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Welcome to BLOOM®
Employee Quick Start Guide

The following Quick Start Guide covers the instructions for the most
pertinent areas for employees to view development tasks due in the
next 30-days, celebrations, announcements, resource center features,
and BLOOM Buzz feedback from peers. BLOOM® allows you to work
with your manager to clarify expectations, and update your progress to
achieve mutual success. You can even update your personal
information and set personalized, dynamic, and relevant goals for
yourself. You have the tools you need for your success with BLOOM®.

Getting Started
Logging into BLOOM®.

1. BLOOMP® is accessed via www.simplybloom.net/new.
To login for the first time, please follow the instructions provided in
the email invitation from the BLOOM system. You will be asked to
follow the link and enter the code provided. Then you will verify your
email and create your password and security questions for the future.
Note: the initial login code will expire in 72 hours. Contact HR to have

another invitation and code sent.
3. After the first login, access BLOOM® using your:
a. Email
b. Password
If you forget your password, please use the FORGOT PASSWORD
link on the login page and follow the instructions to reset your
password.

4. Once logged in, your personalized Dashboard will appear. This
includes your items due in the next 30 days, current announcements,
celebrations, resource center featured items, and the BLOOM Buzz
team feedback loop.

5. Along the top are the four navigational links: Dashboard, People,
Grow, and Profile.

Please contact us if you have any questions at support@bloomware.com and 574.970.1322.
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Good morning Rhonda

My Items due in 30 days Resource Center

This area is where your prganization has loaded links to commoanly used websites, important
documents, and other valuable information

4 Nancy Gent
© Don Bixler (12/20) 14 year work anniversary BLOOM Buzz O Give Kudos

Celebrate the accomplishments of your team by giving some Kudos today!

Sally Cooper
Thank you

Announcements a

2022 Holiday Schedules

10/15/2022 Our offices will be closed on the following days.
Wishing you and yours a Happy and Safe Holiday Season!Thursday
Nov 23 - Thanksgiving DayFriday Mow 24Friday Decamber
22thMonday December 25th - ChristmasFriday December
29thMor

i Don Bixler
W Thank yol p with Project V

Mana C. 28 P

Contact Support Anytime

At any time, to contact support, use the SUPPORT link in the Profile
dropdown. Let us know if you have questions or concerns, and we will
respond via email.

In this guidebook, we are going to start with the Dashboard navigational tool.
As you read through the information, note how these are personalized to you.
If nothing has been developed for you in the areas possible, links will not
appear. The Dashboard is the overall picture of you and the organization, and
it includes People, Grow, and Profile highlights.

IMPORTANT NOTE:

As you work through the system, remember to click the Update or Submit
button on all pages to save your data. If you do not click Update or Submit,
your information will be lost and it cannot be restored.

Getting Started in the Dashboard

There are multiple sections under the Dashboard. Each section has various
links providing you with the ability to manage and organize your role within
the organization. You may have a few more or few less sections on your

Please contact us if you have any questions at support@bloomware.com and 574.970.1322.
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Dashboard depending on what has been developed as your performance
dialogues, individual goals, training and strategic assignments.

My Items Due in 30 Days

The first section of your dashboard page is My Items Due in 30 Days. This is a
key communication tool to link you with your supervisor and HR about your
upcoming due dates for your development. This is an easy and powerful
communication tool that pinpoints communication relating specifically to your

role, development and overall success of the company.

Items that will show here when they are due:
o Self Reviews
e Development Goals
o  Growth Plan assighments
e Activities for learning and development

Simply click on the link available in this section and it will take you straight to
the due item located within your Profile menu or the Grow section of BLOOM.

Good evening Rhonda

My Items due in 30 days

4 Goals Due
1 Self Dialogues Due
22 Activities Due

Celebrations
This section will show work anniversaries and birthdays for the week.

Celebrations

Rhonda Loveday (12/10) 21 year work anniversary
Rhonda Loveday (12/11)

Nancy Gent (12/20)

Don Bixler (12/20) 14 year work anniversary

Lea Bosse (12/22)

IE O IE [E 0

Please contact us if you have any questions at support@bloomware.com and 574.970.1322.
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Announcements

This section showing organization announcements that HR makes available to
the organization. Photos and files may appear for employees to access
additional information.

Announcements

2022 Holiday Schedules

10/15/2022 Our offices will be closed on the following days.
Wishing you and yours a Happy and Safe Holiday Season!Thursday
MNov 23 - Thanksgiving DayFriday Nov 24Friday December
22thMonday December 25th - ChristmasFriday December
25thMonday Jan 1st - New Years Day

View announcement

Strategies for Growth, Even in Down Times

09/06/2022 CONSIDER NEW MARKETSDC NOT RUSH THE
DECISIONFOCUS ON PROFITS
View announcement

QS 9000 Certification

07/23/2022 Congratulations to everyone who worked hard in
meeting the requirements for our QS9000 certification! Your hard
work is appreciated as we move forward to the auditing process
and continual process improvement in the future.

View announcement

View all Announcements

Resource Center

These are featured links to Resource Center assets that HR can make instantly
available to employees on the Dashboard. These can change at any time to
share priority items with the organization.

The Resource Center can support a robust database of files (all types) for
employee access, which can be categorized as setup by HR.

Please contact us if you have any questions at support@bloomware.com and 574.970.1322.
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Resource Center

This area is where your organization has loaded links to commeonly used websites, important
documents, and other valuable information.

& BLOOM Playbook

@ Blue Cross Blue Shield

& Schedule GoToMeeting Now
@ Timeforce - Time & Attendance
& TruPay Portal

View all Resources

BLOOM Buzz

BLOOM Buzz in an interactive tool for employee to five one another public or
private feedback. Posts can also be associated to the organization’s Core
Values and any development Goals that the employee has allowed to be
made available for others to assign (by title only).

Once a post is submitted, other employees may also share additional
comments in the thread of any one Kudos post.

Give Kudos is the button to click to make public feedback to another
employee for everyone to celebrate and comment on.

Give Feedback is the button to click to make private feedback that only the
employee and his/her supervisor can see in the employee’s profile in the
Kudos/Feedback section.

All Kudos and Feedback can be posted anonymously. We do not encourage

giving anonymous Kudos and Feedback to support creating a transparent
culture.

Please contact us if you have any questions at support@bloomware.com and 574.970.1322.
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BLOOM Buzz © Give Kudos H © Give Feedback

Celebrate the accomplishments of your team by giving some Kudos today!

Sally Cooper
. Thank you....
Core Values: Honesty

Mena Carter (06/02/2022 02:37 PM)

Write a comment...

Don Bixler

WY Thank you for your help with Project V
Mena Carter (06/02/2022 02:29 PM)

Write a comment...

Nancy Gent
Great job Nancy

Douglas Moris (12/25/2021 11:43 AM)

Write a comment...

Jane Doeder

» Thank you for the help today!
Core Values: Teamwork
Sally Cooper (05/25/2021 01:57 PM)

Getting Started in Your Profile

a—

People \ Prafile

Rhonda Loveday

Roles Dialogues Goals  Activities  Kudos & Feedback  Journal  Files  Logs

Profile

A My Items due in 30 days: Goals Due (4) Self Dialogues Due (1) Activities Due (22)

Date Hired Email

12/10/2001 & rhondal@bloomware.com
Birthday Gender

12/1 Woman

Please contact us if you have any questions at support@bloomware.com and 574.970.1322.
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The Profile link in the upper right corner of the navigation will take you to all
of your development sections. The Profile main page only shows the
information that you have entered into your Profile.

Peaple\ Profile |, it

Rhonda Loveday

Roles  Dialogues Goals  Activities  Kudos & Feedback  Journat

O

Files  Logs
Edit profile
First Name* Middle Name Last Name* Profile Picture
Rhonda A Loveday & Change
Security Level* Work Type Date Hired* Date Depart
PERSONAL Select v @ 1271002001 Active
BLOOM Information
Email* Password Secret Question Secret Answer
rhondal@bloomware.com & Change Select ane v
st updated
BLOOM ID Local Time Zone Date Format Time Format
RPOLAN Eastern (USA/Canada) ~  Month / Day / Year (12/08/2022) ¥ 12 hour (08:33 AM) ~
Lacal Time: 0833 AM
Language
English

Click Edit Profile to update your profile information. Note that most
information will only be available to you, your manager, and administrators.

Dashboard - Grow + e Profile +

About Me

Month of Birth

12

Gender
Woman

Drivers ID

Kolbe A

Select

My Background

Day of Birth

hd n

Pronoun

v~ Select

Company ID

Kolbe A Index

Year of Birth

1962
Year hidden an birthday list
Ethnicity

Caucasian / White

DisC

Select

Marital Status.

Married v

Biography
B|I|L|=]|:=

Experience
B|I|L|=]|:=

Education / Experience Level

B|I|Y|[:==|v|:.=|v

Training

B I

(=4
|
<
i
<

Please contact us if you have any questions at support@bloomware.com and 574.970.1322.
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To share more information about you with co-workers, complete the About
Me and My Background sections. Much of this information will be available in
your Profile in the Organization Chart in the People section of BLOOM. This is
an organization directory sharing more about team members.

Roles

The Roles section holds your job profile / description information. You can
view your most current job description by clicking the Active Role link. Also
listed are the versions of prior role descriptions that you held in the past with
your organization.

T Dashboard - Grow+ (@) Profle +
Rhonda Loveday
Roles

Role Title Status Effective Date Reason Supervisor

Administrative it 07/23/2018 Pay Change Mona Carter
Role Files

B Mot
8 Adr

This will bring you jay in your work place. (Date Crasted 03

tant Handbook Please use this as a sterting guide. (Os

Inactive  10/29/2017 Role Cade Revision Mona Carter

Inactive  07/09/2015 Pay Change Mona Carter
Inactive 07/04/2015 Pay Change Mona Carter

fhactive  07/04/2013 Role Code Revision Mona Carter

Inoctive | 04/07/2011 Role Code Revision Christine Robinson

Inactive  11/16/2010 Role Code Revision Christine Robinson

Performance Dialogues

Click Dialogues to view currently due and past complete Performance
Dialogues / Reviews. To view past, completed Dialogues, click on each blue
link in the Completed section and you will see a PDF printable version of your
past reviews. You may also find past performance reviews in your Files section
in the Profile navigation if your past reviews were completed in another
system prior to using BLOOM.

Please contact us if you have any questions at support@bloomware.com and 574.970.1322.
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cusoor [ oo+ @°rfle+

Feaple | Profile | Dialogues

Rhonda Loveday

Profile  Roles Goals  Activities  Kudos & Feedback  Journal Files  Logs

Dialogues

@ Pending dialogues

Dialogue Date Due Evaluator Self Dialogue Evaluator Person Upper HR HR Final

type Evaluator Status Status Meeting Signoff Signoff Manager Approval Approval

Performance  10/30/2022 Pending pending Pending Pending Pending Pending Pending pending
Mona Carter

Completed dialogues

Dialogue type Evaluator HR Final Approval Rating

& Print Coaching Mona Carter 02/01/2017 Meets Expectation
& Print Performance Mena Carter 06/24/2015 Needs Improvement
& Print Performance Shelley Maore 02/19/2010 Meets Expectation

To complete a current Self Dialogue, click on the blue Pending Dialogue Type
link to open the due Dialogue form. You will find the following details: the
Dialogue type, date due, and who will complete, and the each of the sections
to complete.

«Back Dashboard - Grow+ (@ profile +

Performance Dialogues Evaluator Rating Self Rating
Role: Administrative Assistant
Evaluator: Mona Carter (Supervisor)
Date Due: 10/30/2022

Dialogue Details ~

KRA Evaluator Status Self Status

In Progress Not Evaluated

@ Evaluate | De not Evaluate @

What are the key areas of responsibility?

KRA Rating Details ~

Competencies Evaluator Status Self Status

Not Evaluated
@ Evaluate | Do not Evaluate @

How does the person perform based on the unique competencies assaciated to their role?

Competencies Rating Details ~

Core Values Evaluator Status Self Status

Not Evaluated
@ Evaluate | Do not Evaluate @

Does the person advocate and embody the Core Values of the organization?

Please contact us if you have any questions at support@bloomware.com and 574.970.1322.
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Steps for Completing your Self Dialogue:

1. Open the pending Dialogue by clicking on the Pending Dialogue Type
blue title.

2. Youare now in your pending Dialogue form. Scroll down and click on
each section’s blue Evaluate link located on the right side, under the
red Self Status bar. Open each section to complete your rating and
comments.

a. Read the criteria to rate and comment about.

b. Below each criterion, a 3, 4 or 5 point rating scale will appear
in the dropdown box. Based on your objective view about
your own performance, rate how well you feel you’ve
accomplished the criteria listed. If you're not sure how to
rate yourself, there is a blue link titled View Rating
Description that breaks down the rating system for you.

c. Complete any Self Dialogue Comments in each section. Share
why you selected the rating you did (not required). Be sure to
share the improvements you want to make in the months
ahead, and the accomplishments you have made in the past
since your last review.

d. Click Update on each screen. Failure to click the update
button will result in the information not being saved.

3. Once you’ve completed each section, the red bar will change from red
to green. Your rating score for the section will be calculated based on
the ratings you selected for each section.

4. Complete each section as stated above until all sections are green.
Your manager will be able to see your ratings and comments. Your
manager will provide a form including both of your comments at the
time of your Performance Dialogue discussion.

5. After your discussion you will be asked to go back to your pending
dialogue and Approve that the dialogue is complete. You can share
the completion date and any comments about the dialogue
outcomes.

6. In the final Signoff, you can share whether you agree with the final
outcomes of the process. This information will be reviewed by HR
and upper management.

Please contact us if you have any questions at support@bloomware.com and 574.970.1322.
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Goals
In your Profile top navigation click on Goals. This section allows you to review
and update any development Goals set by you and your supervisor. Goals can
be completed and new Goals developed as needed.

€ Back Dashboard - Grow + 9 Profile +
Goals

Status: Active (4) Completed (1) Sort: Goal $ Date Due 4F

Become proficient in Microsoft Publisher
Priority: Medium Phase: 6-12 months Goal Met: Pending
Goal Objective

| want to do something awesome!
Priority: Medium Phase: 1-3 months Goal Met: Pending

Organize Fall Company Picnic
Priority: Medium Phase: 1-3 months Goal Met: Pending
Goal Objective

Take advanced Excel class
Priority: Medium Phase: 3-6 months Goal Met: Pending
Goal Details

Updating /Adding Your Goals:
To update or enter individual Development Goals, complete the following

process. Repeat for each goal to update.

1. Click on the Add Goal button in the top right corner of the Goals page.

7
Date Due @

Private

Progress

e
Date Due & Edi

10/30/2020

Private

Progress

¥ Edi
Date Due @ ke

10/31/2020

Progress

e
Date Due & Edi

12/04/2020

Or click on an existing Goal if you want to modify it

following details.
a. Goal name/ title
b. Start and Due dates

Review or modify each section of the Goal detail which includes the

c. Stateif the Goal is to be done in phases, choose the time

phase

d. Prioritize the Goal based on its importance
Use the slide rule to share the Progress and current %

completion

Add a Description about why this Goal is important
g. Goal Objective (what specifically is to be completed)

Please contact us if you have any questions at support@bloomware.com and 574.970.1322.

Il |[Page


mailto:support@bloomware.com

LHYom

h. Goal Action Plan (the steps you will complete for the Goal)
i. Goal Measurement (how will completion of the Goal be

measured)
j.  Goal Support (support you need from others to complete the
Goal)
€ Back Dashboard - Grow + erﬂle '
Goals
Goal* Date Start* Date Due
Become preficient in Microsoft Publisher 8 03/31/2019 M 09/29/2020
.
Private Phase Priority Progress
®Yes ONo 6-12 months v Medium v
Change % completion
Description
B|I|U|:=Z|viZlv= =]l LA~
Goal plan
Goal Objective
Critical Behaviors and Goals: What intended behaviors do | need to model or exhibit to be successful?
B|T|Ui=|vli=||l3 v Sl LA~

To be fluent enough in the program to take over the company newsletter.

Goal Action Plan
What steps are needed to achieve success (assignments, coaching, formal training)?

B|(IT|Y|i=Zfv|i v ===l A~

3. Upon completion of a Goal, you will complete the remaining fields on
this page.
a. Was the Goal met? There is also a pending option.
b. Who evaluates the succes of the Goal
c. Date Complete
d. Outcome
4. Atany time, you can date-stamped Goal Notes to share progress
along the way. These can be added by you or your manager. Click
Add Note, type in a comment, and click Add to post your note. our
note and click Update. Your note will automatically be date stamped
with your name.
5. Click Submit on the bottom of the screen to save your answers.
6. Repeat steps to add or edit more Goals.

Please contact us if you have any questions at support@bloomware.com and 574.970.1322.
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My Learning Activities

Under My Learning Activities, various training Classes and Programs can be
accessed if they are assigned to you. You can view and register for required
and optional training classes open specifically to you.

When you open My Learning Activities, an overall menu appears. From here,
you can view Incomplete Training assigned to you and Completed Training.

To register for an Incomplete Class, simply click on Incomplete Training. The
window that appears lists Classes and Activities open to you for registration.

As you can see here, you can view the classes approved, classes open for
registration, classes pending approval, or you have the ability to cancel a
registered class.

Note: When you click on My Learning Activities, it opens a new window in the
Myself section.

Resource Center

Click back to the Dashboard. Moving to the right column, the Resource
Center offers links to additional web-based resources provided by your HR
department. Links added here might include web links, article links, or links to
other company portals. This section provides central key resources for you to
access on a regular basis.

The Myself Tab

As you navigated through the information above, you probably noticed that
the various links from the Dashboard also navigated you to the Myself tab of

Please contact us if you have any questions at support@bloomware.com and 574.970.1322.
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BLOOM. Below we cover information under the Myself areas that was not a
part of the Dashboard information above.

Click on the Myself tab to open the submenu: the blue links right below the
Myself tab - as well as blue links on the main section of the page. We will
focus on the top boxes directly below Myself.

General Information Menu

My Detail: includes details about you that only your supervisor and HR can
view. Update this information yourself or see HR for assistance. Here is also
where you can change your BLOOM password.

Index Results: is the next option in General Information. If you have
completed any assessments or testing relevant to your position, results are
listed here.

Files: files loaded here allow you to share any project, development or
employment related information with your supervisor or HR. Note other
team members cannot view these files.

Development Menu

This section of the Myself tab include Role History, Performance Review,
Learning Activities, Goals, Journal Notes, and Unread Notes. All of this
information is covered above under Dashboard.

The Grow Section

Please contact us if you have any questions at support@bloomware.com and 574.970.1322.
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The Organization section includes an Information Center and the Strategic
Growth Plan for the entire organization. This keeps you abreast of the
structure of the organization and the strategic plan. Sections include
Organization Growth Plan, Organization Chart, Learning Schedule, and
Resource Center.

General Information
Organizational Chart: this section shows the reporting relationships of all

people within the organization. In the middle of the table is the person
selected. Above is who that person reports to. Below are the people that
report to the person selected. You can click on Role Titles to see everyone
assigned that role. You are also able to view the Role Description for each
role.

Learning Schedule: outlines all the scheduled Learning Classes and Activities

available to employees. While the My Learning Activities outlined above are
required for you and your position, the Learning Schedule outlines all the
educational programs available to the organization and when they are
scheduled. Classes listed in the lower left navigation bar are Open
Registration activities, meaning they are available to all for personal
enhancement.

News: lists all announcements made by HR or management for all employees
to read.

Resource Center: holds important information for you as an employee.

Documents such as policies, procedures, forms, and other HR forms are
located here to use as needed.

Growth Plan

Growth Plan Navigation: this outlines all strategic Initiatives developed for the
organization. This typically comprises of the high-level strategic plan and any
new corporate initiatives and activities within the plan. On the left of this

section is the navigation menu. The tiers of navigation are as follows:
e |nitiatives

Please contact us if you have any questions at support@bloomware.com and 574.970.1322.
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o Objectives
=  Goals
e Action Steps

Where allowed per your security level and assignment as a Team Leader, you
are able to add Objectives, Goals or Action Steps as assigned. If you are not
assigned as a team member, then you are only allowed to view and not edit
such levels of the plan where you are not involved.

Inside each level above, you are able view the Detail, Notes, Files and Team
Members assigned to that level. See the tabs across the top to edit or view
each area.

Note: On the lower left navigation of the Growth Plan, you are able to also
view Big Picture Reports that show assignments by person, by date, or by

budget for each Initiative.

My Growth Plan Items: Clicking on My Growth Plan Items show the specific

Objectives, Goals and Action Steps assigned to you for completion of the
organization’s Growth Plan. These assignments directly relate to your job and
your engagement in the overall organizational Initiatives. Each of the four
levels on the left can be opened to view more detail.
e Initiatives
o Objectives
=  Goals
e Action Steps

Conclusion

Overall, BLOOM® is a Performance Feedback and Development System that
helps you focus your talents every day to achieve developmental and strategic
growth objectives. Utilizing the Dashboard, People, Grow and Profile, you can

track the performance priorities customized for you. Work with your
manager to clarify expectation, and update your progress to achieve mutual
success.

Please contact us if you have any questions at support@bloomware.com and 574.970.1322.

16| Page


mailto:support@bloomware.com

LHYom

)
My Settings
Good afternoon James \

Support
My Items due in 30 days Resource Center
1 Self Dialogues Due This area is where your organization has loaded links to commonly used websites, Help Docs
important documents, and other valuable information.
Sign out

B File: Ave Maria Press Employee Handbook

& Link: Payroll System

B Telephone Extensions

B Video: How Employees Complete BLOOM Self Dialogues

Celebrations View all Resources

There are no birthdays or work anniversaries in the next 14 days.

BLOOM Buzz

© Give Feedback

Celebrate the accomplishments of your team by giving some Kudos today!

Karey Circosta

Thank you for Bloom!
Announcements Lin Goss (11/04/2022 09:57 AM)

Christmas Tree Decorating Gathering Write a comment

11/16/2022 Joins us November 16 at noon for lunch Add
and the tradition of Christmas tree decorating!

View announcement

To submit support questions please use the Support link in the Profile+ menu
to submit a ticket. This will give you the fastest response.

Please contact us if you have any questions at support@bloomware.com and 574.970.1322.
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