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account

e Notifications
e Profile

e My rating

e My assessments

e My tests
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e My checks

o My certificates

e My competencies

e My events
e My programs

e Individual development plan




Notifications

This tab displays notifications to a specific user from the application. The following events are
added to the notification feed:

e When creating/editing the assignment of courses, tests, 360 assessment, IDP.

e When adding/removing to the list of moderators.

e If an employee is selected to check an open question and someone has passed the test
with this open question, then the checker receives a notification that the answer needs to
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Updating the application

This tab contains the “Reset application cache” element (similar to a browser update):

= MyTests D

Reset application cache. The page should refresh automatically. If not, refresh
the page manually.

N CcoatcocmanTo A Eal

It is recommended to use this element for all cases when it is necessary to refresh the browser
window with the application. For example, when you have not worked in the application for a long
time, but the window was open. If there was a change in tariff and you need to see the result
immediately.

Message Settings
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This section is where you configure personal notifications. When it is necessary to send a
notification, the application first checks the general notification settings (in the general application
settings, available only to moderators). They have priority. If Disabled is selected in the general
settings, then notifications will not be sent. If Enabled is selected, then notifications will be sent. If
At the discretion of the user is selected, then what is selected in the personal settings of each user
will be executed. In this section). Personal notification settings are carried out by each employee in
their personal account in the Feed section.

Blue - for all employees, red - only for moderators.
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In this tab, the user can enter their work experience, education and upload external certificates.

All entered data is displayed during the search. Thus, you can search for employees with the
required experience and education.
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My rating
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The user's accumulated points and current rating are indicated.

Editing rating levels and points is done in the application settings: "Application settings - Points"

and Application settings - "Rating".
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My assessments

Myassessments tab:
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The tab contains 4 blocks:

Block for forming the list of evaluators (upper block);

Block for conducting assessment and self-assessment (tab "I AM THE EVALUATOR");

Block with assessment results (tab "I AM THE EVALUATOR"). If the option "Publish in the
personal account of evaluated was selected when creating the assessment, the results will
be in this tab;

Block for coordinating the list of evaluators, if the employee is selected as the coordinator.

For information. Forming a list of evaluated and evaluators.

The app moderator always adds evaluated (Moderator Menu - 360 Assessment). The evaluated are
added when creating a new 360 assessment. There are two ways to form evaluators:

e By the evaluators themselves. The evaluators must also select those who will coordinate
this list. The assessment will be launched after the lists have been formed and
coordinated.

e By the moderator. When creating an assessment.

A block for forming a list of evaluators (upper block);

If the moderator activated the option “Formation of evaluators list by evaluated individuals” when
creating the assessment”
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The list of evaluators can be formed in two ways: by the moderator or by the
evaluated individuals. When activated, the list formation will be done by the
evaluated individuals. After the assessment is published, the evaluaied

individuals will receive a task in the personal account section of the "University"
application under My Ratings to create the list and select approvers. The
assessment will start when all lists are formed.

_J» Formation of Evaluators List by Evaluated Individuals

then the employee who is selected as evaluated in this block will have an element for creating a
list of evaluators and coordinators this list:

=, MyTests 360 Assessments
:,“t My Courses @ Soft skills
1
@ [OVEREEEEEENIE  Formation of Evaluators List

To create a list, you need to click on the plus and in the form that opens, add those who evaluate
and coordinate the list:

Formation of Evaluators List X

@ To submit a request, select Evaluators and an Approver for the 360 Assessment for yourself

Add Evaluators
@ Add evaluators using the buttons below
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© Approval is required for the 360 Assessment assignment. Select an approver.

Block "l am an evaluator".

In this block, the employee acts as the evaluator and gives grades to those employees for whom he
is selected as the evaluator.

The assessment is presented as a drop-down list with the name of the evaluated, the title and the
assessment period.
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| AM AN EVALUATOR | AM AN EVALUATED EMPLOYEE

Smith Ann, My position 3, 23-01-2025 - 30-01-2025

After assigning a rating, you can enter comments that will be added to the report.
Reference. Competency management model in the application.

You can create a single-level or two-level competency model in the application.
Single-level competency model:

e Competency 1
e Competency 2

Two-level model:

e Competency 1:

o Manifestation indicator 1.1
Manifestation indicator 1.2 - assessment
Competency 2:

Manifestation indicator 2.1 - assessment
Manifestation indicator 2.2 - assessment

o

o

o

o

Rating scales. You can create an unlimited number of any rating scales in the application.
Block “I AM THE EVALUED".

This section presents the results of the employee's assessments when he acted as the evaluated.
The results will be available if the moderator activated the item when creating the assessment:

@ Publication of assessment results in the personal account of the evaluated individual after all evaluators have given their ratings.

The results contain the following information:

e Name of the evaluated, title and dates of the assessment
e The assessment scale used,;

e Number of respondents who participated;

e Assessment results (average values);

e Comments.
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360 Assessment Application Block.

If the list of evaluators in the assessment is formed by the evaluateds, then the evaluated, in
addition to the list itself, must select coodinators. Those employees who will coodinate this list. As
a rule, this is the immediate supervisor of the assessee.

If an employee is selected as an coodinator, then it is in this section that the assessment will
appear with the list that must be coodinated. The coodinator can coodinate the list, make
adjustments to it, or not approve it.

The mechanisms of the 180/360 assessment module are presented in more detail in the section “

360 Assessment”.

Rating statuses in the Personal Account:

e Your rating is required;
e Rating given.
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The section contains 2 blocks of employee tests:

e Assigned tests;
e Passed or in progress.

Assigned tests - tests assigned by the moderator.

Passed or in progress - when you click the "Take" button, the test will move from the "Assigned"
section to the "Passed or in progress" section.

When reassigned, the test again goes to the top "Assigned" list.

In the "Completed or in progress" section, you can expand the test with the corresponding element
and see all attempts to pass the test:

696 Simple biology test ~
Attempt N° 2 0/50 Test Results
Attempt N° 1 Passed 100/50 Test Results

The list of tests contains the following elements:

number,

test name,

status,

percentage of correct answers/passing percentage,
active element for passing the test.

The test can have the following statuses:

e passed/failed;
e assigned/self-recording.
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Passed tests can have a "Show results" button. Depends on the settings in the test of the "Test
results" field.

If the employee has assigned tests, their number is displayed in the menu in a red circle.

= I EHSIE NS Quick Search E SF] COURSESPROGRAMS 58] TESTS 58] EVENTS

My university

ﬂ Notifications

Assigned
; Profile
N° Name Status %" Action
.
w My Rating
Assigned
Take >
=, MyTess 0\ 0 et 2025-02-03 2025-02-05



https://docs.brusnika.solutions/uploads/images/gallery/2025-02/F90image.png

My courses

= . B;ll‘)'tsllj-'r:l!ffae.rls_il:’lys Quick Search E 5] COURSES-PROGRAMS 58] TESTS &) EVENTS
m Notifications
; Profile
N N° Course Name Status Action
‘/V My Rating
. Assigned
Take >
=, MyTess b Blology course 2025.02-03 2025-02-05

%) My Courses

The section contains 2 blocks of employee courses:

e Assigned courses;
e Completed or in progress.

Assigned courses - courses assigned by the moderator.

Completed or in progress - when you click the "Take" button, the course will move from the
"Assigned" section to the "Completed or in progress" section.

When re-assigned, the course will again be included in the top "Assigned" list.

In the "Completed or in progress" section, you can expand the course with the corresponding
element and see all attempts to complete the course (lessons and tests):

1519 Biology course A

Passed
Attempt N°1 -- 2025-02-03 11:46 v (Assigned)

The list of courses contains the following elements:

number,

course name,

status,

active element for completing the course.
The course statuses can be the following:

passed/not passed,;

assigned/self-registration.

The passed tests in the courses can have a "Show results" button. Depends on the settings in the
test of the "Test results" field.
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If the employee has assigned courses, their number is displayed in the menu in a red circle.
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My checks

The section is designed to check open questions in tests:

e If the test contains open questions (questions that require a free-form answer);
e An employee has been selected to check (responsible for) the answers to this question;
e The testee has answered the open question.

If the three conditions above are met, the employee will have a question and an answer to it in
their personal account. The answer must be checked and graded.

My Reviews
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Incorrect

You can only select two options:

e Correct
e Incorrect.

You can add a comment to the rating. The comment is visible in the test results in reports (to the
moderator) and in the examiner's personal account.

You can switch and view the verified answer:

SHOW CHECKED

For more details, see the Open Questions section.
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My certificates

The certificates that the user received for completing courses/tests in the application are
presented.
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To display the certificate, click on the arrow, the courses and tests for which there are certificates
will be displayed. After selecting a course/test, the certificate will be displayed:

My university
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My Certificates

The certificate can be downloaded in jpeg and pdf formats.

You can upload your own template and configure the certificate settings in the application settings:

Application settings-Certificates. For more information, see the Certificates section.
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My competencies

The personal account displays the Profiles to which the employee has been added:
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You can open the profile and see what competencies and indicators of competency manifestation
are included in it.

If an employee is selected to approve/coordinate the profile, then the approval/coordination also
takes place in the personal account:

My position

Open profile and move

the slider to the right, this will mean coordination/approval.
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My events

The tab displays all external and in-person events in which the employee participates.

The following elements are available on the page:

C

Refresh List ¥
- refreshes the page;

- View: Cards -display of events card as a list or cards.

Apply to Participate in the

Event

- Submit an application for participation in an event - if the

required event is not in the event catalog, the employee can create an application for a new event.
Then, if the moderator approves it, it will appear in the event catalog and other employees will also
be able to submit an application for participation in this event.

Event card.

o

- View event details.

Add Certificate
- Add a certificate - you can upload a certificate to the event that is pre-loaded

in the certificates tab.

filled 2025-02-03 16:52
- Fill out the feedback form (if it has been added

and activated by the moderator). If the form has been filled out, this information will be displayed.

For more details, see the External/Face-to-Face Events section.
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My programs

The personal account shows the programs assigned to the employee. From the personal account,
you can view the status of the modules in the program and start completing a particular module of
the program.
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Clicking on the "Level" element opens/closes the level's contents.
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Individual development plan

A) The personal account contains individual employee development plans, as well as those in which
the employee is selected as a manager/mentor.

B) If the application settings indicate that the employee can create an IDP themselves, then the
button for creating an IEP will be available:

v ADD

C) The individual development plan contains the following key sections:

Control elements;

Employees;

Additional materials in the form of files;

Name of competencies. Competencies in turn include:

o Manifestation indicators;

o Current and target level of manifestation indicators;

o Activities aimed at developing manifestation indicators.

D) Controls include:

Export;
Delete;
Publish/Unpublish.

IDP for manager ®

D) The file section looks like this:

0j5yvkEqEhs.jpg

E) Next comes a section with competencies and their indicators:
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The logic of work and presentation is as follows:

e There is a competence (for example, competence 1);

It is manifested in indicators (for example, indicator 1.1, indicator 1.2);

There is a scale with which the current level of development of each indicator and the

target level are assessed;

In order to move to the target level of development of the indicator, development

activities must be completed;

Next, development activities are implemented, and the mentor and/or manager monitor

the status of their implementation.

e As a development activity, you can select an event from the proposed list or add a course
from the course catalog.

To add a course from the catalog, you need to start typing its name and the application will offer
options.
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