
Share feedback, notes, articles, or links with 
employees and peers. 

You can also send notes to yourself as 
reminders, or for future reference.

Use the Learning area for quick 
access to your learning activities. 
Activities will appear in order of 
due date.
• Click        to access the 

learning catalog and add 
more activities.

• Click the tile to view the
complete details.

• Click        Launch to open the 
course directly.

• Click        to copy the link to 
an activity and share it with 
someone via email.

• Click        to view training 
location and schedule details.

• Click        to access resources 
associated with that activity. 

• Click My Learning to see a
complete list of your learning 
activities.

Quick Reference Guide - Managers

© 2017 Halogen Software Inc. All Rights Reserved. 1 / 5

Your Home page highlights everything you need to manage your own performance. Stay on top of your goals, development plans, 
tasks to complete, and feedback.  Easily keep yourself on track by updating activities, completing tasks, preparing for performance 
conversations and sharing feedback - all from your personalized dashboard view. 

Note: Use the Navigation Bar to go to the areas of the site.  Using the browser’s Back button could result in lost data.

Using your Home page

Click the Main Menu icon to 
access your My Performance, 
Task Status, Talent View, etc.

Check the tasks area to see what you need to do. Tasks appear in order of due date and status.
• Click the tile to open the task.
• Click Task Status to view the status page.
• Hover over the Process icon        to see the process title.
• Hover over the tasks to see navigation arrows to access additional tasks.
• Click All Tasks to see a comprehensive list of tasks.
• Look for a number on the card        letting you know how many subtasks you have under 

that task.

Click your Profile 
picture        to view 
and update your 
profile, configure 
your settings, or to 
log out. 

Keep your eye 
on the Feed for 
a continuous 
update of feedback, 
approvals, etc.

Use the All tab 
to view updates 
associated with your 
direct reports.   

Click        to configure 
the types of activities 
that will appear in 
your feed.

Use Shortcuts to get to key areas 
such as 1:1, View Reports, View 
My Employees, Search for Talent, 
etc.

Use Bookmarks 
to access 
helpful online 
resources. 

Use Connections to view your 
team and search for colleagues.  

You can also access Talent View, 
view profiles, send feedback, 
and open 1:1 for your direct 
reports.

Create or update goals and development plans 
right from the Home page.

Up to four items will be displayed (based on due 
date, then modified date). Click All Goals or All 
Development Plans to see additional items.
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Your tasks appear at the top of the Home page in priority order. In addition, you may receive an email notification when you have 
a task to complete.  Note: Emails could end up in your junk mail folder if you do not add permissions to your mail client. Contact 
your administrator if you need help.

This page provides a task status overview and, depending on the process, it may include a link to complete a task.  

From your Home page, click the Task Status link either within the Task title or from the Main Menu.    

Accessing your tasks

Viewing the Task Status and Mini Status Reports

Working with tasks

Click View Status to open  
summary information  
about the status of specific 
steps in a process.

Refer to page 3 for information on working with a form.

Once all tasks are complete, you can view your employees’ completed forms in the Past Evaluations section in My Employees. 
Employees will also be able to access their completed forms in the Past Evaluations section in My Performance.        

Either the form will open

the task window will open.  
From here, click the link under 
the Task column. 

To open a task, click the tile.  

or
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Printing or Saving as PDF Saving vs. Completing Using the Split Screen

Click the Print icon,  
and then choose either XPS printer, 
PDF generator, or regular print.

When printing a hard copy:

1. In the popup window, select
Normal Print or Condensed
Print.

2. To keep sections together on a
page, deselect Allow Sections to
break across pages.

3. Click OK when finished.

1. Click the Split Screen icon.
2. From the dropdown, select the

item that you want to display. The
split screen widow will open at the
bottom of the form.  Copy and paste
information directly into the form, if
desired.

3. Click the X to close the split screen.

Depending on your role and the current 
step in the workflow, the buttons at the 
top of the form may vary. 

• Click Save if you want to save a draft
and return later to add additional
content.

You are encouraged to save your
work on a regular basis. If no activity
has been detected for a certain
period of time, the system will
warn you of inactivity.  You will get
a message asking if you would like
to continue working. If no action is
taken when the message displays,
you will be logged out and will lose
any unsaved work.

• Click Complete only when you are
finished the form and are ready to
move to the next step in the process.

Once you select Complete, you will 
no longer be able to edit the form 
without contacting your Halogen 
Administrator. 

Some of the features available as you work with a form are described here. The icons are explained below. 

Working with a form

Check Spelling

Check Language

Click the Check Spelling icon          
to check the entire form for spelling 
mistakes. Note: The Check Spelling icon 
also appears in sections within the form 
and allows you to check spelling for 
individual sections.

The Check Language tool  
will flag words that may be offensive  
and offer suggestions for replacement 
words; such as replacing the word “lazy” 
with “unmotivated”.  

With an employee’s form open, use the 
split screen to view Employee Records 
such as goals, development plans, 
feedback, and past appraisals. 
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Using reports 

Working with reports

To access reports, click the View Reports tile on your Home page. Here, you can generate and review many reports based on your 
data and processes. 

With each report there are 
multiple actions that you may 
take:

Generate Report

Edit Report

Hide Report

Make Favorite

Delete Report 

As an example, use the following steps to set up your Status Report.

2. Determine the view. 3. Select your filters. 4. Group your data.

5. Customize your chart view. 6. Save and share your preferences. 7. Run your report any time.

1. Click the Generate Report icon.



Click Add New Goal to open the 
goal details window.

Enter the goal Weight, Title, 
Description and a Due date.

If organizational goals have been 
established in the process, you 
can link the goal to a predefined 
organizational goal.   

Click the Link icon to open the 
linking goals window.

1

2

3

Click OK when you’re finished.4

Assigning a goal to  
multiple employees
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Within your Home page, click the 
Task Status link of the process.  

Then, select the checkbox beside the 
employee’s name. 

Setting well-defined and measurable goals is an important part of ensuring clarity and alignment needed for high performance. 
Sometimes a goal may be applicable / relevant for a number of employees.  As a manager, you can assign a goal to multiple 
employees at once as part of a process within the Manager Writes task.

Note: In order to assign a goal to multiple employees, they need to be participants in an active process in which you can add 
goals.  
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