How to do ‘Push Process’ goal in PMS.

You can follow the below steps for ‘Push’ goal on Zing HR :

IMP : Push process will helps to admin and managers to avoid one level approval and
push next one level for approval.(Only one level can avoid or skipped)

1. Login to your Zing HR account.
2. On the home screen left-hand top side click on select menu, then ‘PMS © as shown
below.
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On the new window please click on the ‘Admin Menu’ and select the ‘Process
Re-Initiation’
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Ra B3jaj e

Ravi

001 | Goal Creation Completed | MAIL check test | Annual
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Next on the Process Re-Initiation page select the ‘Push Process’ tab.



Process Re-Initiation

New-Initiation Change [ Hold Process Reset Delete and Sync Push Process

ForAssessmentYear: | 5010 puS test v

Policy applied: | ~ . z

Process: Goal Setting Goal Approval Goal Evaluation Competency Evaluation

Phase: n

Emp Code / Name

054
Geeta M Bajaj

1003
Minoti Bajaj

Select ‘For Assessment Year* (Policy) from ‘for assessment year’ dropdown.

Process Re-Initiation

New-Initiation Change / Hold Process Reset Delete and Sync Push Process

For AssessmentYear: | ;0,4 _ AL check test v

2020 - MAIL check test
2018 - Demo policy
2018 - Zing test
2018 - PMS test

Policy applied:

Process: \petency Evaluation

Emp Code / Name

Select Process, Phase and Level.

Select ‘Policy Applied’ from policy applied dropdown.



Process Re-Initiation

New-Initiation Change / Hold Process Reset Delete and Sync Push Process

For Assessment Year: 2020 - MAIL check test v

Policy applied: =3 @

Process: Goal Setting Goal Approval Goal Evaluation Competency Evaluation

Emp Code / Name

Select Process, Phase and Level.

Select the ‘Process’ and ‘Phase’ as per shown in below (‘Phase’ will be visible after the
selection of ‘Process’)

New-Initiation Change / Hold Process Reset Delete and Sync Push Process
ForAssessmentYear: | 507 . MAIL check test 'V
Policy applied: Common v
Process: Goal Setting Goal Approval Goal Evaluation Competency Evaluation
Emp Code / Name Process

Select Process, Phase and Level.

New-Initiation Change / Hold Process Reset Delete and Sync Push Process
ForAssessmentYear: | ;070 . MAIL check test v
Policy applied: | Corman <
Process: Goal Setting Goal Approval Goal Evaluation Competency Evaluation
Emp Code / Name Process

Select Process, Phase and Level.




After the selection of ‘Phase’, employee list will be displayed.
Select the employee and click on the ‘Push Process’ button.

Note - Policy will be ‘Push’ only one step ahead.

Emp Code/Name Process
054
Geeta M Bajaj Goal Settings
1003
Minoti Bajaj Goal Settings
1004
Prasad T Rajappan Goal Settings
2005
Trunali Patil Goal Settings
2014

Jitendra Gohil Goal Settings

| rustroes |

Pending With On Level

Geeta Bajaj(Appraisee / Self)

Minoti Bajaj(Appraisee / Self)

Prasad Rajappan(Appraisee / Self)

Trunali Patil(Appraisee / Self)

Jitendra Gohil(Appraisee / Self)

Click ‘OK’ for the confirmation and done it!

Confirmation

Do you want to proceed?

10

Then this policy will be reflect in next step.

New-Initiation  Change/HoldProcess ~ Reset  DeleteandSync PushProcess
For AssessmentYear: | 5050 AL checktest v
Policy applied: | ¢ =

[l Gosisetting  GoalApproval  GoalEvalustion  Competency Evaluation

Phase: -

ESil  L1-Appraiser/Manager L2~ Skip Level Appraiser/Manager2 L3~ Reviewer
Emp Code / Name Process Pending With On Level
2006
Nitin Makharia Goal Approval Rajeshwar Narvekar{Appraiser / Manager) 6 4
2014
Jitendra Gohil Goal Approval Rajeshwar Narvekar{Appraiser / Manager) ¥




