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Compensation Workbench Module 
Training for Managers
Course Duration: 2 Hours
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Agenda

Overview of CWB Module01

Access the CWB Module02

Allocate Budget03
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Objective

This training will help you understand the CWB module from a manager’s 
perspective. It will guide you to perform the various activities that you are 
required to perform as a manager through this module.

By the end of this training, you will be able to:
 Allocate budgets for compensation plans
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OHRMS

EmployeeManager

Overview of CWB

PMS Administrator

 Manages team’s objective setting
 Manages team’s appraisal
 Manages employee’s 90-day 

assessment

 Sets own objectives
 Initiates self-appraisal

 Creates performance 
management Plans

 Creates plans for 90-days 
assessment
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Manage team’s 
objective 
setting

Manage 
Employee 90 

Days 
Assessment

Manage team’s 
appraisal

Role of a Manager in PMS 
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Access PMS Module 

Enter your login name and 
password to login
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Home Page of the Manager 

Notification panel where FYI or 
actionable items are displayed.
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To manage performance of an employee, go to the Home Page, click the 
Team’s Performance Management tab, and then click the Performance 
Management link

Access Performance Management

Click this link to manage 
performance of an employee. 
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Agenda

Overview of PMS Module01

Set Objectives02

Perform Appraisals03

Conduct Employee 90 Days Assessment04
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Objective Setting

 Accessing Reviewer 
Worker Changes

 Reviewing Objectives
 Viewing Details
 Adding Comment for 

the Employee

Appraisals

 Accessing 
Employee 90 Days 
Assessment

 Selecting and 
Appraising the 
Employee

 Checking the 
Overview of the 
employee

 Providing and 
Submitting the Final 
Ratings

 Viewing the 
Appraisal Details

Employee 90 Days 
Assessment

 Accessing 360 
Degree Appraisal

 Selecting and 
Appraising the 
Employee

 Updating the 
Appraisal

 Viewing Employee 
Driving License 
Information

Objective Setting
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To review the employees who have completed their objective settings, click the 
Go to Task icon for Review worker changes task.

Objective Setting: Access Reviewer Worker Changes

Click the Go to Task button to 
check the employees who have 

completed their objective settings.
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In the Review Changes screen, click the Action icon for the employee whose 
changes you want to review

Objective Setting: Review Changes

Click the Action button to perform 
a task for the selected employee.
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The manager may conclude the review by clicking on the Reject, Approve, 
Approve and Finish buttons.
To incorporate additional changes, click on the Request Further Action button 
to resend to the employee.

Objective Setting: Review Changes

Click the appropriate button to 
perform the required action.
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Objective Setting: View the Details

The details of the selected 
objective.

Click the appropriate button to 
perform the required action.
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Objective Setting: Comment for the Employee

After entering the comments, 
click on the Submit button.

The manager may add a comment for your employee that the employee needs to 
incorporate. After adding the comment, click on the Submit button.

Enter the comments for the 
employee, which he/she needs 

to incorporate.
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Check Your Understanding

Which button is to be clicked to resend the objectives to the concerned 
employee?
 Cancel
 Request Further Action
 Reject
 Approve and Resend
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Agenda

Overview of PMS Module01

Set Objectives02

Perform Appraisals03

Conduct Employee 90 Days Assessment04
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Appraisals

 Accessing Reviewer 
Worker Changes

 Reviewing Objectives
 Viewing Details
 Adding Comment for 

the Employee

Appraisals

 Accessing 
Employee 90 Days 
Assessment

 Selecting and 
Appraising the 
Employee

 Checking the 
Overview of the 
employee

 Providing and 
Submitting the Final 
Ratings

 Viewing the 
Appraisal Details

Employee 90 Days 
Assessment

 Accessing 360 
Degree Appraisal

 Selecting and 
Appraising the 
Employee

 Updating the 
Appraisal

 Viewing Employee 
Driving License 
Information

Objective Setting
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Perform Appraisals: Access 360 Degree Appraisal

Click the Go to Task button for 
Manage appraisals: 360 

Degree Appraisal.

In the Performance Management screen, click the Go to Task button for 
Manage appraisals: 360 Degree Appraisal.
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Perform Appraisals: Select and Appraise the Employee

After entering the comments, 
click on the Submit button.

In the Appraisals In Progress screen, select the employee whose appraisal you 
want to update and then click the Appraise button.

After entering the comments, 
click on the Submit button.
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Perform Appraisals: Update Appraisal

Click the Update 
Appraisal button.

The manager will be redirected to this screen. From here, the main appraiser can 
update and give rating to the selected employee.
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Perform Appraisals: Rate Competencies

Select the appropriate rating 
for the competency from the 

drop-down list.

In the Update Appraisal screen, the manager may rate the competency by 
selecting the appropriate proficiency rating. 
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Perform Appraisals: Rate the Objectives

Select the appropriate rating 
for the objective from the 

drop-down list.

In the Update Appraisal screen, the manager may rate the objective by 
selecting the appropriate proficiency rating. 
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Perform Appraisals: View Competency Gaps

In the Update Appraisal screen, the manager can also view the gaps 
in competency. 

Click the View Competency 
Gaps button.

Click the Ok button after viewing 
the competency gaps

After viewing competency gaps, click the Ok button.

1

2
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Perform Appraisals: View Appraisee Questionnaire

Appraisee questionnaire

In the Update Appraisal screen, the manager can view the appraisee
questionnaire. 
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Perform Appraisals: Complete the Questionnaire

In the Update Appraisal screen, click the Complete Questionnaire 
button. 

Click the Complete 
Questionnaire button.

Complete the following questions.

1

Complete the following 
questions.

After completing the questions, 
click the Apply button.

2
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Perform Appraisals: Share Feedback

In the Update Appraisal screen, the manager can share his feedback by writing 
the comments. 

Enter the comments to 
share your feedback.
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Perform Appraisals: Overall Rating and Comments

In the Update Appraisal screen, the manager can provide his overall rating and 
comments. 

Select the rating from the Overall 
Rating drop down and enter the 

comments.

After giving the overall rating 
and comments, click on the 

Apply button.
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Perform Appraisals: Final Rating for Competency

Enter overall comments. Give the final rating.
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Perform Appraisals: Final Rating for Objective

Enter overall comments about the 
appraise’ s objective ratings.
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Perform Appraisals: Complete the Appraisal

Click the Submit button.

In the Review page, click the Submit button to complete the appraisal 
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Perform Appraisals: View the Appraisal Detail

The details of the appraisal.

At the end the appraisal detail will appear.
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Check Your Understanding

You can rate both Competency and Objective.

State True or False.
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Agenda

Overview of PMS Module01

Set Objectives02

Perform Appraisals03

Conduct Employee 90 Days Assessment04
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Employee 90 Days Assessment

 Accessing Reviewer 
Worker Changes

 Reviewing Objectives
 Viewing Details
 Adding Comment for 

the Employee

Appraisals

 Accessing 
Employee 90 Days 
Assessment

 Selecting and 
Appraising the 
Employee

 Checking the 
Overview of the 
employee

 Providing and 
Submitting the Final 
Ratings

 Viewing the 
Appraisal Details

Employee 90 Days 
Assessment

 Accessing 360 
Degree Appraisal

 Selecting and 
Appraising the 
Employee

 Updating the 
Appraisal

 Viewing Employee 
Driving License 
Information

Objective Setting
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Conduct Employee 90 Days Assessment: 
Access 90 Days Assessment
In the Performance Management screen, click the Go to Task icon for Manage 
appraisals: 90 Days Assessment.

Click the Go to Task button for 
Manage appraisals: 90Days 

Assessment.
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Conduct Employee 90 Days Assessment:
Select and Appraise the Employee
In the Appraisals In Progress screen, select the employee who you want to 
assess and then click the Appraise button.

After selecting the employee, 
click the Appraise button.

Select the employee you 
want to access.
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Conduct Employee 90 Days Assessment:
Check Overview of Appraisee
In the Competencies section, assign the Proficiency Rating for each 
competency and click the Continue button.

Click on the Continue button
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Conduct Employee 90 Days Assessment:
Check Overview of Appraisee
In the Overall Rating and Comments section, click the Apply button.

Click on the Apply button
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Conduct Employee 90 Days Assessment:
Provide Final Ratings
In the Main Appraiser Review screen, click the Give Final Ratings button and 
in the next screen, give the ratings.

Give the ratings.

Click on the Give Final 
Ratings button.
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Conduct Employee 90 Days Assessment:
Submit Ratings

Click the Yes button.

Click the Submit button.

1

2

As the final step, review the ratings and click the Submit button.

Click the Yes button to complete the approval.
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Conduct Employee 90 Days Assessment:
View the Appraisal Details
In the Complete Appraisal section, you can view the completed 
appraisals.

The details of the appraisal.
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