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Effective Practices for
Processes, Workflows
and Tasks




Agenda

” Evaluation 5-Step Process

9 Building Effective Processes

9 Constructing Customized Workflow

a Providing Data Transfers from Form to Form

e Setting Up Automations
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Begin with
the end In
mind!

Dr.
Stephen
Covey
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Evaluation Five Step Process

Step 1*

e Description
e Name, Job
Type, Category
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Step 2*

e Tasks
e Forms,
Workflows,
Calendar
Meetings
e Buildingthe
Process

Step 3

e Data Transfer

e Moving data
fields across
forms

Step 4

¢ Deadline

e When the
process ends

Step 5

e Automation

e Group of users
can be mass
assigned to a
process based
on defined
criteria




Tasks

Step 1- Description® Step 2 - Tasks* Step 3 - Data Transfer Step 4 - Deadline Step 5 - Automation

Tasks Groups

Building Effective Processes

1. Start with identifying your job profiles crouns [

2. Decide what will be the tasks for the job profiles

3. Identify the supervisor’s role and responsibilitie “District defined tasks

4. Create workflows and structures for your district

5. Formulate a decisive timeline aligned with <Organized
instructional expectations Experience Iy

6. Product a defined list of tasks for performance

improvement plans
7. Review, assess and synthesize desire outcomes
throughout the year of the processes
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Constructing Customized Workflows

Approva What is the meaning
Signature
Revicis l of each step?

Supervisor, unless Assigned Evaluator
Supervisor

Assigned Evaluator

Direct Report

Specific User

Member of a Group

Role

Either Supervisor or Assigned Evaluator

Ste p‘ Type reguired

| v

Approver | requred|

| E

Disclaimer

Who approves the
steps?
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Constructing Customized Workflows

Approva What is the meaning
Signature
Revicis l of each step?

Supervisor, unless Assigned Evaluator
Supervisor

Assigned Evaluator

Direct Report

Specific User

Member of a Group

Role

Either Supervisor or Assigned Evaluator

Ste p‘ Type reguired

| v

Approver | requred|

| E

Disclaimer

Who approves the
steps?
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Providing Data Transfers from Form to Form

Step 1 - Description®

Step 2 - Tasks*

Step 3 - Data Transfer

Step 4 - Deadline

Step 5 - Automation

-
Source

Form: 2. Beginning of the Year Goal Setting

Question: Goal #3 (optional)

Long Answer

Destination

Form: 5. Goal Setting Reflection
Question: Goal #3 (optional)
Destination field is: ReadOnly

PN
EDIT o

Source

Form: 2. Beginning of the Year Goal Setting
Question: Goal #2

Long Answer

Destination

Form: 5. Goal Setting Reflection
Question: Goal #2
Destination field is: ReadOnly

— N\
EDIT o

Source

Form: 2. Beginning of the Year Goal Setting

Question: Goal #1

Long Answer

Destination

Form: 4. Goal Setting Mid-Point Review
Question: Goal #1
Destination field is: ReadOnly

=~
EDIT °

Source

Form: 16. Informal Observation #1

Question: Overall Observation Score
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Calculation

Destination

Form: 18. Summative Evaluation
Question: Informal Observation #1 Scaore

Destination field is: ReadOnly

N
EDIT o




Setting Up Automations

Step 1 - Description* Step 2 - Tasks* Step 3 - Data Transfer Step 4 - Deadline Step 5 - Automation

|
Note: Automations generate lists of staff that meet the following criteria and belong to the job types selected on "Step 1 - Description” of the process builder. Upon automation completion, navigate to HR Tools
Dashboard to review the list and utilize the Bulk Action drop-down to assign the staff list to the selected process. o

1 [ Last Completed Eval Name v] [ EQUAL v] [ Teacher - Probationary Evaluat VJ X Remove

[ + Add Criteria ]

® Al criteriaaretrue. O Any criteria are true. 0 Clear

When to Run Automation

R

Save & Preview
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Let’s Demonstrate!




Q Questions/Opportunities

Fred.Scott@PowerSchool.com
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