reviews. EmTrak 3.1 gives you complete flexibility in doing so. Included also will be email
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PERIODIC EVALUATIONS

Many companies choose to do quarterly or semi-annual evaluations that complement their annual

reminders to you, the manager, that a periodic evaluation is coming up.

The Super Manager determines how often a periodic review is done. Note the options of every 3
months, at 6 months, or on a certain calendar date. The Super Manager also decides if there will
be Evaluation Terms included in the Periodic Evaluation. This is all done through access to EDIT
CONFIGURATION. For more on that, review that chapter.

Annual Review Type
Calendar b

Periodic Bvaluation Type

Calendar

Anniversary - 3-6-3 Manths
Anniversary - b Months

Mext Annual Review (if calendar)

12/31/2006 |00

Hext Periedic Evaluation {if calendar}

9/30/2006 |0

BEvaluation Terms {enter each on a new line}

Administration
Billing
ClinicallRespiratory
Customer Service
Drivers

Finance

Human Resources
IT

MAuspslmsnmem Hoaswim (opvdbor samely mes = ssvmvas Dl

# | |Attendance

Customer Service

To get to the Periodic Evaluation, open up an Individual Employee’s page. As a Super Manager,
click on VIEW EMPLOYEES and the list of all employees will come up.

VIEW...
Job Descriptions

Managers

Introductory Evaluations
Training Documents
Coaching Documents
Applause Documents
Disciplinary Actions
Periodic Evaluations

Annual Reviews

As a Manager, simply enter your Manager’s Page for a listing of all of your employees to whom you

have access.

MED Supply Company

Click on an employee to open for viewing and editing.

Welcome Pam Jones! What would you like to do today?

Employee Name Employee ID Job Description Hire Date Status
CER/Reimbursermeant ;

Mary Janes 9236495141 necialist 1143002005 [Active

Parm Tom 9872 Billing - Collections and 11/2012006 | Active
Denials

Tony Sprano 4444 Billing - Lollections and 10/7/2005  |Active
Denials

Uma Thurman YTE4 Reimbursement Specialist 1142006 | Active

Williarn Shatner E7EE6Y Reimburserment Specialist 1111412006 | Active

Del? |Employee Name Employee ID Joh Description Hire/Eval Date |Status
& |illy Johnson £998 —"‘—g‘;"ﬂqa‘son”mms and 110082006 [Active
@ Dolly Madison 4321 Respiratory Therapist- Vent  |10/7/2005 Active
% Doug Doug 54848 rehabtech 1 111752008 Active
@ Gary Weerns 1212 AAHR 10/022008 Active
@ Glenn Close GEBE CSRA1 10/7/2005 Active
¥ |Han Dee Mann 2834 Adminsirative Assistant- 100712005 |Active
Senice
@ James Doe an4n custormer service rep 10102006 Active
% Jane RT 1569 Respiratory Therapist - Vent 1052006 Active
% Jason Wainright 125 CSRA1 13002006 Active
& |JEYCEE MOORE 4506 BESPIRATORYSERVICE  In3y70008  |active
TECH1
G | lim Smith 1114 ANMNTENNA Artiva




Click on the name of the employee you want to create an
evaluation for and their page comes up. To create a
Periodic Evaluation, click on PERIODIC EVALUATION.

If you set goals in a last evaluation, notice that EmTrak
3.1 automatically brings up goals from the last evaluation
— a perfect reminder of what you requested and reminder
for follow-through.
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CREATE...

Training Document

Coaching Document

Applause Document
Disciplinary Action

Periodic Eyaluation

Annual Review Self-Evaluation

Annual Review

Also, note the simple list of items you may choose to score an employee on. This is entirely
customizable to a company or a company can simply choose not to use this feature. Let's say the
company needed to focus this quarter on customer service, time management, etc. This is a great
way to drive that home for the entire company. (As noted in the beginning, the Super Manager

creates these terms in Edit Configuration.)

Employee Hame Job Title
YWilliam Shatner Feimbursement Specialist il
Departmennt Manager
Billing v Fam Jones bt
Employee ID Diate
676564 11/30/2006 |

Return to Menu

Last Evaluation: 11/29/2006

** Target: Skilled use in the features of our phone system

***Productivity Goal

day through that date.

Work with supenisor and a skilled employee to first nail down those features ofthe phone that must be
mastered, such as transferring, hold, voice mail. Once the listis complete, then waork with that person to make
sure every element is nailed down and yau are proficient in that skill. Complete hefare the next rewview:.

By the date naoted below, yau will have praopetly warh youdr uniform or proper office attire and name tag each work

Instructions — Please rate this employee’s performance from 1to 5 for each of the following categories.

4 = Exceptional, consistently exceeds expectations

4 = pAhove Average, often exceeds expectstions

3 = Average, consistently meets expectations

2 = Inadequate, consistently failz to meets expectations
1 = Poar, immediste improvement required

[T+ R s

Attendance

Q102 0z ®4 O5

Customer Service

C1 Cz Oz B4 Os

Now, notice these key elements of the Periodic Evaluation.
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Overview and Comments

In the next element of the PERIODIC EVALUATION there is space for you to place your overall
comments, as part of Overview and Comments. The benefits you mention are important — think
hard and write well when describing this employee’s strengths. If there areas of growth you
recommend, they need to be reflected when you create some coaching items below.

Uncompleted Goals
Second, if there were uncompleted goals from the last evaluation (remember, they were listed at

the top of the page), then you could simply cut and paste and redefine when you want those
accomplished.

Overview and Comments
Enter any commmments in the space provided.

William iz an excellent emplovee, customer service is a great strenagth. Mote that he needs to nail down
effective use of our phane system.

Uncompleted Goals
Ave there any uncompleted pogls fram above? If so, copy ahd paste below and set pew completion date.

** Target. Skilled use in the features of our phone system ”
WWark with supervisar and a skilled employee ta first nail down those features of the phone that must be
mastered, such as transferring, haold, voice mail. Once the listis complete, then work with that person to
make sure every element is nailed down and you are proficient in that skill. Complete hefore the next w

MED UNIVERSITY

Hew Goals and/or Special Assigniments

IFyou choose, cregte any hew goals andior special assignments. Tick here for g jist of coaching lems based on this
amploves's job descrption,

New Goals or Special Assignments

The next step is to create new goals or special assignments as the result of this evaluation. If you
already know what goals you want to set, then you simply type them in the empty field you see.
Or, if you want help from EmTrak, then you can use our coaching suggestions, task by task. If
you've already studied about Coaching Documents, then you recognize all of this.

Click on Click here for a list of coaching items based on this employee’s job description.

[ATETTI
AED UNIVERSIT
Mew Goals andior Special Assigniments I MEDUNIVERSITY

if you choose, create any new goals or special assignments. Click here fpr g st of cosching tems based on this
emploves's [ob descrintion,

Fronlovaeo Cammante 50
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EmTrak will bring up the tasks that you've assigned to this job description. Let's say that for
William we want him to focus on his work with denials. Place a check besides that task, then click
on the NEXT button.

Milliarn ic an evepllont ermnlowe s aladl= ryire i 8 fres = o hai

<A https:Het31.medaroup.com - Pop-Up Coaching Item Summary - Microsoft Internet Exp...

Reimbursement Specialist -- Denials and Problem Claims

< Wark denials, developments letters and problem claims.
< Process all denials, including decision making regarding appropriste action based on rejection codes,
O Aggressively pursue rebiling of denied claims.

&] pone 2 & tnternet

MED UNIVERSITY

K you choose, cregte any hew goals andior special assighments, Click hera for & [ist of coaching items based on s

New Goals andior Special Assianiments

armploves's fob descrinbion.

A list of possible coaching suggestions will come up based on those tasks. In this case we want
William to take the MED U course, REM 104 to get ideas on improving procedures. We select that
item and then click on Insert Coaching Details.

Reimbursement Specialist -- Denials and Problem Claims

** Target: All denials processed and quickly followed up
Take the MED U conrse REM 104 — Relmbursement: Accounts Receivable Management and Collections and focus
on Lesson 3 and the section on working denials. After completion of thal, review corvent procedures for working
depials and in coopergtion with management or guality conbrol, note areas that need Improvement and disclss ways
to pail each process down. Onee egeh process s defined, then complle into g single, easy to anderstand document
for each type of denial that vou come across Follow theough and show that 100% of denials have been worked by
next review.

E ** Target: The most common denials identified and processes in place to eliminate those denials
L¥ork with maragement and staff to investigate the most common denials. After completion of that, review current
procedures for working each of those deniais and in cooperation with management ar quality contral, note areas that
need Improvement ahd disclss ways to nall each process down. Ohee edch process is defined, then compiie Into 8
singie, easy to wnderstand docament for each bype of denial that you come gorass Foliow throdgh and show that
J00% of denials have been worked by hext review.

E Y Productivity Goal
By the date noted below, we have agreed dpon g goal where at least percent of aif dexials wilf be worked with 5
days of recelpt.

] “***Productivity Goal

By the date noted below, we have agreed dpak & goal where aif derials have beeh addressed and put back into
BrOGEss.

Insert Coaching Details Close Window

That goal is placed in the Periodic Evaluation. Now, keep in mind that these are still fully editable.
Perhaps the statements inserted only get you 80% there. You can change words, delete
sentences, anything you want.

[ATTTI
Mew Goals and/or Special Assigniments I MED UNIVERSITY
iFyou choose, cregte any new goals andfor special assighments. Chick here for g list of coaching items basad on this
grmployes's job deschiotion.
** Target: All denials processed and quickly followed up -
Take the MED U course REM 104 — Reimbursement. Accounts Receivable Management and Collections
and focus an Lesson 3 and the section onwaorking denials. After caompletiaon of that, review current
procedures forworking denials and in cooperation with management or gquality control, note areas that w
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If any of these goals involved MED U courses, then click on EMAIL MED UNIVERSITY. That link
will automatically bring up your email mechanism on your computer. Simply copy and paste
these goals into the body of that email, email to us in the address provided, and we will follow
through immediately with your employee

Gary Schwantz/MED Group To |medu@medgroup.com
12/06/2005 09:36 AR | by

|
|
beo | ‘
|

Subject |MEDU Motification from EmTrak 3.1 - Fram Pam Jones of MED Supply Company

MEDU Admin, please sign up William Shatner (wshather@medgroup.corn) for the following courses:

**Target All denials processed and quickly followed up

Take the MED U course BEM 104 - Reimbursement: Accounts Receivable Management and Collections and focus on Lesson 3 and the section onworking
denials. Atter completion of that, review current procedures forwarking denials and in cooperation with management or quality control, note areas that need
improvement and discuss ways to nail each process down. Once each process is defined, then compile into & single, easy to understand document for each
type of denial thatyou come across Follow through and show that 100%% of denials hawve beenworked by next review

Parn Jones
MED Supply Company{

Follow-up Date and Status
Once everything is complete, your scoring, your comments, the goals, then choose a Follow-up

Date and hit the NEXT button. Now you have a document you can print out to review with your
employee.

Followi-up Date

When wowid oo Nke to faliow e on this periadic evaluation? Keep in mind, a peI’IOdIC eva|ua'[i0n |S a
m . .

2/28/2007 1 Todayis 12/6:2006 collaborative effort. Discuss the

periodic Evaltiation Stafiis evaluation with the employee. Ask what

What is the status of this periodic evaiyation? Comments he Would ||ke to add, any

complee Ty changes he sees in goals or other

Complate pieces? Make note of what comments
ature: he would like added in the next step we

discuss.

Reviewer Signature:

Use this printed document to take notes
on, get their input. Finally, make sure
that you note any comments they want included in the document.

Review Date:




Completing the Periodic Evaluation

Now you've discussed the Periodic Evaluation with your employee. It's time to complete the
evaluation by adding his comments and making any changes you see as necessary.
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Once you are ready to complete the evaluation, simply come back in and either find that evaluation
either as part of the Employee Log or click on VIEW — PERIODIC EVALUATIONS.

View Employee Log

VIEW...
Date Last 5 Log Entries {first 85 characters) ‘ Training Doc e
1173002006  |Periodic Evaluation created by Parm Jones on 1173002006 Coaching Documents
11292006 |William was 2 haours late taday - 2nd day this week — Doc ts
11/28/2006 |4 SIGMED JOB DESCRIPTION ATTACHED Disciplinary Actions
117012006 [Annual Review created by Pam Jones on 11/01/2006 sodic Evaluations
10292006 |Coaching Document created by Pam Jones on 1052972006 Anthial Reviews
Introductory Evaluation
Job Description
Click on EDIT PERIODIC EVALUATION on the upper left hand corner.
Edit Periodic Evaluation Return to Menu
Employee Name Job Title
William Shatner Reimbursement Specialist
Departiment Manager
Billing Pam Jones
Employee ID Date
BYBEBEY 1173052006

Now is the time to add William’s comments in the Periodic Evaluation. Click on the pencil
icon and the date is automatically placed in. Add his comments. Double-check your follow-up
date related to his goals. Now choose Complete on the button. Choosing COMPLETE turns off

the email reminder about doing the evaluation, but leaves the option to come back in and follow-up
on the goals you set.

Employee Comments

Enter employee camments in the space provided.

120672006 9:54 A M. William has requested the opportunity be cross-trained in some of our ather
softwares, that has heen added as a goal.

Followi-up Date
Ihen wouid vou like to folfow g on this periodic evalnation?

2f26/2007 & Today is 12/6/2006

Periodic BEvaluation Status

lhat is the status of this periodic evalvation?
Complete v

Completes




Average Score
The gverage scare [s automatically calenigted. Do not modify.

39

Follow-up Date
Wehen wollid vou like to follow op on tds annoal review?

212007 & Todayis 12/6/2006

Annual Review Status
What s the status of this annual review?

Qpen hd

Qpen
|Complete |

Reviewer Signature:

Review Date:
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Print it out and both of you sign it. Then you may either file or attach a scanned document to the
EMPLOYEE LOG (review the chapter on THE EMPLOYEE LOG to see how to do this.

Final Follow-up on the Periodic Evaluation

You've marked the Periodic Evaluation COMPLETE because there are some goals you set for the
next few weeks/months that you want to follow-up on. Based on the follow-up date, you will get a
reminder 7 days before that date that you set some goals in the Periodic Evaluation that need to be

reviewed. Simply follow the procedures described above in Completing the Periodic Evaluation to

open that document and edlit it.

After we get the reminder, we review and note that William has successfully completed the goals
we set for him. Click on the pencil icon for Overview and Comments and add your notes.

Oveniew and Comments

Enter anhy comiments in the space pravided.

William is an excellent employer, customer service is 3 great strenath. Mote that he needs to nail down

effective use of our phone system.

12062006 10:47 AM. William has conguered the challenge ofthe phone, very effective inits use now.
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Final Step
The Periodic Evaluation is complete. Change the Periodic Evaluation Status to SEALED.

Periodic Evaluation Status

lhat is the status of this perindic evaination?
Complete v

COpen
(Complete |

Sealed

Beviewer Signature:

Review Date:

4 Previous MNext

OPEN means the document hasn’t been touched or there is still significant work to do. If a
document is OPEN, then you will get email reminders about that document. COMPLETE means
that you are done, but that the document can still be edited. Perhaps there is something in the
document that needs additional follow-up. Once you know a document is complete, then you may
choose to select SEALED. Once the document is SEALED, it cannot be edited. This offers
security to your staff member that final documents are the final document.

| suggest you print out this final document then you and your employee sign and keep for your
permanent files. If you want to, you can scan that signed copy in and attach that to William's
records. Review the chapter on THE EMPLOYEE LOG to review how to do that.




