slide
bars are available on the right side and bottom of the block to navigate to additional
information.

You can sort by any single field by clicking on the field header. You can also move the
order of a field by clicking, holding and dragging the field.

Additional options are available by clicking the right button on your mouse while the
cursor is anywhere on the dashboard block. The following options are available:

R
il Save results
Edit sart ...
{  Edit Filker ...
i1| [ Zhrl 7
ot Zhr[ %
1 Copy Chrl+C
3 Copy &l
3 Ppaste Chrl+
El
3 Prinkt ...
El
i Seleck Al Crl-A

Save Results

The Save Results option gives you the ability to export data to either a .csv or .txt file.
You can also click the Launch button to have it automatically open. This window also
allows you to select the fields to extract.
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v Write headers

ilililgl BEname | [~ Use Format "variable, Fisld"

] 5up_Last ;I
[[] PastDue_CheckBox

Empl_ID

Empl_arme

Empl_Email

Empl_Position_Suffix

Empl_Pos_Title

Org_Code

CSEA

Sup_ID

Sup_Mame

Sup_Email

Rev_Tyvpe ;I

[wfl Do Mace
Some fields have been disabled since they have MULL walues. To enable these fields
select a row From the corresponding control on the previous screen.

Save | Launch | Cancel | Help |

Regardless of the selected option, the Save Grid Results window will open up to allow you
to select the directory and to enter file name and format.

3l Save Grid Results

L_)(_) | 5]~ Lbraries ~ Documents ~ ~ [ [ seach Documents

x

o

o

)

Organize ~  Newfolder

T Favorites = Documents library atangeby: Folder =
B Desktop Includes: 2 locations ‘

' Downloads
Hame Date modified - Type Size

i Recent Places
[ empleval 73002004 1244 P CSVFlle B45KB
3 Libraries

<] Documents

& Music

&) Pictures

B videos

1% Computer
&, Local Disk (C:Y
% Backup Drive (5:)

€ Metwark =

File name: | test fie] =l
I

Save as type: [Comma Separated Files (*.csv)

Edit Sort
The Edit Sort option allows you to sort the data by any combination of fields.

Configure Sort

Available Ordered

Empl_ID = Field Marne | Direction |
Empl_Mame Rev_Date ﬁ Ascending

Erpl_Email Sup_Marne A Ascending

Empl_Position_Suffix
Empl_Pos_Title
Org_Code

CSEA

i &
e 5 «

Rev_Type
Rey_Desc

Rev Campl
Campl_Date

Rating LI

[o]4 I Cancel Help
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Edit Filter

This is a very powerful Dashboard feature. It allows you to create filters using any
combination of fields and operators. Use the Available fields and the Operator to match
desired criteria. The + adds to the filters and the — removes them.

Configure Filter

Available Fields Cperatar Walue

ICompl_Date j |= j |N| e

Existing Filters

Ernpl_Mame contains Garcia =

O I Cancel Help

Dashboard Options

Dashboard options provide the ability to save settings that you may want to reuse
periodically such as Center or Dashboard filters.

Dashboard Options: j

<Manage Settings >
<Save Current Sethings =

I usually like to create a default setting in order to restore this setting without having to
rerun the Dashboard. To create a New Saved Setting set the parameters and filters that
you want to save. In the case of the Default Settings do not change anything when first
opening the Dashboard. Click on Save Current Settings from the Dashboard Options Menu
and the following window should display.

Create New Saved Settings

Save the current settings, Owerwrite existing Saved Settings or create a
new one by byping in ks name,

Mame

IDeFauIt j

Description

IRestDre default settings|

oK I Cancel
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Data Source

The Dashboard uses information from the Jobs (NBAJOBS) and the Employee Review
(PEAREVW) Banner forms. This information is managed and updated by the HR
department.

Reports

Managers will be receiving via email a weekly report (on Mondays) with a list of past due
reviews. This report will display evaluations not completed that are 30 days for CSEA and
60 days for non-CSEA members past due.

Managers can also run their own reports using the parameters from the Dashboard. A
report can be initiated by clicking the Mgr-Admin/Class Empl Evaluation link just below the
Dashboard:
; El .& AdminClass Empl Evaluation - Manager Dashboard

>| . Dashboard

=1 Mar - Admin/Class Empl Evaluation

The dashboard will appear where you will be able to select the desired criteria as
explained in the Dashboard section, however, you will see the Report Options will now
display the report name:

Report

Drashboard ym N -
I 2| £ options: I Mar - Admin/Class Empl Evaluation

Options:

AL Repork
L=l ¢ Options:

Dashboard
Options: I

I Mgr - AdminClass Empl Evaluation

Once the selection criteria has been entered, there are the following four output options
for the report:

=l - preview report

- save to desktop (as pdf)

- email

K 9 = B

- print to local printer
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