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1. System Outline

The Compensate - Evaluate job evaluation and job grading system is a five-factor scheme that includes

the following factors and sub-elements within those factors.
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2.1

2.2

2.3

Accessing the System
The Compensate — Evaluate system is accessed via the following URL:
https://dpsa.zrs.zellis.com

All users have been allocated a Username and preset password based on their required access
rights and permissions.

When you first access the system, you will need to change your password by using the 'Forgotten
Password’ link as shown below.

legin

Usernams

Forgaotten your password?

SIGN IN

Clicking on ‘Forgotten Password’ will take you to the next screen as shown below.

Enter your Username and email address. You will be advised of the format of your Username
which will either be your email address or in a format defined by DPSA.

Enter your email address and click ‘REQUEST CHANGE’
A link will be sent to your registered email address; following the instructions to reset your

password. Please check your Spam or Junk folder to see if the email has been sent to that folder
as well as your usual email inbox.



The password must be at least 5 characters long and include at least 1 uppercase, 1 lowercase
and 1 numeric character.

Forgotten Password

Piease enter your username and corresponding
email address then select "Request Change’

Username
&

Email Address

LS



3.1

3.2
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System Navigation Panel

System Navigation is undertaken using the Navigation Panel on the left-hand side of the screen.
There are two dashboards:

e Home Dashboard
e Jobs Dashboard

The functionality that is visible to individual users will be dependent on their user privileges as
assigned to them by DPSA.

The Navigation Panel is shown below. The Home Dashboard is open, and you can see a range of
options. To open a Dashboard, click on the drop-down arrow and the relevant options will become
available to you.

geoff pearce@zellis.com

@ Systerm Administrator Role

# Home
Dashboard
My Profile

Search

Long Running Tasks ens B Decie & ”~ # Manage Entities

Job Evaluation ‘tem s bult upon Zellis's Compensate & EctViews
Configuration ¢

-~

Ecitt Fittars
- go to wwwzells convlogin/ and click

e l=ft nand side Ecii Lizt Prezetz
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4.2

Home Dashboard
The Home Dashboard includes a range of features including:

¢ Dashboard

o My Profile
e Search
Dashboard

Clicking on the ‘Dashboard’ link will take you to the following screen where you can read how to
access the Support Team or the key contacts within DPSA. The ‘Dashboard’ also gves you access
to edit the following based on your level of access:

Views

Filters

Presets
Dashboard Charts

How to create and amend the above features is discussed in Section X of this guide.

# Home Dashboard

il -« @

A8



My Profile

4.3 The following screen will show your login and user details and also enable you to change your
system password.

Q Accourt~ O Sign Out

User Profile

User Profile

Geoff Pearce (Zellis!
Email Address geof pearcegzellis comn

Messaging Email address geoff pearcegzeltis com

Show Help Text

Change password
i
Previous Password

Bassword

Search

44 The ‘Search’ facility enables you to locate jobs within the system that meet your specified criteria
as shown on the screen below.
You can search within Jobs, Users, Roles and Reports and look for your required information
within:

¢ |dentifiers (Job ID)
o Titles (Job Title)
e Texts (any additional information added in Comment boxes within the System Questionnaire)

To search the system type in the text you wish to search for, e.g., the Job ID or Job Title, e.g.
Manager into the box called ‘Enter Search Terms'.

There are a range of different tests that you can apply which are selected using the drop down
arrow next to ‘Containing’ which is the default search term.



The three standard search terms are ‘Containing’, Ending with and ‘Equal to’.

ount¥ O Sian Gut

Q Search

€) Enter search critenia and options to begn a new
search

/& Search Options

nclude
v Jobs v Users
+ Roles v Repoits

Contaning v ¢
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® Search History A
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5.1

5.2

5.3

Jobs Dashboard

The Jobs Dashboard is the main section of the system for those evaluating jobs within their
department and the most used part of the system. As in other parts of the system, the features that
you have access to will be determined by your level of access.

The Jobs Dashboard includes a range of features including:

e New Evaluation
e Manage and Restore deleted jobs
¢ Adding New Charts

Within this section of the system you can also manage and report on evaluations using the system
reporting tools including system filters. This is described in Section 7, ‘Reporting'.

Q Accountv () Sign Out

== Jobs Dashboard

Manage and Report on Job Evaluations

+ New Evelustion
# Manage end Restere Deleted tobs
€ ~cd New Chart

Reports
= ViewJobs Buiid and edit reports for alt jobs
@® EciViews Manage and share your views
Y EctFilters Manage and share your filters
Couwnload Single Jon Repont Generate a report for a single job
Presets

You have no presets

F anage Pressts

New Evaluation

To undertake a new evaluation, click on ‘New Evaluation’ which will take you to the Job Information
section which must be completed to enable you to access the system questionnaire that is used
to complete the evaluation.



5.4 The Job Information screen includes the following sections:

Section 1.1 = Interview Details

Section 1.2 — Job Details

Section 1.3 - Job evaluation summary
Section 1.4 - Other

Section 1.5 — Evaluation Prior to 2024 Review

Section 1.1 - Interview Details
5.5 Section 1.1 requires the following data to be added to the evaluation record:

Date of Interview — select the date by clicking on the calendar icon.

Name/s of Interviewer/s — type in the Job Analyst details.

Name/s and contact details of interviewee/s — type in the contact details.

Input Date — select the date by clicking on the calendar icon.

Method of Info Collection — type in the method used to collect the information about the job,
e.g., interview.

/1D 38228

@ Navigatar: - {I___ | JUTSSE § e - - - — . __

Job Information

1 Interview and Job Details

11, Interview details

Date of IMerview  03-M3,-202¢ =]

Name/s of s Anauyst
interviewer/s

Name/s and Contact
Details of
Interviewee/s

InputDate  |p3-May-2024 ]

Method of Info nevigy
Collection

Section 1.2 — Job Details
5.6 Section 1.2 requires the following information to be added to the evaluation record:

o Identifier - this identifier is system generated and is the evaluation record number. A
Departmental Job ID can be entered below.

e Job Title — Enter the Job Title.

¢ Department Job ID — Enter any local Departmental Job ID.

Current Grade (Salary Range, e.g. 1 - 16) — Enter the current grade if this is an existing

job.

National / Provincial — Enter if this a National or Provincial Job.



A range of other job details can also be added to this screen outlining the job details, categorisation,
and location.
12 Job details

identifier £ D 38228
Job Title & Examule joo
Department Job ID

Current Grade (Salary
Range, €.9.1 - 16)

National / Provincial hNet Set

Mationat

Chapter g Institution /
National Department

Provincial
Province
Provincial Department
Component
Location

CORE

Qccupational
Category

Number of Posts

Job Description £4: ettazrment
5.7  The final feature of Section 1.2 is the ability to add a copy of the Job Description to the evaluation

record. This is done by clicking on ‘Edit Attachment' next to Job Description at the bottom of the
screen.



When you click on ‘Edit Attachment’ you will see the following dialogue box:

& Upload Attachment X

Setect

Click on ‘Select’ and you will be able to upload a copy of the Job Description from where you have it
stored on your laptop of within a folder.

Section 1.3 - Job evaluation summary

5.8  Section 1.3 requires the following information to be added to the evaluation record:

13 Job evaiuation summary

Preliminary job
Weight (After fnput
into JE software}

Preliminary Job Grade
{After Input into JE
software)

Job Weight - Panel
Recommendation

Job Grade - Panel
Recommendation

Preliminary job grade
recommended by the
DPSA

Job Grade Approved

Benchmark Type.
National

Benchmark Type
Departmental

Public Service
Benchmark

Archive Job Nc.
Lock Job e

Last Modified Date  0Os5-Ma,-2024

5.9 The system will also record who the job was last modified by and includes a free text area to record
‘Additional Information about the job.



5.10
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Section 1.4 - Other

The information in Section 1.4 will automatically be populated by the system following the
completion of the evaluation. This includes the following:

¢ Score - the total score for all five factors in the evaluation scheme.
e Grade - the grade determined by the total points score shown above.
¢ Job Owner - this is the level of the User that evaluated the job.

There is a drop-down menu associated with the ‘Job Owner' field. By clicking on this arrow, you
will see a list of which user type is able to view the record. In the example, the job has been

evaluated by a System Administrator so may not be able to other users to view; this can be
changed and will allow access to other users.

14 Otheq

Score ©
Grade Default Grade

Job Owner System Administratar Role

Section 1.5 = Evaluation Prior to 2024 Review

5.12 Section 1.5 requires the factors levels for the five factors in the evaluation system to be added,

together with the previous score and grade.

1§ Evatuation Prior to 2024 Review

Previous RP

Previous TD

Previous KN

Previcus CM

previous EN

Previous Score

Previous Grade



Moving onto complete the job evaluation using the System Questionnaire

5.13 Once Sections 1.1 to 1,5 have been completed there are three options that you can select. These
are shown in the bottom right-hand comer of the screen. The options are:

o Select Tracking Jobs

e Finish and Save
e Discard Changes

Select Tracr ng Jobs B Discacd Changes

Select Tracking Jobs

5.14 This option allows you to select other jobs that have been evaluated and compare the responses
for the job you are evaluating to other jobs within the database. When you click on Select Tracking
Jobs, you may see a warning message that says, ‘Changes you made may not be saved’ it is
okay to click ‘Leave’ and the system will take you to a list of jobs that you can select to track
against.

5.15 You will see the following screen with a list of jobs that you can track against. You can filter down
to a specific type of job by typing text into the Search box at the top of the screen.

in this example we have entered ‘Administr’, then clicked go and a list of jobs that contain that
string of characters is then shown. When selecting jobs to choose from it is recommended that you
filter against ‘All Jobs’ as shown in the screen below.

Select Tracked Answer

Agmny
Job iD Job Title
Show:
@ Algss
Tracers s

Unt aceed Jobs

5.16 You can select multiple jobs that meet your criteria from the list that is displayed.

To select a job to track against, tick the check box next to the job title and then select ‘Back to
Questionnaire’ at the bottom of the screen.



Finish and Save

5.17 By clicking on ‘Finish and Save’, the job information will be saved, and you will be taken to the
following options:

¢ Questionnaire evaluated.
e Discard.
e Save only.

Example Job / 1D 38228

Confirm detail changes

You have frisned edtng th job de you want 2t save 7

Questionnaire Evaluated A e
Evatiabe ths jab us ng Po at Facter Anal, ue tPFAY 01 A uesiintina 18 You wii Do asked & senes cf closad quast ans and yhur recponies wu
contrbute 3wards a score

Discard

Save Oy

Questionnaire evaluated — by clicking ‘Save and Continue’ you will proceed to the system
questionnaire and be able to evaluate the job.

Discard - by clicking ‘Discard’, the changes you have entered to this section will be removed and
the job discarded.

Save Only - by clicking ‘Save Only', the Job Information that you entered in Section 1.1 to 1.5 will
be saved; you will not progress to the questionnaire but can return to the questionnaire at a later
stage. You could use the search facilities described in Paragraph 4.4 to locate the job, or if it is the
last job you created, use the ‘My Last Evaluation’ button which is described in Paragraph 7.3.

5.18 To start the evaluation, click on ‘Save and Continue’.



6.1

6.2

Evaluating a Job using the System Questionnaire

The system questionnaire is divided into five sections, one for each of the five factors within the
Compensate — Evaluate system. The five factors are:

Responsibility
Thinking Demands
Knowledge
Communication
Environment

Each of the five factors is broken down into a range of sub-elements and there are questions
related to each area that must be completed to create a full evaluation of the role.

The purpose of this User Guide is fo illustrate how to use the system questionnaire as opposed to
discussing the factors.

Once you have clicked on ‘Save and Continue’ as described in Paragraph 5.17 you will be taken
to the Responsibility factor as shown below.



Example Job / 1D 38228

e [

2. Responsibitity

21 Human Resources

211 b Lhe jobbolder mequired 1o mensge
tplan, organiss, diecl and controtetc)
numan resowces?




In many instances the first question will require a Yes/No response. In this instance the question
relates to the jobs responsibility for managing human resources. -

Question 2.1.1 asks, ‘Is the jobholder required to manage (plan, organise, direct ad control efc.)
human resources?

By clicking the drop-down arrow on the right-hand side, you can select Yes (default answer is
already set to No)

Example Job / 1D 38228

@ Nawgatan « liz?_ e : T8 e N -

2. Responsibility

21 Human Resources

211 i¢ ihe jobhotdar required to manage
tplan. organise, dirsct and controt etc)
human resources> o0

If you click ‘Yes', then the remaining questions in the section will be available for you to enter a
response.

There is a series of questions related to this sub-element that include questions on:

 Managing staff directly - with the opportunity to indicate the type of staff managed.

« Indicate the nature of the jobholder’s responsibility over employees.

o Managing staff indirectly - with the opportunity to indicate the number of employees indirectly
managed.

e Manage other staff - e.g. contractors and indicate how frequently this is required.

There are various features in the system to assist the Job Analyst which are indicted by the
following symbols.

System Help Text — detailed information from the DPSA Interpretation Guide that
0 explains the requirements of the job under this element or sub-element. This information
should be used to determine if the option within the question should be selected based on
the evidence gathered about the job. The Help Text can be toggled on or off by clicking
on this symbol.

Tracking — clicking on this symbol will show you how any job you are tracking against was
,‘:} considered against this question.

Speech Bubble - allows you to record any notes as to why an option has been selected.
These notes can also be included in reports.




6.7 The system will also ensure that wherever a response is required, that this is completed.
For example, we have said 'Yes in response to Question 2.1.1 as outlined in Paragraph 5.21. We
have also said that the job holder manages staff directly in response to Question 2.1.2. The system

then requires further information about the type and number of staff managed before you can
proceed to the next screen using the ‘Next’ button at the bottom of the screen.

Select Tracking Jobs @ Ignore erors fof Now ¥ Nest ® Oiscard Cnanges

The system will create a wamning if this information is not completed and give further options as to
how to proceed.

2.1 Human Resouwrces

© Pizase fix the following errars frst

21 Homis Res

8 Min

o danomoer 5 anowers for halure

6.8  Although the system will generate the above warning message, you have options as to how to
proceed. You can;

 lgnore Errors for now —in selecting this option, once you reach the end of the questionnaire,
the job will not be evaluated as not all questions have been completed. You are then able to
go back to the job later and complete the questions that have not been completed.

¢ Finish and Save - You can save the evaluation to the point that you have been able to answer
the required question. You are then able to go back to the job later and complete the questions
that have not been completed.

6.9 To complete the evaluation, you must complete the full questionnaire.



7. Other Options — Job Evaluation Tab

7.1 In Section 5 we introduced the Job Evaluation Dashboard and then looked at using the System
Questionnaire to complete a ‘New Evaluation’.

7.2 Ifwe now go back to the Job Evaluation tab as shown below, there are two other options in addition
to the Dashboard. These are:

e View Jobs
¢ My Last Evaluation

B System Adminstrator Role

M Home
# Job Evaluation

Dashboard

My L ast Evaiuation

My Last Evaluation

7.3 Clicking on ‘My Last Evaluation’ will take you back to the last job that you were evaluating. The
following screen will be shown:



Q  kemte Otgrow

Example Job / ID 38228

l 0 mhagaaantect s 12T tager ne g e l

Not Evaluated Navigation

Evaluation Metirod  Duespinaie F, slusted

Fields »
oD @ Rne
JobTitle  ExaTane it
Occupationat Category v
Component s
Current Grade (Saiary Range, »:
ega-16) »
Job Weight - Panet .

Recommendalion




7.4 There are a range of options available. These include:

Edit Job - the option allows you to amend Section 1, Job Information

Copy — make a copy of the evaluation.

Delete — delete the role from the system.

Reports — create individual job reports.

Compare jobs — compare the factor levels for this job compared to another.

Evaluate Job — in this instance, complete the evaluation, but also undertake a further review
if required.

The following section provides further information on the key options listed above.

Evaluate Job

7.5  The screen gives you the ability to either complete or review the evaluation from the start of the
guestionnaire by clicking on the ‘Evaluate Job' tab.

Example Job / ID 38228

B
Not Evaluated
Evaluation Method  Guestionnae E.aiuaten
Fields

JobiD 038218

Job Title  E<ample Joo

By clicking on the ‘Evaluate Job’ tab you will be taken back to the start of the questionnaire.

7.6 You will also see a list of all the factors and sub-elements in the system questionnaire. By clicking
on a specific item, e.g., ‘Thinking Demands’, ‘Planning’ you will be taken to that part of the system
questionnaire so you can review and amend your previous responses.



Navigation

Q  Ssath

B & Job Information
o 1 inte~vew énd Joiz Cetals
B & Jeb Evatuaten

B &2 Resoensiblity
® 21 Human Resources
o 21 FinanciziFescutes
21 Eouipment
w21 Siotes & Livestaox
21 Land & Butdngs
©22 Aucnsmy
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®21 Irpact
o 25 Risk OFErros
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® 3 Understancing Job k¥
@ 12 Froblem Saolving
«* 13 Flanning
@324 Autrerdy
v 35 Crezbuty

B&4 finowledge
@ 4z Breadta OF Fnowledge
+ 42 Pricr Expenence
v 4.3 Qualficakans
v 44 Skilis

E &5 Communcation
®c. Rangs Of Contetts
@ 52 Content C* Commuricat:an
® c 3 Verbal Commun :
o2 54 Written Commuricatians

S &4 Environment
&1 Fhynical Envronmrent
wE2 Frymezl Demancs

+ B2 Hzzerdous Tendlons

Compare Jobs

7.7  This function allows you to compare the role you are evaluating to another job or group of jobs
(using a filter). The comparison will be based on the responses given factor by factor.

When you click on ‘Compare Jobs’ you will be taken to the screen below.

Select he factor that you want to compare using the drop-down menu under ‘Select a Factor'. This
will list the five factors within the scheme.

Type in the Job Title of the role you want to compare against in the box next to ‘Add a Job'.
OR

you can create a filter to compare against a group of jobs that match your specified filter criteria.
Filters are discussed in Section 8.



Job Comparison

Setect & Factor Saisct Jobs matching a fites
2 Rezpowoit. A b Seleced fem -

Add a job

1898 Guezton tolumn”

038020
Exampls Job

Dogazy

Adenin Clork

Manage stair? Y
Manage Stalf Drectly? ¢
Basic manual

Semi-skilied manuat W6

Skitled manual :

Admicagirative

Services Act Personnel




7.8

7.9

The above screen sows all the questions for your job and those you are comparing it against. You
will see the responses given to all questions for each job.

There is the ability to download these reports into Excel by pressing ‘Download’ at the bottom of
the screen.

Reports

In this section you can create an individual Job Report and specify the level of information that you
want to include in the report. The job must have been completed to create a valid report. You can
also create ‘Compare Scores’ reports from this section.

Click on ‘Reports’ and you will be taken to the following screen.

The ‘Compare Scores’ option will appear on the right-hand side of the screen.

Administration Clerk / 1D 00957

Single Job Reports

Click on ‘Evaluated Jobs Report’ which will take you to the following screen where you can specify
what information you wish to include in the report. Tick the boxes relating to the information you
wish to include.

& Download Document x

Downtoad "Evaluated Job Report” to be created for. Quiput Format.

oaf (Potable Gocument Farmat v

Parameters:

{3 Downtoad Document ® Ciose

You can include the following information in the report:

Show Comments — this will include any information you have entered into the Comments section
against each question.

Show Descriptive Text — this will include the system Help Text.

Show Inline Levels - this will show the factor evaluated levels.



Select the format that you wish the document to be produced in (RTF or PDF) and then click
‘Download’ to create a copy of the job report.

7.10 The ‘Compare Scores' report allows you to produce a report showing the factor levels for the job
you evaluated against another role.

Click on ‘Compare Scores' and the following screen will be displayed.

The graph shows the factor level awarded for your job.

By clicking, ‘Add a Job’ on the right-hand side of the screen, you can compare your job to another
evaluated job in the database. When you click on ‘Add a Job’ you will be taken to the following
screen where you can search for jobs to compare scores against.

Q. Search foraJob x
Search |\Admm - i Q

Enter your search text, e.g. ‘Admin’ and click on the search icon. This will then create a list of jobs that
you can compare the scores of your job against as shown below.

Q Search fora Job

Enter 1nown @S iy tne 0ox DELC v Lo cearcn for a apec e oo
Search Ao

Rern iz
8 AdmnCiere 1D 0gB2g
&8 Ad~ia Ciers FSODAD 0240:

&=| aden O%cer Headof DepatrentSEag s Ofice 10 27859



Click on the job you wish to include in the comparison and the following screen will show. You can add
additional jobs to the comparison by following the same process as described above.

Job Comparisons

2 ksl H A i
W Adiristraton Oierk 1000057 W Admen Clerk i 0aRas: B Admin Cisd: FSOUD 02558

View Jobs

7.11 The final option under the Job Evaluation tab is ‘View Jobs'. This allows you to look at the overall
Rank Order of jobs and other system views/reports within the system or to create new views and
filters.

When you click on 'View Jobs' you will be taken to the following screen that shows the overall rank
order of jobs. The report will include the job details and the factor level score, total points score
and grade.

= View Jobs
-

Views @ Ran Order - inclugle Commente
Filler.  NcFlters N
Preset. Mo Fresets -

v
Job ID Job Title RP TO KM CM EN Scole[' Grade I

By clicking on the Job ID, you can ‘View Job' or ‘Compare’ against another job as described
previously.

The Rank Order or any system view that you are looking at can also be downloaded to Excel.



7.12 From this screen you can also create system views and filters to produce your own reports and
review jobs that meet specific criteria set as a filter.

= View Jobs

Views & Rans Order
Filter: No Fiters

Presel: Nc Fresets

Views

7.13 A ‘View' is a report that allows you to create reports that can be downloaded and is accessed by
clicking on the drop-down arrow. You will then have the following options:

e Rank Order - select an existing ‘View' from those listed.

e Create New View — create your own system view/report.
o Manage Views — manage existing views including making Views available to other Users.

= View Jobs

Views & Rank Order

Filter. Rank Order
Shared
Preset:
Actions
+

Job 1D

X



Filters

7.14 This allows you to apply an existing filter to the System View or to create new ones.

= View Jobs

Views & Rank Order

Filter: | Nc Filters

Preset: No Filters

Actions
Job 1D e Creats New Fitter

iD267:27 M Manage Fiiters

Presets

7.15 A‘Preset'is a combination of a System View and Filter created from those available in the system.

== View Jobs

Views ® Rank Order
Filter: N Frlters
Preset: Mo Fresets

No Presels

JobID Actions

|
D 2C712° o Create Freset From Cument Sett ngs

CO240F £ Manage Presets

7.16 Section 8 outlines how to use the System View and Filter options listed above.



8.1

Reporting
System Views

To create a new or use a different System View, click on ‘Views which will take you to the following
screen, any existing views will be listed together with the option to ‘Create a New View'.

Click on ‘Create New View'
The screen will contain three sections:

e Add an element.
e Columns.
e Group By.



Name
e (5 Add An Element A Columns ~  GroupBy
View Jobs
My Last Evatuation Q  sewis e -
Add Job View 5 Oy Results sop Title -8
8 * .obinforimaton
8 [(D.ck Evatuzton

Sonedoy 0D ~ ]2 ascenaing




8.2

Add an Element

This section allows you to select the data fields that you wish to include in the report. Fields are
grouped into three areas:

e Results.
e Job Information.
e Job Evaluation.

The full range of fields available in each section is accessed by clicking on the *+' sign next to the
group name as shown below.

All reports will include Job ID and Job Title by default.

Job ID must be included in the report, but you will see a 8 symbol against fields indicating that
you can delete them from the list of fields included in the report.



To add a field to the report/view, simply click in the field name and it will be added to the Column

list.
Columns ~
400D -
Job Title v a W
Cate of Interview v a B
Input Date - B
Sorted oy JopiD v ]& ascending

You can determine the sort order of your report by selecting which field you want to sort by and
whether that is in ascending or descending order.

Give the Report/View a Name by typing this is the Name box at the top of the screen.

To keep the report for future use, click ‘Save and Use’. You can also click ‘Use’ and the report will
only be available during this session, unless you decide to keep it and then click, ‘Save and Use'.

The report will now be displayed and will also appear in the list of Views that you can access.

& View Jobs

Views @ jrterview and Inout Dates

|
Filter: Rank Ordar
| ® @,
Preset:
Intervew and Inpet Dates

® i

i
Jobip | Actions
©Dius! b Crestensxven

D 32040" F Manageviess

Whenever you click on ‘Views’ you will see a list of all reports available to you.

Some will show as ‘Shared’ in which they case they are available to everyone, or ‘Mine’ when they
will only be available to you.

You can edit a View by selecting the pencil icon against the View name in the drop-down list.



8.3

8.4

8.5

Filters
A filter allows you to create criteria that a job must pass to be included in the filter group.

You may wish to create a filter to look at jobs within a specific department, or a certain grade, or
that have been evaluated at a certain level against a factor.

Filters work in a similar way to creating Views.
Click on the Filter Drop-down and you will see a list of available filters (if any have been created).

To create a new filter, click on ‘Create New Filter’ and you will see the following screen:

Add Job Filter

Y Name

N Selected options

No optons chozen et

The fields that are available to create a filter can be accessed by clicking on the ‘+' sign.
If you want to create a group of all jobs that have been evaluated at Grades 1 to 3, then:
Click on ‘Results’.

Click on ‘Grade'.

You will now see a screen like the one below.
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Undemeath the field ‘Grade’ in Selected Options, you will see a ‘Test'. In this case the options are
'ls Equal To', by clicking the drop-down arrow, you will see other ‘Tests', e.g., ‘Not Equal To'.

To select all jobs that have been graded between Grade 1 and 3, then use the ‘CTRL' key and
highlight the grades you wish to include as shown below.

Selected options Summary

Grade =1 , 2 , 3
1. Grade k]

i Equal To ~

qnn&I

You will also notice that a Summary if your filter is being created.

You can add other fields to the filter such as an individual factor and combine the different data
fields used to create your filter.

For example, if | want to identify all jobs that have been evaluated at Grades 1 to 3 and have a
Responsibility Level of 1 to 3, then you need to combine data fields together as shown below.



Selected options Summary
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Presets

8.6 A ‘Preset is a combination of an existing ‘'View and 'Filter’ which is created by clicking the arrow
against the Preset drop-down. You can then create a Preset by clicking ‘Create Preset from
Current Settings'

8.7 The Preset will be created based on the View and Filter that are currently selected. You will see
this displayed as shown below.

© Enter Preset Name x

£nter a descriptive name for the new Preset so that you can identfy it ater.

Kan: Order - Grage and Rezpens.o Lty Facte] J

3






