- symplr PERFORMANCE

Quick Start Guide

Job Templates

Job templates are used to populate Job Descriptions in symplr Performance and provide information and
evaluation forms for appraisals. Creating templates for use on all subsequent Job Descriptions provides
significant time savings when building and editing documents.

It is recommended that you create and use templates for content that is common to all employees and all Job
Descriptions (e.g. mission statements, company vision, facility/organization-wide values, etc.).

Overview

Before getting into the details of job templates, let’s have a quick overview of the process as a whole.

1 Add a new template. First step requires you add a new template to the system. This requires entering basic
information, such as a name and description.

2 Add sections to template. Once a template exists, create sections to help organize the information it will
contain. This helps you quickly locate necessary requirements when using the template.

3 Add content to sections. Now that you have sections in your template, begin adding content. This can
include blocks of informational text as well as specific requirements associated with positions.

4  Publish template. Templates must be published in order for them to be used with job descriptions. Make
sure to publish your template once it’s fully populated!

Add a New Template

The first main step is to add a new template.

1. From the Templates page under the Job
Description area, click Add Template.
This opens the Template Editor page with
a blank form.

Create Template

Name

Nursing Correspondant
2. Inthe Create Template window, enter a
Name and Description for the template.

Description (optional)
Assist nursing staff with daily activities, providing procedural recommendations:
3. If you wish to include information from an
existing template, check the Inherit from
existing template option.

Inherit from existing template?
Choose a template

Master A4

This displays an additional Choose a

template drop-down field where you
select a template whose information you W Cancel
want to include.

4. Click Save. A blank template page opens.
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Add Sections to Template

Sections help organize the information within the template. Templates can contain any number of sections.
The form automatically saves your progress as items are added, so there’s no Save button to click along the way.

1. From the Add an item panel on the left of the page, click on the Section item in the list and drag it over
to the main area of the job description template.
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2. Once dropped into the template, the section header displays and allows you to enter a title for the new
section. A text editor above the section header provides formatting options for the title (font, text size,
color, alignment, etc.).

Department Name HHHAN
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3. Select a section header to reveal appraisal display settings for that section and adjust as needed. These
settings determine which appraisals the section should appear (if any).

I

L Display on appraisals
View Export Display on multi-rater appraisals
iew Expor
i Display on employee view of job
Save As PDF Nursing Correspondant Hire Pate de;’irig(i‘on, BT At ety
todified: 10/11/202 appraisals
Save As DOC Last Modified: 10/11/2021 Manager N
ublish Template Departmer
DAcitinn -
[ JorF]  Highlight Template Content @ € opensansidl v 10pt v Paragraph v B I
il A L
= Section < >
€ Text/Table e
@ Performance Goals Physical Requirements
= Special Form Organizational Competencies

4. Repeat these steps as necessary until all desired sections have been added.
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Add Content to Sections

After all the desired template sections have been added, begin adding content to those sections. This is done

the same as adding Sections: drag-and-drop the desired content from the Add an item pane on the left to the
heading where the content should appear.

Actions
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View Export
Nursing Correspondant Job Class Code 0
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Save As DOC Last Modified: 10/11/2021 Manager Name -~
Publish T Jat Facility Name 20006
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[ JorF]  Highlight Template Content @ Last Name -
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= Special Form
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#r  Merit Rating
8 Import List

Job Description List

There are various types of items that can be added to templates. Depending on the type of content added,
additional options are displayed (e.g. selecting pre-defined content, checking specific items to include, bullet
types, appraisal display options).

Text/Table. An open text field that supports basic text entry and the insertion of tables.

Performance Goals. Adds a new section to the template that automatically populates with performance

goals pulled from individual employee profiles. Only one Performance Goals section can be added to a
job description template.

Special Form. Special forms are generic or universally applicable
sections of information. Adding Special Form content to a
template opens the Add Special Form pop-up window that
prompts you to select a pre-defined form.

‘Add Special Form

Choose a spedial form

Once a form is selected, contents of that form are displayed so
you can check specific items to include. The window also
prompts you to select bullet types and appraisal display options.

Merit Rating. Similar to Performance Goals, this item adds a . o -
new section to the template that automatically populates with
merit rating content. Only one Merit Rating section can be
added to a job description template.

fonee

Import List. This option is used to copy/paste content from
external sources such as Word documents. (Details about this process can be found in the Appendix.)

Job Description List. Similar to Special Forms, adding a Job Description List item opens a pop-up window
with options for selecting pre-defined content, choosing which list items to include, formatting bulleted
items, and, when applicable, including an evaluation list for the selected items.
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Publish Template

When finished adding items to the template, click the Publish Template
link in the Actions panel on the left of the page. A confirmation window

opens asking you to verify the publishing of the new template. View Export

Save As PDF
Clicking OK in the confirmation window confirms the publishing the

Save As DOC
template and makes it available for use with new and existing job

descriptions.

Appendix: Import List

The Import List item provides a way to quickly add li

Publish Template h

sts into sections of job templates by copy and pasting

content from external sources such as Word documents or other online systems.

When Import List is added to a section of your template, an Import List pop-up window opens for you to add,

format, and configure content. The window outlines
easy to add desired content to the template.

each step in the process in different sections to make it

Step 1. Format Text
Type or copy/paste text below. You may need to adjust formatting (e.g. bullets, line
breaks) for pasted items if they do not properly display in Step 2.
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1. Proven experience as a registered nurse
1. Excellent knowledge of nursing care methods and procedures
1. Excellent knowledge of emergency care

1. In-depth knowledge of health and safety guidelines and
procedures (sanitation, decontamination etc.) and willingness
to follow them at all times

OL » LI » SPAN POWERED BY Tl

Import List

Step 2. Review & Edit

Uncheck items to exclude from the template/Job Description. Use the available drop-
downs to select bullet formatting.

1. v | Proven experience as a registered nurse
2 v Excellent knowledge of nursing care methods and procedures
3 v Excellent knowledge of emergency care

NY 4

Step 3. Evaluation List - Optional

The selected evaluation list is applied to all items. This can be changed on a per-item
basis after import.

Evaluation List

Step 4. Display Settings

The selected display settings are applied to all items. This can be changed on a per-item
basis after import.

Display on appraisals
Display on multi-rater appraisals

Display on employee view of job description, self appraisals, and multi-rater
appraisals

Add ltems Cancel

text box is automatically parsed and displayed here.

1. Step 1: Format Text. Type in or copy-and-paste desired content into the text box. Use the available
formatting tools at the top of the text field to make any necessary formatting changes.
2. Step 2: Review & Edit. Content added to the
Deselect (uncheck) any items to remove them from the import process.
3. Step 3: Evaluation List. Use the drop-down to select an evaluation list to apply to the selected items.
4.
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Step 4: Display Settings. Select the appraisals you want to use the imported items.



