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What is WingSpan?

 Web based fully integrated performance solution

* IMSA is currently implementing the Performance
Appraisal module

e Additional modules (that IMSA has purchased) include
Goal Planning, Multi-Rater Feedback/360 reviews, and
Succession Planning
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Advantages?

* Online tool provides ease of use for all users. No
printing of documents required. The tool provides
emails to trigger each task.

* When you have a task to complete, you will receive an
email (Administrator: WingSpan)
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Appraisals

* The following slides capture workflow of the Appraisal
Process.

— Each step will begin with a system generated email
that will include a link to the site.

— Each Individual’s home page will list the task to
complete and the words “Live and Untouched”.
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Appraisal Workflow
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User Name: IMSA
e-mail address
including
“@imsa.edu”

Password: enter
the password you
used last year or
click “Reset your
password”

Wingspan Login

(@ WingSpan Login page - Mozilla Firefox

| " Headines | Hlinois Mathematics and Sci

~ s

+&) SilkRoad

S

@ https:/fmsa-ws sikroad.com/T!

ingSpan 8.2.6.264

WingSp:
i Start] 3 Microsoft PowerPoi... | ] Document1 - Micros... |[{@ Wingspan Login pa...

BEBAJ.F%RR0S 2w @ 1:35m
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Step 1 .2 SilkRoad
Self Appraisal
Staff Member’s Home Page

@ WingSpan - Mozilla Firefox
Eile Edit View History Bookmarks Tools Help

{1 wingSpan L+

€& P @ hitps:/fimsa-ws sikroad. com/IMSA Root/HomePage. aspx

Steve Z. Employee signed on / sign off

~~IMSA

Illinois Mathematics and Science Academy

Home

Welcome Steve 7. Employee Test Customer Service Representative

n requested to complete the tasks below before their respective "Dus Dates.” Instruction:
ided on each page of this application. If there are no tasks listed in the "To Do List” section, you =re no

ing st this time.

ny questions regarding how to complete any of the tasks listed below. please contact contact@yourcompany.com

User Preferences
1/1/1992

Change Password

My To Do's (1) Son Options ~ v;‘ My Goals
You currently have no Goals
Employee Writes Appraisal for self
Status: and ul "

A Start| B Document - Micros... | [ microsoft PowerPoi... || @ WingSpan - Mozilla.... EHEBE2U0FEYCSURRE S @ R =P 411 mm

Staff member begins the Appraisal process by clicking on Live and untouched under
Employee Writes Self Appraisal for self from My To Do’s
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Step 1 @23

Self Appraisal

BE

(@) WingSpan - Mozilla Firefox
6BA 1768 IDCEEDC DC 10FF7D33D3FCEAF: E: 6AF 1A 1C313154D68D200AFBSE 770 2833DB6338E7C7C 27028C66 1DASSFDBF 355479960023 |

‘a https: /i lkroad, com 154 Previe aspx?_Q5=726 SEEAD! 6

US English =

Staff membe
r |
IMSA
h tin
g IMSA Core Competencies
from the drop down
Supperts and encourages productive attitudes, behaviors, and practices in work teams which lead to desired outcomes.
f h . Establishes rapport with others so they feel their service needs/problems will be given priority.
or each topic.

Current Performance

Rating

Not selected -
Mot selected

5 Exemplary

4-Very Competent

3 Competent

2- Neads Developmert

1- Must be Improved

Demonstrates sensitivity to the concerns and viewpoints of others and responds appropriately.

Rating
Not selected

Engages in thoughtful and constructive dialogue that leads others to act in new, more productive ways.

Comments must be
added at the end of
the section.

Rating
Mot selected |

Builds trusting relationships with co-workers and constituents.

@Enter Comment

Current Performance

Insures that key issues are addressed and important information is provided quickly and effectively

Develops and delivers communications (both oral and written) with clarity and impact. Rating
#/Start| @ iTunes | & inbax - Mozila Thu... | [ Microsoft Powerpoi... | @ wingspan - Mozilla ... |[@ WingSpan - Mozilla... ] Document! - Micros... BAOARHERE S0 % e 3 114m
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IMSA Core Competencies

Staff will be evaluated on seven core competencies

— Collaboration

— Communication

— Commitment to the Mission of the Academy
— Customer Service

— Diversity/Multiculturalism

— Judgment and Problem Solving

— Planning and Organizing
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Rating Scale

3 = Almost always performs as described by the "Role Model"
standards.

2 = Performs as described by the "Meets Expectations”
standards. (Realistically, this is where most people should be
rated in most behaviors/competencies)

1 = Almost always performs as described by the "Below
Expectations" standards.
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Step 1 .2 SilkRoad
Staff Member Completes Self Appraisal

@ WingSpan - Mozilla Firef: == ]
jo Bt View  Hi Bookmarka
[ wingspan L=+
> i Organizing ¥ clrrant Perfarmance =1
ol
=1
mmmmmmmmmmm =1
mmmmmmmmmmmm =1
Rating
eeeeeeeeeeeeeee =1
™M Rating
\\\\\\\\\\\\\\\\ =
Reviews and updates, when appropriate, operational activities to ensure respensiveness te changing internal and external
Comditions.
a- Vary Compstent -1
(=] erter Commeant
rim
[ I I = | [ 11 |
C Y S <= SilkRoad
&y start| (5 microsoft PowerPol... |[@ WingsSpan - Mozilla... 1] Documenti T EAER o O e (D b () O s U 4:26 PM

*Cancel — Exit the process
*Print — Allows you to print a copy for your records

*Calculate Rollup Score — Determine overall Appraisal score

*Save as Draft — Save Appraisal and return to Home Page

*Submit — Saves Appraisals and sends email to manager to complete step two
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Supervisor Home Page

@ wingSpan - Mozilla Firefox
File Edit View History Bookmarks Tools

IT\

‘ {” wingspan

Help

~lal

€ F an

sa-ws.silkroad, com/ T

e |[@- vahoo 2w

IMSA

Illinois Mathematics and Science Academy

Steve Z. Manager signed on / sign off %,

Home

User Guide

My Journals

Personal Journal

Performance Planning

My Goals

Launch My Team Member Plans

Appraisal

Appraisal Status

Goal Setting

Appraisal
User Preferences

Change Password

Sielelel Jo

& 5tart| | @ WingSpan - Mozilla... ] Appraisal Training....

Welcome Steve Z. Manager

You hava b stad to complete tha tasks below bafora their respactive "Dua Dates.” Instructi

task hav =d on sach page of this application. If there are no tasks listed in the *To Do
quired to d ing at this time

1f you ha: y questions regarding haw ta complete any of the tasks listed below, please contact zant@i

sssss tance.

7 MyToDo's(1)

Direct Manager Writes Annralsa\ for Employee,..
Status: Live and untouched

| £#] Document1 - Micros... |

Sort Options ~

Due Date: 12/31/2013

Test Customer Service Manager

1/2/1992

ﬁ;l My Goals

You currently have no Goals
e
(‘1 | My Team Members (2 )

Employee, Steve Z.

test10, test10

=) SilkRoad
tBEULFREUAOSRED ® = 3:00rm

Supervisor begins the process by clicking on Live and untouched under Direct
Manager Writes Appraisal for “Employee Name” from the My To Do’s
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Step 2 +&) SilkRoad
Supervisor begins Appraisal

@ WingSpan - Mozilla Firefox HEE

Fle Edt Vew Hstory Bookmarks Took Help

Vi =

BIcE Feoa

€ | @ https:/fmss-ns.sikroad.com IS4 [Apprais

IMSA Core Competencies

jon ¥
Collaboration Name curs erformance

Employee, Steve Z. 75

Supports and encourages productive attitudes, behaviors, and practices in work teams which lead to desired outcomes.
Manager, Steve Z.

Establishes rapport with others so they feel their service needs/problems will be given priority. Name Rating

Employee, Steve Z.

S '
Manager, Steve Z. Not selected p
Demenstrates sensitivity to the concerns and viewpeints of others and responds appropriately, Name ing ra te S Sta ff

(R K

.

Supervisor N S
1 houghtful and ive dial hat leads oth ducti member and

Engages in thoughtful and constructive dialogue that leads others to act in new, more productive ways. .
views staff L
, Manager, Steve Z. Not selected =l m u St e nte r
m e m b e r S Builds trusting relationships with co-workers and constituents. Name Rating

Employes, Steve Z. | CO m m e n tS at

commen t S Hanager, teve 7. T

: end of
a n d ra n kl n gs Eleres, Steie 2 Enter Comment

... section.

Manager, Steve Z.

@ Enter Comment

Communication *

Name Current Performance j

) start| | @ WingSpan - Mozilla... '] Appraisal Training.... | ] Doct.doc [Compati... | |% BEQi¢2%Ru88 R E @ 309m
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Supervisor Completes Appraisal for Employee

@ WingSpan - Mozilla Firefox == x|
Ble  Edt  vew  tugtor

€« a aikroad.com c \cace . . . c : ; c|[or- Pl & ™
|

.........

.......

) SilkRoad |

isal Training.... | 49 boct.doc [ . TEBCO ARV (S P § e

*Cancel — Exit the process
*Print — Allows you to print a copy for your records

*Calculate Rollup Score — Determine overall Appraisal score

*Save as Draft — Save Appraisal and return to Home Page

*Submit — Saves Appraisals and sends email to supervisor’s supervisor to complete step three
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Step 3

Supervisor sets up Meeting

@ wingSpan - Mozilla Firefox -l&| x|
fle Edit View Hgtory Beskmarks Tools  Hel

& | [@1- vehoo Sl e

Viaw Appraisal

view appraizal

=) SilkRoad |

(BB TR B B @ = 422 pm

Verify the meeting date, click Confirm, and schedule in IMSA
Webcalendar
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Step 3
Supervisor Meeting Confirmation Page

<Jsx

@ wingSpan - Mozilla Firefox
Flle Edit View History Bookmarks

£ #®

Steve Z. Manager signed on / sign off

(<L AAs

Illinois Mathematics and Science Academy

User Guide Appraiss| Detsils 1 Showtiide Approisa| Details

My Journals

Personal Journal

Performance Planning

My Goals Manage Meeting for Employee, Steve 7.

Launch My Team Member Plans

Appraisal

Appraisal Status
Confirm Review Meeting Complete

Reports

Goal Setting
g dsta has baen saved. Do you wish to submit the review maating as complata?

Appraisal

User Preferences

Change Password

) SilkRoad

tEBQuFeubEoBREB e = «9em

i Start| (& microsoft PowerPod. .. ‘ ] Documentt - Micros... | @ WingSpan - Mozilla...
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Things to remember...

* Annual Appraisals are an employment expectation and must
be completed in a timely manner

* Use specific examples and situations to support the Appraisal

* “Meets Expectations” is not a bad rating. It’s where most
people should be rated in most behaviors/competencies

* You don’t have to complete the Appraisal in 1 day

* You do have a deadline
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Thank You!!l
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