
 

Manager Tools in The Zone 



Confidentiality 
 
As we provide access to all managers to new systems, managers will have 
more and more access to data about their employees.  It is critical that the 
confidentiality of all employee data be maintained.  The data is to be used for 
business purposes only. 
 
Example 1:  Managers should not look up my employee’s home addresses to 
send holiday cards.  Managers should instead ask employees for this 
information.  Managers should look up and use contact information when work 
schedules need to be changed or to check on an employee who does not show 
up for a regularly scheduled shift. 
 
Example 2:  Managers should ensure that they are not pulling up salary data or 
performance appraisal scores in a public place or on a general use kiosk.  All 
system data on an individual is strictly confidential and should not be shared 
with anyone. 
 
 
Overview of Systems 
 
As managers, you will be working 
in the Goodman Service Zone 
(hereafter called The Zone).  The 
data you input into The Zone 
changes our core system of record 
called Infinium.  Infinium then 
feeds other systems like payroll, 
Kronos and Mapics.  It is important to realize that changes made to other 
systems will be overwritten during nightly feeds with the data that is in 
Infinium.   
 
The bottom-line is that you should make all needed changes in The Zone.  
Additionally, if you make an error in a transaction, please work with HR 
immediately to correct it as a person’s pay may be impacted. 
 
Kronos will still be used to approve time.  However, starting January 1, 2012, 
putting paid time off in for an individual will happen through The Zone only.  
So, please start to use The Zone to add vacation and personal time. 
 
 
  

Make all needed changes in The 
Zone..  If you make an error, it is 

critical that we correct it 
immediately. 
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Agency temporary employees or contractors will not be reflected in The Zone. 
 
Managers do not have access to social security numbers, birth dates, and race. 
 
Managers should also realize that The Zone will time out any idle Zone 
sessions.  This is to prevent the loss of information if a manager happens to 
walk away leaving his/her computer unattended. 
 
All Zone users will be required to change their passwords according to the IT 
policy for system access. 
 
 
Manager E-mail Addresses 
 
Having an accurate e-mail address is important because reminders will be sent 
to the address listed as “Goodman E-mail Address.” 
 
Please ensure that your e-mail address is listed properly in your own personal 
information in The Zone.  (Under the tab “Personal” and then under “Address”)  
The first e-mail listed should be your Goodman e-mail address.   
 
The system is set up to move the personal address to the Goodman e-mail 
address line if it is blank.  Therefore, if the field is blank, please enter your 
work address on the personal address line.  The system will automatically 
update the field called “Goodman E-mail Address” overnight.  Then, you will be 
able to enter a personal address if you wish the following day. 
 
If the Goodman e-mail address is there, but is incorrect, please see your HR 
team to correct the core system. 
 
If you are not getting e-mail reminders and your e-mail address is correct, 
please check your spam folder.  By opening an e-mail in your spam folder once, 
the system should start to reroute them directly to your in-box moving forward. 
 
 
Viewing Employee Data 
 
Managers may view information on their employees by selecting the employee 
information option from the manager folder.  The first screen that appears will 
allow managers to filter their employees.  In most cases, managers will choose 
to retrieve the employee list by position using depth level one.  This gives a 
manager a list of his/her direct reports only.  (Example:  Using depth level two 
will bring up a list of direct reports and their direct reports.) 
 



Managers may further filter the list of employees by employee name by using 
the top filter. 
 
By clicking the boxes next to the employee name in the categories of personal, 
contacts, education, licenses and property, a manager may review the 
employee data.  In the future, the general employee profile with photograph 
will be available by clicking the personal box. 
 

 
 
Please note that some of these fields may be blank simply because we did not 
have data to convert to this system.  Managers wishing for employees to add to 
the data available may do so by working with their local HR teams. 
 
Managers may review the history of an employee from the Employee History 
menu option and filtering the employee list.  Early next year, some of the 
employee history will be converted to The Zone.  This will include performance 
reviews and pay changes for the last several years.  As we use this new system 
for transactions, the history options will become more meaningful. 
 
Most of the fields used in the system are self-explanatory. However, managers 
should understand that the “shift” field denotes any shift differential provided.  
It does not denote the actual shift on which the employee works.  To find this 
information, the “season code” should be reviewed.  
 



Our data privacy policy for Canada is available in our Canadian employee 
handbook.  Managers with employees in Canada, should review this policy as 
well. 
 
 
The Position Code 
 
 
The system relies on a key field called position code.  It is important that 
managers understand this field and its implications. 
 
The position code is assigned to an individual upon hire and when an individual 
changes roles.  The position code identifies where and for whom an employee 
performs his/her job.  The attributes of the position code include the 
department number, a benefits group, a shift assignment, a supervisor name, a 
Kronos code (called season code) and other key details. 
 
Every time one of these details changes the position code must change.  It is 
important that managers understand this when moving an employee to a 
different shift, moving an employee to a new department, changing an 
employee’s work starting/ending time, etc. 
 
Soon, an individual manager will begin to understand the position codes 
assigned to his/her area and will be able to request an appropriate new code.  
Additionally, IT is building a module to help managers and HR in determining 
the appropriate code. In the meantime, please work with your HR team to 
ensure changes are made appropriately so that an individual’s pay or our 
Company reporting is not impacted. 
 
 
Working Titles 
 
The system incorporates generic job titles that correspond to our salary ranges 
for a given position.  If an employee would like the global address listing in 
Outlook to note a different, perhaps more descriptive title, a manager may 
contact the IT Help Desk to request that the working title be noted in Outlook. 
 
Employees will not see the generic title as they enter The Zone because these 
titles have yet to be communicated to each employee.  We will take several 
months to communicate this information and then we will allow employees to 
see this generic title information. 
  
  
 



The In-box 
 
Managers will work from their in-
boxes to receive and approve/reject 
transactions.  When there is 
something for a manager to approve 
in the in-box, an Outlook message is 
sent.  A manager may click on the 
Outlook message link and will be able 
to click on the link taking him/her 
directly to the item needing approval 
within the in-box. 
 
Although general messages may also be sent mailbox to mailbox, we would not 
suggest that this replace e-mail or other communication methods.  When 
general messages are sent, no Outlook e-mail message is generated. 
 
Just like Outlook messages, Goodman employees should not have any 
expectation of privacy when it comes to The Zone in-box.  These messages are 
also Company property. 
 
 
For My Approval 
 
In addition to the in-box, managers will see a link called “For My Approval.”  
Any item requiring approval will be available in this link.  Managers should 
check this link daily. 
 
 
Workflow 
 
Workflow allows managers to initiate and approve transactions.  Additionally, it 
allows a manager to track where a request is in the process and track who has 
approved a request.  Because workflow is based on the system reporting 
structure, it becomes important that all transfers are reflected in the system.  
Otherwise, a request could go to the incorrect next level of management. 
 
Please realize that approving workflow is the equivalent of signing with your 
approval.  Therefore, it is critical that you maintain the confidentiality of your 
login information.  Approval is your signature. 
 
 
 
 

If your transaction is going to the 
wrong next level approver, please 
ensure that the correct reporting 
structure is reflected in the system. 



Workflow Comment Boxes 
 
There are two comment boxes used within the system.  The one managers will 
want to use is called “Workflow Comment.”  Any information entered into this 
box will travel with the transaction request to other levels of approvers.  
Workflow comments should be used to explain why the request is being made.  
Once the transaction is approved or rejected, these comments may only be 
accessed by looking back at the specific transaction. 
 
On some screens, there is a separate comment box called “Comment.”  This is 
a short (30 character) box.  Anything noted in this box will be captured in the 
core HR system.  This box should be used sparingly. 
 
When writing a comment in the “Workflow Comment” box, there are two pieces 
of etiquette to follow.   
 

1. Always make a comment if you are rejecting a transaction.  This allows a 
lower level manager to understand why a request was not approved. 

 
2. Always mark your comments with your initials at the end.  This allows for 

another level manager to make comments as well and for all of us to 
understand who made what comment. 
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Workflow Approval Levels Required 
 
Workflow is set up to obtain the levels required for each type of transaction.  
The system will automatically route a request to the following managers or 
outside approval groups. 
 

 1
st

 
Line 
Mgr 

2nd 
Line 
Mgr 

Up 
to 

SVP 
HR Benefits Payroll Comp 

Rcvg 
Mgr 

Rcvg 

2
nd

 
Line 
Mgr 

Change of 
Address      

If 
change 
of State    

Change of 
Dependent or 

Beneficiary     
X 

    

Transfer X 
  

X 
   

X X 

Promotion – To 
Non-Exec Role X X X X 

     
Promotion – To 

Exec Role       
X 

  

Demotion X X 
 

X 
 

Salary Change 
5% or Less X X 

 
X 

     
Salary Change 
More Than 5% X X 

    
X 

  
 
 
Workflow Additional Approval Levels 
 
In some locations or functions, additional levels of approval may be required 
(either additional management levels or perhaps a financial controller.)  There 
are two ways to handle this additional approval requirement. 
 

1. Before the last approver approves, he/she must discuss the transaction 
with the extra approver(s) and take care of the approval outside of the 
system. 

 
2. A manager earlier in the approval process may reroute a transaction to 

someone else in the system.  
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Hourly – 8 AM Monday morning for that Friday’s payroll 
 
Salary – 8 AM 5 days prior to the 15th or last day of month 

 
A reason for the salary change must be selected from the drop down list.   
 

Adjustment – Equity – Select this option when providing a pay change 
that brings an employee in line with his/her peers with similar positions 
and responsibilities 
 
Adjustment – Market – Select this option when compensation provides 
clear market data indicating that a pay change is necessary 
 
Correction – Select this option only to correct a previous error 
 
Demotion – Select this option to note where pay is reduced as a change 
to salary grade is also occurring 
 
Merit – Select this option only during the merit review cycle 
 
New – This option will only be used for a new hire 
 
Promotion – Select this option to note where pay is changed as a result of 
a change in pay grade. 
 
Reclassification of Position – Select this option to note when a position is 
reclassified at the same pay grade 
 
Wage Progression – This option should not be selected.  It is used to 
move bargaining unit employees only. 

 
Once selecting the reason for the change, 
new base pay should be noted.  This is in 
hourly amounts or in bi-monthly amounts.  
A manager may refer to the information at 
the top of the screen to check the new vs. 
current data.  Managers must ensure that 
the employee is not over the maximum of 
the pay range. 
 
Workflow comments are very helpful to 
explain this transaction to the subsequent levels of approvers.  Please add to 
the workflow comments box (and leave the comments box blank.)  

A manager may not communicate a 
salary change until all approvals 
have been received and a message 

received in his/her In Box. 



 
Once all approvals have been received, the initiating manager will receive 
notification in his/her in-box.  Managers may only communicate a salary change 
after ALL approvals are received.  Managers may monitor where the salary 
change is in the process under “In box” and then under “My Requests.”   
 
 
Promotion and Demotion Transactions 
 
To create a promotion or a demotion transaction, select “Employee Changes” 
from the Manager folder.  Select PR for promotion or DM for demotion. 
Either transaction requires that there be a position to promote or demote an 
employee into within the system.  Managers needing to have a position created 
should see their local HR team. 
 
Please highlight two specific circumstances to your HR team when working with 
promotions or demotions.   
 

1. If an employee is moving between hourly and salaried statuses it is 
important to highlight this fact to HR.  Specific exemption reviews will 
need to be completed as well as close work with payroll to complete this 
sort of transaction smoothly for an employee. 

 
2. If an employee is moving into or out of executive level positions 

(Director, Vice President, Senior Vice President, Executive Vice President, 
President) a transaction may be initiated in The Zone.  However, approval 
for this sort of transaction goes through an executive committee review. 
It is better to highlight the situation with your HR team, wait for approval 
and initiate the transaction once approval has been received.  

 
Promotion effective dates should be selected just like salary change dates by 
selecting the start of a pay period.  This is a Monday for most of our hourly 
employees and either the 1st or 15th for our salaried employees. 
 
Termination Transaction 
 
This is perhaps one of the most 
critical and timely transactions that a 
manager completes.  It is absolutely 
critical that a manager complete a 
termination transaction as soon as 
he/she knows that an employee is 
leaving the Company. 
 

Initiate termination transactions 
immediately 



By completing this in a timely manner, we pay appropriately for the time an 
employee works and note any outstanding items that should be resolved prior 
to an employee’s departure.  By putting in the appropriate effective date, an 
employee will not be terminated prior to the time noted. 
 
In the case of involuntary termination in states where a final check must be 
presented on the last day worked, please work with HR and payroll to ensure 
that a check is available immediately. 
 
To initiate the transaction, a manager selects “Employee Changes” from the 
Manager menu.  The manager selects TE by the employee and presses 
continue.  From the termination transaction screen, the manager inputs the 
employment end date (which should be the last day worked), the reason for 
leaving, the eligibility for rehire (most times eligible for rehire will be selected) 
and the last day worked (which should mirror the employment end date).   
Again, the comments field should not be used.  Add any necessary comments 
to the Workflow comments field instead. 
 
If a manager has an employee who does not return from leave, he/she will be 
contacted by leave administration.  Leave administration will return the 
employee from leave.  Then, the manager will be able to complete the 
termination transaction choosing LOA expiration as the reason. 
 
With the structure of our tax entities and how our payroll system treats 
movement between them, employees who move between Goodman Companies 
will show as terminations in one Company and hires in the new Company.  At 
this “termination” from one Company, he/she will receive a new employee 
number in the new Company.   
 
If a person in a management role is terminating, please remember to have the 
individual set up an alternate approver until a new person is assigned to 
manage the impacted group. 
 
 
Transfers 
 
Although a transfer may seem like an easy transaction, it is quite complex.  It 
is critical that the correct new position code be selected or the person 
transferred may be paid incorrectly or our Company reporting may be incorrect. 
 
Managers completing a major restructuring should work with the HR team to 
ensure that all details surrounding this sort of movement are accounted for 
(including security and manager level details.) 
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It is critical that our managers review the employee time off requests to ensure 
that the hours requested are included in the request.  The hours should not be 
“0” or the employee will not get paid for this requested time. 
 
Please note that the calendar loaded is the Corporate calendar for most 
employees.  Employees should note that these are not necessarily the days off 
in a Branch or manufacturing location. 
 
 
Requesting Time Off on Behalf of an Employee 
 
We all realize that employees may need managers to initiate paid time off on 
behalf of the employee.  Managers may do this through The Zone by selecting 
the Employee Time Off menu option, selecting the employees through the filter 
option, selecting the specific employee and selecting the Create a Request 
option at the bottom of the screen. 
 
For 2012, new options to add time for jury duty and for bereavement leave will 
be added.  In our systems, both will show with a “balance” of time in each 
category.  Managers need to help employees understand that a balance does 
not mean that this time is accrued for an employee to use.  Instead, a balance 
is needed to allow a manager or employee to request time away in those 
categories.  If a manager has an employee who needs more time than the 
loaded “balances” of one day of jury duty or three days of bereavement will 
need to work through the HR team to adjust these amounts. 
 
Managers will need to review the documentation for jury duty or bereavement 
leave and make the appropriate determinations.  Managers will not need to 
forward this documentation to HR. 
 
In 2012, the new options will also include the ability to add unpaid time away. 
 
 
Performance Appraisals 
 
For 2011, the performance appraisal process will be administered through The 
Zone.  This fall, salaried, high level hourly, and management employees will 
login to The Zone and prepare a self-assessment. This will be routed through 
workflow to the respective manager. 
 
Managers will need to discuss the three form options with their employees.  
Those in management roles will only have one option listed (management 
appraisal).  Those in salaried roles will only have one option listed (professional 



appraisal).  Those in hourly roles will have two options listed (the hourly 
appraisal or the professional appraisal) and either may be used. 
 

Hourly Appraisal – This form is used primarily for individuals without 
specific individual objectives that differ greatly from their immediate 
peers.  This form will be used primarily for hourly individuals in 
manufacturing and warehouse areas. 
 
Professional Appraisal – This form is used primarily for individuals with 
specific annual objectives.  It is used in office areas and for those in 
salaried positions. 
 
Management Appraisal – This form is to be used for any individual with 
people management responsibility. 

 
As the self-assessment is routed to the manager, he/she may view and print 
the self-assessment but may not make changes to this document.   
 
The manager starts the appraisal process by using the menu option called 
Employee Changes to initiate the performance review transaction.  Then, the 
manager will choose the RE transaction and select the employee.  From that 
screen, the manager selects the form link in red following the words 
“Performance Review Form.”     
 
Once completing the performance review, the manager will add some 
information to the transaction.  The review date for this year will be February 1, 
2012.  The next review date should be entered is February 1, 2013.    The 
review type should be annual for this review cycle.  (If your organization does 
quarterly or other periodic reviews, you will have options for other dates and 
types of reviews.)  The review score is the final overall numerical score.  This 
score is automatically populated from the form.  If you wish to change the 
overall score, you must go back into the form to reflect the change. 
 
If the supervisor who completing the review is different from the person logging 
in and the one automatically populated, the manager should select the 
manager who actually completed the review. 
 
Once selecting “submit/next employee” the document and details are routed 
through the management approval levels.  If you are a manager who has 
several groups or if you simply would like an overall status on the reviews you 
have completed, please use the tab under “Manager” called “Performance 
Reviews.”  Under this tab, you may retrieve a list of your employees with 
information on the reviews. 
 



Advanced Options in Compensation 
 
Managers have much more capability through The Zone tools.  As we enter the 
merit process, we will spend more time on compensation.  But, options do exist 
to model new compensation plans (under salary planning) for a manager’s 
employees. 
 
 
Running Reports 
 
Capability for manager reporting is being developed.  Stay tuned. 
  
 
Employees Without Access or Computer Knowledge 
 
In our change management process, managers and other staff members will 
need to continue to help employees who have little computer knowledge or 
access.  Computer basics training is being offered and kiosks are available.  
However, managers should inform the HR team if they have employees with 
difficulties.  
 
 
Processes That are Manual / Hard Copy 
 
Several of our processes are still manual and we will continue to work on 
automating these as they make sense.  These processes include Recognition at 
Work requests, safety shoe reimbursement, company store purchases, loan 
processes etc. 
 
 
What should managers do if they are having issues or have questions? 
 
Please contact your HR team immediately.  The HR team will forward any 
questions or issues that they cannot address appropriately.  
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If a manager does not know the position number, it is important to work with 
HR to locate the correct position number or to create one should one not 
already exist.  This is a very important field and the correct position number will 
ensure that a new employee is paid properly. 
 
To finish the requisition, review job description, make any changes for posting 
this role, and click “finish.”   
 
In iCIMS, the approvers are not automatically set up (like they are in The Zone 
for other transactions.)  The reason for this is that the approval levels change 
often and are different organization by organization.  Therefore, it is important 
for a manager to set up the appropriate approvers. 
 
Start the approval routing process 
 

 
 
Enter all necessary approvers.  Managers must include the SVP / EVP of the 
area and Goodman’s CFO to the list of approvers.  The importance of entering 
the correct approver chain cannot be underscored.   In order to have an 
efficient process the hiring manager must select the correct approvers.  Not 
adding a required approver will result in delays while the approvers are notified 
and approvals received.    
 

 
 
Once all of the necessary approvers are in place, click the “Begin Approvals” 
button to start the process.  E-mail communication will be sent to needed 
approvers. 
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As our leaders know, we report various pieces of information on our applicants.  
It is important that all candidates and information about them be captured.  
Additionally, this allows managers to view all candidates in every stage from 
commencement to hire, provides quick access to candidate’s resumes, and 
allows managers the ability to enter and store interview feedback for 
candidates.  Additionally, recruiters will generate offer letters out of iCIMS. 
 
iCIMS does allow users to change their preferences, customize their 
dashboards, edit their own personal information and view training videos/user 
manuals.  If you need assistance with these items, please work with your HR 
team. 
 
  



APPENDIX B 
Instructions for Visiting The Zone for the First Time 
 
The Zone is now ready for your use!  We need you to log in, create a new 
password, verify some data, and print an acknowledgment.  Remember, this 
site is available from the Internet.  You can log-in from home, work, or while 
traveling 24/7.   
 
How to Log-In (1st time only) 

 
1.From your internet browser, enter the site address:  
http://TheZone.goodmanmfg.com 
2.Enter your User ID – this is your employee ID # 
3.Enter your Password – this is the 1st letter of your first name + the 1st 
letter of your last name + the last 6 digits of your social security #. (Ex: 
hs342767).  
4.Click “Sign In”  
5.Enter Old Password as you did in step 3 
6.Think of a New Password.  Your new password should be a minimum of 8 

letters, or a combination of letters & numbers.  You can use capital or 
lower case letters.  It does not matter. 

7.Enter New Password & re-enter New Password in the Confirm box 
8.Select 2 security questions from each drop-down list, and enter the 

answers in the boxes to the right of each question.  Select 2 questions you 
can easily remember because you will use these in the future to reset your 
own password if you forget your password, or get locked out.  Passwords 
are good for 60 days.    

9.Click “Submit” to save changes, then Click “Continue.”  
 

Once Logged in, Verify Data 
 
1.Click on “Personal” from the menu at the left-hand side of the screen to 

see the sub-menus.   
2.Click on “Address” and verify your address, phone numbers and e-mail 

addresses are correct.  If you need to make changes or add info, follow 
the instructions at the top of the screen.  

3.Click “Submit” to save changes. 
4.Click on “Emergency Contacts”, and verify, correct, or add an emergency 

contact(s).  Follow the instructions at the top of the screen.  Click “Submit” 
to save changes. 

 
Note:  You may want to view the other screens such as your In Box for 
future use.  There will be blank data in the other screens, such as in 
Licenses.  The blanks will be updated in the future, if applicable. 



 
Print and Sign Handbook Acknowledgment 

 
1. Click on “Employee Handbook” to review each separate section.* 
2. Once you are familiar with The Zone and the Goodman policies, click 

“Handbook Acknowledgement”, print, and sign the page. 
3. Return the signed acknowledgement to your HR representative.   
   

As a part of your employment, you are required to sign and turn in the original 
handbook acknowledgment ASAP.   
 
* Due to changes in our operations, and in state, provincial or federal laws, 
Goodman updates its handbook throughout the year.   With the policies now 
on-line, you will have access to the most current version.   
 
  

                                                 
 



APPENDIX C 
How to Approve Time-Off Requests as a Supervisor 
 
Step 1: Supervisor goes to In Box → For My Approval.  The In Box is found at 
the main menu on the left-hand side of the screen.  Each supervisor may have 
a slightly different view of their main menu. 
   

 
 
Below Time-Off Request notification from employee is shown:   
 

  
 
 
 



Step 2: Supervisor reviews the request: 
 
• To review the details of notification/request click on the words “Time Off 
Request”. [Details of request shown below.] Or,  
• To automatically approve the request, check the box next to request to 
be approved.  
 

 
 
 
Step 3: Supervisor should then click on one option to: 
 
• Approve Document (approving the request), 
• Redirect Request (for example if he/she is no longer the supervisor); or, 
• Reject Document (if supervisor is not approving the request).  If the 
supervisor is not approving the request he/she should enter in a comment in 
the Workflow Comments so the employee knows why the request was rejected 
or if employee needs to modify and re-submit the request. 
• A notification is then automatically sent to the employee’s In Box 
indicating whether the approval has been approved or rejected.   
• No further action is required for this request.   
 


