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Performance Management User Guide
Introduction to Performance Management

The Performance Management Cycle consists of the following steps
1. Launchingthe Annual Performance Management Cycle

Making Periodic Updates based on observed behaviors
Mid-year Review

P W N

Annual Review and Evaluation

This document will cover the steps needed to launch a new performance management cycle.

For questions or concerns please contact Learning and Organizational Development at x77844.

Step-By-Step Guide for Performance Management Launching a New Performance Management Cycle
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Performance Management User Guide
Manager’s Edition: Launching a New Performance Management Cycle

Forms must be created to begin the Performance Management process. In many cases this will be done
automatically for you by HR, If this is the case for you, skip to page 12. If you do need to create forms for
your employees, those steps are outlined in the pages 1-11.

Once forms have been created, the first step of the performance management process in PeopleSoft 9.2 is
called the “Start” step. Here you will establish the competencies, goals and/or responsibilities for use in
driving feedback and evaluation throughout the year. Most people will just want the eight required
competencies that you have used in the past. But some may want to add additional competencies, as well as
goals and key responsibilities specific to the person you are managing. This is an opportunity for you and your
employee(s) to determine what criteria should be included in the Mid-Year and End-Of-Year Review.

For questions or concerns please contact Learning and Organizational Development at x77844.

Step-By-Step Guide for Performance Management Launching a New Performance Management Cycle
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1) Begin by going to the Human Resources page (www.hr.emory.edu) and selecting “Self-Service Login."

EMORY UNIVERSITY hiob
Search Jobs Contact HR SELF-SERVICE LOG IN
Human Resources

BENEFITS ~ REWARDS - CAREER - LEARNING - WELLNESS - WORKLIFE - RESOURCES -

Y AR

Find What You Need

2) Type in your user name (Network ID) and password.

EMORY Human Resources

HEALTHCARE System

Network ID
pdef University Employees: Forget Password?
ficton Hesithcare Employees: Forget Password?
Other issues logging in?
Pesewoni 1f you have any questions, problems, or comments, please contact the Emary University Service Desk at

(404) 727-7777 or the Emary Healthcare Service Desk at (404) 778-4357 (8-HELP). You may also
""""" ‘submit an IT support request at hetp://heip.emory.edu/.

‘

1
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EMORY UNIVERSITY HOME | EMORY HEALTHCARE HOME
Copyright © 2017 Emory Uniwersity and Emory Healthcare - All Rights Reserved
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3) Click on the dropdown menu labeled “Workforce Administration.”

¥ Workforce Administration

Emory Recruiting System FMLA & Medical Leave w Query and Reporting Tools Employee Search

«

4) Select “Manager Self Service.”

Human Resources My Homepage +

G
E .\ I\\ R \ ¥ Workforce Administration

Workforce Administration

== Self Service

Manager Self H
Talent Adminisbabr

Run seript *IpSwipeToTabF romDD(%27HAMS EMPLOYEE EM_MANAGER_SELF_SERVICEX27);"

Step-By-Step Guide for Performance Management Launching a New Performance Management Cycle
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5) Click on the “Performance Management” Tile.

* Manager Self Service

Manager Dashboard Employee Search Performance Management Employee Profile

il
Emory Recruiting System Exempt Leave Tracking FMLA & Medical Leave Emory Learning Management

;n- P
« -

6) Check to see if forms have already been created for your employees. If so, skip to step 17 (page 12). If not,
click the drop down on “Administrative Tasks.”

< Manager Self Service MSS Performance Management

[T Current Documents
Current Performance Documents

i Historical Documents
Listed are tha curant performance documants for which you are the Manager.

— Filter Criteria
T} View-Only Documents

i Maintain Performance Notes Performance Documents Parsanaize | Find | (0] B Fist 4 10f1  Lamt

Syt vame Description Document Type Document Status Puricd Bagin Period End  Job Tite Next Dus Oste.
0 Administrative Tasks
i s Universiy Non Manager 2018 Univarsity Avrus R 1120k Progress - Complete M-y WG Sy (U042018

Step-By-Step Guide for Performance Management Launching a New Performance Management Cycle
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7) Click on “Create Documents.”

< Manager Self Service MSS Performance Management A Q™ =C

T Create Performance Documents
Create new performance documents for one or mare of your employees.

i

Historical Documents

Instructions
] View-Only Documents

Follow

his 3-5tep pracess 1o create performance documents for one o more of your emgloyees

. Enter the dafle used 1o find the employees that report 10 you. You wil be abie 1o process anly
5] Maintain Performance Notes those employees that report 1o you as of this date

2. Select the empioyees you are creating new performance dacuments for

3. Enter the document detas and select Create Documents

1 Administrative Tasks ~ | Enter the as of date

Ener the effective date for determining your emgloyses.

Create Documents AT |
Continue

Create Documents Aa_froup

Transfer Document

Reopen Document

Cancel Document

Delete Document

Transfer Completed Documents

8) Select “Continue.”

MSS Performance Management

'L Current Documents Create Performance Documents

Creaie new performance documents for one or more of your employees.

i Historical Documents

[¥iinstructions
[ View-Only Documents
Folow this 3-step procsss 1 Creste performance dacuments for one of More of your myioyses:
ha date used 1o find the employees that repor 19 you. You willbe able 10 process only
empicyees that report 10 you 35 of tis date
Ihe employess you are creatng new peroTmance Sacmen
ve Gocument details and seiect Creats Documents

[ Maintain Performance Notes

1 Administrative Tasks A Enterthe as of date
e efective dale for Betermineng your empioyoes.
Create Documents T0aR01T |5
inve
Greate Documents By Group @
Transfer Document

Reopen Document

Cancel Document

Delete Document

Transfer Completed Documents

Step-By-Step Guide for Performance Management Launching a New Performance Management Cycle
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9) Select employee for whom you want the form by clicking the check box next to their name.

< Manager Seif Service MSS Performance Management

| Curmat Doasmasks Create Performance Documents
Soiect T ervgicyees 1o croate new pertormance docuTents for
[ Historical Documents
Instructions

[l View-Only Documents

Select e employes. you ans Crealing new Performance ocuments for

Once you have fnished sel rtinue 1 entes the doeument detals.

[} Maintain Performance Notes

Retum 1o Previous Page View Seiected Empioyses
1 Administrative Tasks A~ | Select Employses
Reports To |+ o As Of 11082017
Create Documents
Create Documents By Group Selact Employees Personaiize | Frd | 2] First 4+ 1of1 ® Last
Sesct  Name EmpilD  WRSmws  JobGods Descripion Department

Transfer Document

o = o e HRtLeaming &
- e Organizaton Ovi
Reopen Document
e

Cancel Document
Delete Document

Transfer Completed Documents

10) Select “Continue.”

< Manager Seif Service MSS Performance Management

| Curmat Doasmasks Create Performance Documents

Select Me enpioyees 1o creale néw peOTTINGE Cocuments for
[ Historical Documents
Instructions
[C] View-Only Documents
Select e amployees you and creating Pew PAONMANGS doCLMents 1o

Once you have fnished select

inue 1= enter the Soeument detals.

[} Maintain Performance Notes

Retum 1o Previous Page View Seiected Empioyses
1 Administrative Tasks A~ | Select Employses
Reports To i [foiifs As 0t TI0B2017
Create Documents g
Create Documents By Group Selact Employees Personaiize | Frd | 2] First 4+ 1of1 ® Last
Sesct  Name EmpilD  WRSmws  JobGods Descripion Department
Transfer Document
o = T HR Leaming &

Organizaton O
Reopen Document

S s «

Delete Document

Transfer Completed Documents

Step-By-Step Guide for Performance Management Launching a New Performance Management Cycle
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11) The form will ask what the start and end dates are for the employee. If it is NOT an new employee, these
dates will be the beginning and end of the review cycle (either the fiscal or academic year). If the employee IS
new, the start date will be their hire date, and the end of the year. Enter the dates.

MSS Performance Management aQY™=Qe

New Window | Hey

Create Performance Documents

on in the Document Crestion Detass secton below, then seiect Create Documents 10 generate Socumants Ky the empioyesis)

Period FY 2017

L View-Only Documents
" The perod begn and end dates INGICate when the evaluaton form was launched and should be completed by. These Gates are not the perod
Maintain Performance Notes mxmnmmausmmm which is denoted in the tti bar above (¢.0. EwuawnPenoarnr
Period Begin Date O 0 | Period End Date 0873 w
1 Administrative Tasks - Document Type 5
Create Documents.
Create Documents

Selected Employees

Create Documents By Group P

Transfer Document Fieﬂ._-rv‘ 10 Select Empioyees
Reopen Document

Cancel Document

Delete Document

Transfer Completed Documents

12) Select the “Document Type” dropdown and select “University Annual Review.”

< Manager Self Service

L] Current Documents

MSS Performance Management 3

Create Performance Documents
[0 Historical Documents

Compiste the Informatan in the Documant Création Defails section baiow, Inen sslect Crests Documents 1o ganerate documents for he emplayee(s)
¥ou previously selected.

[} View-Only Documents. Evaluation Period FY 2017
| _ N The period begin and end dates indicale when the evaluation form was launched and should be completed by. These dates are not the period
1] Maintain Performance Notes of time in which performance i being evaksated, which is denoted in the bile bar above (e.g., “Evaluation Period FY17°).
Period Begin Date 031012017 |5 Period End Date /3172018 |
1 Administrative Tasks ~ Document Tyl
ait i
Create Documents. o
Create Documents. I .
Selected Employses
Employee D Last Name First Mame
Greate Documents By Group o
Transfer Document Relum 1o Select Empioyees

Reopen Document
Cancel Document
Delete Document

Transfer Completed Documents.

Step-By-Step Guide for Performance Management

Launching a New Performance Management Cycle
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13) Select the “Template” dropdown and select the “University Leader,” “University Manager” or “University Non-
Manager” template depending on the person you are rating.

< Manager Self Service MSS Performance Management

I Gurrent Documents

Create Performance Documents

[ Historical Documents Complaethe iormaton n the Jant Croation Details section balow, than selact Craate Documents 1o genorate documents for 8
Evaluation Period FY 2017
f’] View-Only Documents.

hese dates are not the period
™

{1 Maintain Parformance Notes

1 Administrative Tasks ~

Croste Documants EU Mot Annuad FY1

Create Documents Selected Employees

Croate Documents By Group

Transter Document
Reopen Document
Cancel Document
Delete Document

Transter Completed Documents

14) Click on “Create Documents.”

< Manager Self Service MSS Performance Management

— Mew Window | Hel
i Cument Documents
Create Performance Documents

I Historical Documents
Compiote the information in Greation

below, inen select 1o generaie documents for the employeeds]
you previous'y selected
i View-Only Documents Evaluation Period FY 2017
_ ‘The period begin and end launched These dates
i) Maintain Performance Notes of time in which performance is being evalsated. which is denated In the ttie bar sbove (e.g., “Evauation Period FY 177}
Period Begin Date 08012017 |5 Period End Dats 083172018 |33
B Administrative Tasks ~ Document Type _University Arnual Review g
Template Uniyersity Non Manager -2018 &
Create Documents Greate Documpyis
Selected Empll ::
Create Documents By Group v
Empiayes iD Last Name First Name
Transfer Document %

Return to Select Employees.
Reopen Document

Cancel Document
Delete Document

Transfer Completed Documents

Step-By-Step Guide for Performance Management Launching a New Performance Management Cycle
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15) You will be returned to this screen.

< Manager Self Service

i1 Current Documents
Create Performance Documents - Results
i[] Historical Documents

Below are the resuls for the employees you selected.

New Window | Help

—_— Selected Empl
] View-Only Documents ey cyses)
Sucorsstut

Employea D Name Tomplats Croation?

Status

1 Maintain Performance Notes

University Non Manager -2018  Yes Document created successfully
"1 Administrative Tasks A | GoTo Sreate Documents
Current Documents

Create Documents

Create Documents By Group

Transfer Document

Reopen Document

Cancel Document

Delete Document

Transfer Completed Documents

16) Click on “Current Documents” to find the document you just made.

< Manager

Service MSS Performance Managem

. New Window | Hel
[} Current Documents
Create Performance Documents - Results
[ Historical Documents
Below are the results for the employees you selected.
= Selected Empl:
[ View-Only Documents alacted Emproyess

Succossful

Employoe D Name Template Eek Status

] Maintain Performance Notes University Non Manager 2018 Yes Document created successfuly

T A GoTo g Bociiments
Current Dgeuments
Create Documents t ;

Create Documents By Group

Transfer Document
Reopen Document
Cancel Document
Delete Document

Transfer Gompleted Documents

Step-By-Step Guide for Performance Management Launching a New Performance Management Cycle
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17) Click on the document you just created (or that was already created for you).

< Manager Self Service MSS Performance Managem

| New Window | Help
[i] Current Documents
Current Performance Documents
[ Historical Documents
Listed are the current performance documents for which you are the Manager.

|_ {FiFilter Criteria
[} View-Only Documents L=

[T} Maintain Performance Notes Performance Documents

Personalize | Find | 20| 8 First (4 101 & Last

EMPIOYO g Doscription Document Type Document satus PoriodBogin  PeriodEnd  Job Tie Noxt Dua Dato
I Administrative Tasks A
e P 3 University Non Manager -2018 University Annual Review  Started 09/01/2017 08/31/2018 (i e, 09/05/2017
Create Documents Gu ment Link

Create Documents By Group
Transfer Document

Reopen Document

Cancel Document

Delete Document

Transfer Completed Documents

18) You will see the main page for developing your Performance Management Document. The three sections you
may edit, Competencies, Goals, and Responsibilities, can be selected with the tabs below.

‘'ormance Process

o o« i
Performance Process University Annual Review Fieilin o Clirent ocuments | Save | | | Approve
Steps and Tasks 2 ev -
o Start - Update and Approve Grint
University Annual Review Actions~ g
00/01/2017 * 08/31/2018, Overview Job Title £ P Manager 7 .
Document Type University Annual Review Period 09/01/2017 - 083112018
90 s Template University Non Manager -2018 Document ID 256790
DueDate  06/05/2017 Status In Pragress

Due Date 09/05/2017
Update and Approve

Job Summary

Complete Mid-Year (Recommended)

DueDate  0304/2018

Review the performance criteria (Competencies, goals{optional) and/or respensivllities(optional) that the employee pians to accomplish during this the
performance period.

Review Self Evaluation

Wake any necessary adjusimentst the creria and eview your changes wi the employee. Note: You may add additional competencies,but cannot
DueDate  08/31/2018 remove the core B competencies in the What and How secti

ion:
3. G the periorance enlea i coreet select the approve buton to complete s s

[E} Long Format
Compe(ejﬂies Goals || Responsbiliies

S 1 - Competencies: What

~

Complete Year-End Evaluation
DueDate  0831/2018

Competencies: What will be evaluated by: Employee, Manager
- Expand | (» Collapse | [5.Add Competency: What

Delivering Results
Problem Solving
Functional Knowledge & Skills

Service to Others/Customers.

Section 2 - Competencies: How

Competencies: How will be evaluated by: Employee, Manager

= Expand | (» Collapse | [ Add Competency: How
Building Trust
Collaboration
Communication

Taking Initiative

Audit History

Step-By-Step Guide for Performance Management Launching a New Performance Management Cycle
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19) To add additional competencies (optional) beyond the eight core to Emory, click on the “Competencies” tab.

< MSS Performance Management Performance Process

Performance Process

Steps and Tasks
University Annual Review
0900112017 * 08/31/2018

start
Due Date 0910572017

University Annual Review
¢ e~ | Start- Update and Approve

Actions ¥
Overview Job Title - s

Document Type University Annual Review

Template University Non Manager 2018

Status In Progress

Manager ;-5 e

Period 09/01/2017 - 08/31/2018
Document ID 256790

4 Q¥® =

{REW T8 Clfenf BEcimentsl | save | | | Approve

&rrint

Due Date 09/05/2017
Update and Approve

Job Summary
Gomplete Mid-Year (Recommended)
DueDate 030472018

Review the performance crteria andior i that the emp
performance period

Make any necessary adjustments to the criteria and review your changes with the employee. Note: You may add additional competencies, but cannot
remove the core 8 competencies In the What and How sections.

Once the performance criteria is correct select the approve buiton to complete this step

loyee plans to accompiish during this the

Review Self Evaluation
DueDate 083172018

Complete Year-End Evaluation
DueDate  08/31/2018

B¢ Long Format

Competepcies || Goals || Responsiiities
Selaf 1- Competencies: What
Competencies: What will be evaluated by: Employee, Manager
~ Expand | » Collapse | [§ Add Competency: What
Delivering Resuits
Problem Solving

Functional Knowledge & Skills

Service to Others/Customers

Section 2 - Competencies: How

20) Select “Add Competency” (for either the What or How section).

< MSS Performance Mana

Performance Process

Performance Process © | University Annual Review
Steps and Tasks < o> | Start- Update and Approve

Refurn o Current Documents; | Save | | | Approve

&rrint

University Annual Review

Actions~
09/01/2017 * 0BI31/2018. Overview Job Title £ 72087 A Manager 17 s
Document Type University Annual Review Period 03/01/2017 - 08/31/2018
D0 sun Template University Non Manager 2018 Document ID 256790
e Date 091082017 Status In Progress Due Date 09/05/2017
Update and Approve

Job Summary

L Complete Mid-Year (Recommended)

o Date 0310472018
1. Review the performance criteria te andfor that

plans to accompiish during this the.
performance period.

Make any necessary adjustments (o the Griteria and review your changes with the employee. Note: You may add additional competencies, but cannot
remove the core 8 compatencies i the What and How sections.

. Onge the performance criteria is correct select the approve button to camplete this step.

Review Self Evaluation
DueDate  08/31/2018

Complete Year-End Evaluation
Date 0813112018

[} Long Format

Competencies || Goals || Responsbiities

Section 1- Competencies: What

Competencies: What wil be evaluated by: Employee, Manager
~ Expand | (» Collapse | [ Add Competency: What
Delivering Results
Problem Solving
Functional Knowledge & Skills

Service to Others/Customers

Section 2 - Competencies: How

Step-By-Step Guide for Performance Management Launching a New Performance Management Cycle
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21) Custom competencies must be reviewed and placed into the system in advance by HR. Once this has be
done, select search to find your custom, HR approved competency.

ch B Last Search Results

Parformance Process ° University Annual Review
Dilex Add a Pre-Defined ltem

Steps and Tasks

Search Criteria
University Annual Review Title
03012017 - DBA12018 Overview

Cantent Group Type

Comtant Group.

ommended,

22) In this example, the custom competency available is “Attendance.” Check the box next to your custom
competency and click “Add.”

arch B Last Search Results

Performance Process o « University Annual Review
S er  Add a Pre-Defined Item

Search Criteria

Steps and Tasks

Title

Content Group Type | Competancy Types

Content Group.

Step-By-Step Guide for Performance Management Launching a New Performance Management Cycle
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23) To add or edit goals (optional), click on the “Goals” tab.

< MSS Performance Management
Zerformance Process @ University Annual Review
Start - Update and Approve

Steps and Tasks )

University Annual Review
081012017 * 08/31/2018

Actions~
Overview

Job Title 5 i
Document Type University Annual Review
90 st Template University Non Manager 2018
DueDate  00/0512017 Status In Progress

Update and Approve

Gomplete Mid-Year (Recommended)
o 030412018

Review the performance criteria andor

Performance Process

A Q¥ =

performance period,
Review Self Evaluation

e Date  08/31/2018

~

remove the core 8 competencies in the What and How sections
Once the performance criteria s comrect select the approve button to complete this step

Gomplete Year-End Evaluation

Return to Current Documents | save | | | Approve
& Print
Manager /% A
Period 08/01/2017 - 083112018
DocumentID 256790
Due Date 09/05/2017
Job Summary
that the employee plans to plish during this the

Make any necessary adjustments to the criteria and review your changes with the employee. Note: You may add additional competencies, but cannot

0813112018 [} Long Format

Competencies || Gis || Responsbiities

Goals
Section 1 - Ct etencies: What

Competencies: What will be evaluated by: Employee, Manager

- Expand | (» Collapse | [ Add Competency: What

Delivering Results
Problem Solving
Functional Knowledge & Skills

Service to Others/Customers

Section 2 - Competencies: How

24) Select “Add Goal.”

< MSS Performance Management
Performance Process @ University Annual Review

~  Start - Update and Approve

Steps and Tasks 2=

University Annual Review

Actions
090112017 © 0B/3112018 Overview Job Title S
Document Type. University Annual Keview
90 st Template University Non Manager 2018
Dus Date 0810572017 status. In Progress

Update and Approve

Complete Mid-Year (Recommended)

DueDate  03/042018

1. Review the perf
performance period.

criteria e

Review Seff Evaluation
Dus Date  08/31/2018

remove the core 8 competencies in the VWhat and How sections.
Once the performance criteria s correct select the approve button to complete this step.

Complete Year-End Evaluation

Performance Process

Q ¥ =

et 1o Clrent Documents|

save | | | Approve

& Print

Manager
Period 081012017 - 08/31/2018

Document ID 256790

Due Date 09/05/2017

Job Summary

that the employes plans to accomplish during this the

Make any necessary adjustments to the criteria and review your changes with the empioyee. Note: You may add additional competencies, but cannot

Due Date  08/3112018 5+ Long Format

Competencies || Goals || Responsibilities

Section 3 - Employee Goals (Optional)
Employee Goals (Optional) will be evaluated by: Employee, Manager
B AgjGoal

it History

Step-By-Step Guide for Performance Management

Launching a New Performance Management Cycle
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25) Select the type of goal. Some areas
Goal”, and then click "Next.”

< MSS Performance Management

will have predefined goals. To make a unique goal, select “Add Your Own

Performance Process

Performance Process o «

University Annual Review
Steps and Tasks o

Add Goal

University Annual Review

09/01/2017 * 08/3172018 Overview department or division

start
DueDate  08/05/2017 Add pre-defined goal
Update and Approve

©  Add your own goal
Complete Mid-Year (Recommended)
DueDae 03042018 L

Review Sef Evaluation Relun@
Duas  ow120t8

Complete Year-End Evaluation
o om/31/2018

Select an option to add the new goal. Select Add your own goal unless the goal is defined by your

26) Type in the title of the goal, and add a description. Make sure to refer to the Emory “Goal Setting Tip Sheet”
document when defining your goals which is found here.

< MSS Performance Management

Performance Process

N s =
A Q¥ =0
Performance Process o «
University Annual Review
Steps and Tasks S ev
Add Your Own Goal Job Summary
- A *Title Certification as HR Rep Il
University Annual Review .
. Description
090012017 * 0813112018 Overview 2« = sz -|[B 1 Ul = A B D@
Start

DueDate 080572017
Update and Approve

Complete Mid-Year (Recommended)
DueDate 030472018

Review Self Evaluation
Due Date

Add
0312018

Retum
Gomplete Year-End Evaluation
s -

Step-By-Step Guide for Performance Management

Envoll in and complete alll requirements for Emory HR Rep Il Certfication

Launching a New Performance Management Cycle

17


http://hr.emory.edu/eu/docs/goal-setting-tip-sheet.pdf

Your Learning

27) Click on "Add.”

< MSS Performance Manage: Performance Process a Q ¥ =
Performance Process o «
University Annual Review
Steps and Tasks 2 ov
Add Your Own Goal <o Sumenery
) “Title [Certification as HR Rep Il
University Annual Review
. Description
09/01/2017 08/31/2018 Overview 52 @ Font . Size = B I U
T st Envollin and complete all requirements for Emory HR Rep Il Certification]
Duo Date  oi05i2017

Update and Approve:

Complele Mid-Year (Recommended)
DueDate  03/04/2018

Review Self Evaluation Ad
DueDate  08/31/2018

Complete Year-End Evaluation
DueDate  08/31/2018

28) To add responsibilities (optional), click on the “Responsibilities” tab.

< MSS Performance Management Performance Process

a Q ¥ =
E Q0 «
erformance Process University Annual Review Retur to Current Documents | Save | | | Approve
fiepsand Tacks S ov Start- Update and Approve et
University Annual Review Actions~
09/01/2017 * 08/31/201 Overview Job Title 3 Manager
Document Type University Annual Review Period 0910112017 - 0813122018

90 san Template Universty Non Manager 2018 Document ID 256790

I Status In Progress Due Date 091052017

Update and Approve
Job Summary

O Gomplete Mid-Year (Recommended)

DueDate 030412018

1. Review criteria andJor

) that the employee plans to accomplish during this the
performance period.
Review Self Evaluation

DueDate  0831/2018

lake any necessary adjustments to the criteria and review your changes with the employee. Note: You may add additional competencies, but cannot
remove the core & compelencies in the What and How sect

Once the performance criteria is correct select the approve

tions,
button to complete this step.
Gomplete Year-End Evaluation

DueDate 0813112018

[E+ Long Format

Competencies || Goals || RespongHjliies

Goals
Section 1 - Competenties:\a-{at

Competencies: What will be evaluated by: Employee, Manager
- Expand | » Collapse | [§.Add Competency: What

Delivering Results
Problem Solving
Functional Knowledge & Skills

Service to Others/Customers

Section 2 - Competencies: How

Step-By-Step Guide for Performance Management Launching a New Performance Management Cycle
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29) Before you include a job responsibility, you can review your employee’s job description by clicking on the “Job
Summary” link.

< Mss

Performance Process

Performance Process o

University Annual Review Save 1 | | Approve
Steps and Tasks S e~  Start- Update and Approve

& Print
University Annual Revie Actions~
090172017~ 0B/31/2018 Overview Job Title [k &

3 Manager
Document Type University Annual Review

Template University Non Manager 2018
Status In Progress

Period 090112017 - 08/31/2018
Document ID 256790
Due Date 09/05/2017

Update and Approve

Jab Srymmary
Gomplete Mid-Year (Recommended)

Duebete - ooarz0te Review the performance criteria (Competencies, goals(optional) andior responsibites{optional) that the employee plans to accomplish during this the
performance peiod.

Review Self Evaluation Make any necessary adjustments to the critefia and feview your changes with the employee. Note: You may add addtional eompetencies, but eannot

DueDale 083172018 remove the core & competencies in the What and How sections,

Once the performance crieria is correct select the approve buton to complete this siep

~

Complete Year-End Evaluation
DueDate  08/31/2018

B¢ Long Format

Competencies | Goals || Responsi

Seclion 4 - Responsibilities (Optional)

Responsibilties (Optional) will be evaluaied by: Employee, Manager
[ Add Responsibiliy

Audit History

Created By fi s /0912017 9:35:33AM

30) Your employees job description will launch in a separate window. You can use this description to help identify
key responsibilities to emphasize in this year’s review.

Job Code: KI71 -

[JOB DESCRIPTION: Under general supervision of the Director, provides support and consultation to the
Emory University schools and departments that strengthen workforoe capabilies for a high performing
organization. Faciltates teambuilding workshops and retreats that are customized to the needs of each
team and are received as informative, dynamic and engaging. Adminisiers assessments (e.g., personally,
360) and delivers feedback in individual and group setiings; assists others in bulding eflective development
plans and follow up activities. Provides individualized coaching over a sustained period of time (3-6 months)
to help improve leadership and workstyle eflectiveness. Maintains relationships with teams and leaders
across the University: proactively identifies opportunities where OD can add value. Supporls pefformance
management tools and processes, including the design of competencies and development of competency
based resources (e.g., training) for improvement and growth. Designs and conducts assessment of
individual, team and department needs; probes and diagnoses the needs of each situation and determines

the optimal solution to enhance effectiveness that support sirategic goals. Delivers workshops for
professional and leadership development programs as needed; occasionally provides customized, on-site

training aligned with clients strategic priorities. Conducts fesearch on best practices, and incorporates into
existing offerings. Continuously improves workshops and other services offered. Consults with department
leaders regarding strategic pl for to clarify and aci upon e vision and

Step-By-Step Guide for Performance Management Launching a New Performance Management Cycle
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31) When you are ready to add your responsibilities return to the original internet window, and select “Add

Responsibility.”

MSS Performance M:

Performance Process

Performance Process © € University Annual Review Save | | | Approve
LE0 D & ov  Start- Update and Approve &rine
University Annual Review Actions~
09/01/2017 * 08/31/2018 Overview Job Title Manager
Document Type University Annual Review Period 09/01/2017 - 08/31/2018
90 sat Template Universiy Non Manager -2018 Document I 256720
Dus Dato

JR— Status In Progress

Update and Approve

Complete Mid-Year (Recommended)
DueDate 030412018

Review Self Evaluation
DueDate 083172018

~

remove the core & competencies in the Whatand How secti
3

Complete Year-End Evaluation
DueDate 08312018

Due Date 09/05/2017

b Sira

Review the performance ciiteria (Competencies. goals(optional) and/or responsibiities(optional) that the employee plans to accomplish during this the
performance period.
Make any necessary adjustments to the criteria and review your changes with the employee. Note: You may add additional competencies, but cannot

jons,
Once the performance criteria is correct select the approve bution to complete this step.

Long Format

Competencies || Goals || Responsibilities

Section 4 - Responsibilities (Optional)

Responsibilities (Optional) will be evaluated by: Employee, Manager
[ Add Repponsibity
‘@2

tory

Created By

11109/2017 9:35:33AM

32) Just like goals, you can add predefined responsibility, or create your own. To create your own responsibility
select “Add Your Own Responsibility” and click on “Next.”

rmance Management

Performance Process o « )
University Annual Review
Stops and Tasks 5

Add Responsibility

University Annual Review

09101/2017 * 08/31/2018 Overview been defined by your department or division

Start
Dus Date  09/05/2017 Add pre-defined responsibility

Update and Approve

©  Add your own responsibility «
03/04/2018 Next

Complete Mid-Year (Recommended)
Due Date

Review Seff Evaluation
DusDate  0&/3172018

Complete Year-End Evaluation
DueDate  0W/31/2018

Step-By-Step Guide for Performance Management

Performance Process

Select an option to add the new responsibility. Select Add your own responsibllity uniess it has

Launching a New Performance Management Cycle
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33) Type in the title and description of the responsibility.

Performance Process
Steps and Tasks

University Annual Review
00/01/2017 * 0BI3172018

Start
DueDate 0810572017

Update and Approve

DueDate  G304/2018

Review Self Evaluation
DueDate 083112018

2 Complete Year-End Evaluation
DueDate  CH312018

34) Click “Add.”

Overview

Complete Mid-Year (Recommended)

Performance Process
Steps and Tasks

University Annual Review
00/01/2017 * 0BI3172018

Start
DueDate 0810572017

Update and Approve

Complete Mid-Year (Recommended)
DueDate  G304/2018

Review Self Evaluation
DueDate 083112018

2 Complete Year-End Evaluation
DueDate  CH312018

Step-By-Step Guide for Performance Management

Overview

‘'ormance Process

University Annual Review
Add Your Own Responsibility

“Title Coaching|

Job Summary

Description
2. Font ~ sz - |B I U

A- B

Provides individualized coaching over a sustained period of time (3-8 months) to help
improve leadership and workstyle effectiveness.

Add

Retum

‘'ormance Process

University Annual Review

Add Your Own Responsibility

Job Summary
“Title Coaching|

Description

3o« Font ~ | sze ~|B I U| iz 2 A- B

Provides individualized coaching over a sustained period of time (3-8 months) to help
improve leadership and workstyle effectiveness.

D

o

&®E

&®E

Launching a New Performance Management Cycle
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35) When you are done updating competencies, goals,

< MSS Performance M:

Performance Process

Performance Process 0 «

University Annual Review
Start - Update and Approve

Steps and Tasks Py

University ANnual Keview Actions=

0900172017~ 08/31/2018 Overview Job Title i e
Document Type University Annual Review
<0 stan Template University Non Manager -2018
DueDate 0210512017 Status. in Progress
Update and Approve
© You have successfully saved this document.
D

Complete Mid-Year (Recommended)
DueDate 030472016

Review Self Evaluation
Due Date

performance period

Complete Year-End Evaluation
DueDate 083172018

remove the core & competencies in the What and How section:
One the performance ariteria is corret select the approve bution to complete this step.

and responsibilities click approve.

fint

Manager ... i
Period 09/01/2017 - 08
Document ID 256790
Due Date 09/05/2017

112018

Job Surmary

Review the performance criteria (Competencies, goals(optional) andor responsibilties(optional) that the employee plans to accomplish during this the

Make any necessary adjustments to the criteria and review your changes with the employee. Note: You may add additional competencies, but cannot

B+ Long Format

Competenies || Goals || Responsibilities

Section 4 - Responsibilities (Optional)

Responsibilties (Optional) will be evaluated by: Employee, Manager
~ Expand | (» Collapse | [ Add Responsibility

Responsibility 1: Coaching

Description : Provides individualized coaching over a sustained period of time (3-6 months)
effectiveness.

[ st w017

A

Beo 0

to help improve leadership and workstyle

36) You will be asked to confirm you would like to approve the new performance criteria. Select confirm to

finalize and launch the performance review process.

< MSS Performance Management

Performance Process. Qo «

University Annual Review
Steps and Tasks )

Start - Update and Approve

University Annual Review Aciions~

09/01/2017 * 08/31/2018 Overview Job Title .. ——
Document Type University Annual Review
90 st Template University Non Manager -2018
Due Date 081052017 G0 Rt =D

Update and Approve

© You have successfully saved this document.

Complete Mid-Year (Recommended)
DueDate  03/0472018

erformance Process

[ save | | [Approve |

Grint

Manager -~ o
Period 09/01/2017 - 08/31/2018
DocumentID 256790
Due Date 09/05/2017

Job Summary
’ Review Self Evaluation 1. Review ndior it plans, iplish during this the.

DueDate  0B/3112018 performance period.

2. Make any necessar iments to the criteria and review your changes with the employee. Note: You may add additional competencies, but cannot

0 remove the core 8 competencies in the What and How sections.

Complete Year-End Evaluation 3. Once the performance criteria is correct select the approve button to complete this step.

DueDate  0B/312018

[Ep Long Format

["Competencies || Goals || Responsibilities. |

~ Section 4 - Responsibilities (Optional)

Approve Performance Criteria
Responsibilities (Optional) will be evaluated by: Empioy

~ Expand | (» Collapse |

Add Responsibillty

Responsiblliies Step.

 Responsibility 1: Coaching

Confim Cancel
Description : Provides individualized coaching over
effectiveness,

Select confirm to approve and complete the Goals and

oar2017 10:17AM

v Audit History

Step-By-Step Guide for Performance Management

Launching a New Performance Management Cycle
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37) You will receive a confirmation that the performance review criteria has been approved. An e-mail will be sent
to your employee with a link to their portion of the performance review process.

< MSS Performance Management Performance Process

a - =

A Q¥ = @
«

Performance Process @ University Annual Review

Steps and Tasks

Confirmation - Performance Criteria Approved

S v

University Annual Review

@ You have successfully approved and completed this Step.
0910152017~ 08/31/2018 Overview

Y9 Stat
DueDate 0052017

Complete Mid-Year (Recommended)
DueDate 030412018

Review Self Evaluation
Date Q83112018

Complete Year-End Evaluation
DueDate  08/31/2018

You have now completed the first step of the performance management process in PeopleSoft 9.2. The
competencies, goals and/or responsibilities for use in driving feedback and evaluation throughout the year
have been established. You are now ready to begin adding comments as you like to the Mid-Year Review

form, and share with your employee when you deem appropriate. To learn more, go to the next section of
this document.

Step-By-Step Guide for Performance Management Launching a New Performance Management Cycle
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Performance Management User Guide
Manager’s Edition: Recording Ongoing Notes Using the Mid-Year or Six-Month Review

The next step in the Performance Management tool is the Mid-Year Review. The Mid-Year Review form is actually
a “live” document that you can access and add notes to throughout the first six months of the year. The
employee can do the same, and choose to share notes with you for feedback when deemed appropriate.

Mid-Year Reviews are optional, but highly recommended. The main advantage of the Mid-Year Review is to
provide important feedback in a more timely manner than an Annual Review alone can provide. In addition, with
the PeopleSoft 9.2 system, the comments from the Mid-Year Review are automatically imported into the Year-End
Review form. This makes your job as a manager much easier since the form is already half complete.

For questions or concerns please contact Learning and Organizational Development at x77844.

Step-By-Step Guide for Performance Management Recording Ongoing Notes Using the Mid-Year or Six-Month Review
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1) Begin by going to the Human Resources page and selecting “Self-Service Login."

SCHOOLS LIBRARIES RESOURCES SEARCH

w EMORY | Human Resources

UNIVERSITY

Self-Service Law «
Policies

Forms S

Pay >
Faculty Staff Assistance >
Employees >
Managers >
HR Reps >
~
7. G
Active Works Emory Community Giving Sparkfly Fall Discounts Y

have a question?

HR NEWS HR CALENDAR

Award of Distinction honors Emory University

employees for outstanding contributions (I Strategies for Influencing Others

Thu, Nov 9, 2017, 8:30am

Fourteen employees have been selected as this year's tHu 1599 Clifton Road
winners of the Emory University Award of Distinction.
Since 1985, the annual awards have recognized staff LA strategies for Influencing Others
members who make significant contributions to the Thu, Nov 9, 2017, 8:30am
Emory community. Read More tHy 1599 Clifton Road
Also In The News L@ Change Cycle for Staff

Wed, Nov 15, 2017, 8:30am

* Great American Smokeout is November 16th -
wep 1599 Clifton Road

* Caregiver Connection: Connecting Caregivers with
Benefits and Resources

See All Events »
View All News »

EMORY HOME | CONTACTS EMERGENCY | CAREERS | GIVETO EMORY | ABOUT EMORY'S WEB

Copyright © 2017 Emory University - All Rights Reserved | 201 Dowman Drive, Atlanta, Georgia 30322 USA 404.727.6123

2) Type in your user name (Network ID) and password.

G Human Resaorces. My Homepage Oracle PecpleSoft Sign-in Human Resourcas Oracie PeopleSoft Sign-in +

Y EMORY Human Resources
System

UNIVERSITY HEALTHCARE

Network ID

achdef University Employees: Forget Password?
i Hesithcare Employees: Forget Password?

Other issues logging in?
Pasewerd If you have any questions, problems, or comments, piease contact the Emary University Service Desk ot

(404) 727-7777 or the Emary Healthcare Service Desk at (404) 778-4357 (8-HELP). You may also
submit an IT support request at hitp://heip.emory.edu/.

You are about to access a computer system maintained or made svailable by Emary University and/or Emary Healthcare that is intended for authorized users only. Unauthorized use of this
system is strictly prohibited and mey be subject to criminal prosecution. By proceeding, your use of this system constitutes your acceptance of Emory's IT Conditions of Use snd other
applicable poiicies and your consent ta monitoring, retrieval, and disclosure of any information within this system for any purpose deemed appropriate by Emory University or Emory
Meaithcare, including law enforcement purpeses and enforcement of rules cancerning unacceptable uses of this system,

EMORY UNIVERSITY HOME | EMORY HEALTHCARE HOME
Copyright © 2017 Emory Uniwersity and Emory Healthcare - All Rights Reserved

Step-By-Step Guide for Performance Management Recording Ongoing Notes Using the Mid-Year or Six-Month Review
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3) Click on the dropdown menu labeled “Workforce Administration.”

Emory Recruiting System

«

4) Select “Manager Self Service.”

G
EMORY

Run seript *IpSwipeToTabF romDD(%27HAMS EMPLOYEE EM_MANAGER_SELF_SERVICEX27);"

Step-By-Step Guide for Performance Management

¥ Workforce Administration

FMLA & Medical Leave w Query and Reporting Tools Employee Search

1 Workforce Administration

== Self Service

Manager Self H
Talent Adminisbabr

Recording Ongoing Notes Using the Mid-Year or Six-Month Review
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5) Click on the “Performance Management” Tile.

* Manager Self Service

Manager Dashboard Employee Search Performance Management Employee Profile

il
Emory Recruiting System Exempt Leave Tracking FMLA & Medical Leave Emory Learning Management

;n- P
« -

6) When from this point, you will be in the section with “Current Documents.” If your screen does not start here.
Click on “Current Documents.”

< Manager Self Service MSS Performance Management

[T Current Documents
@ Current Performance Documents
i Historical Documents

Listad ars tha curant performance documants for which you are the Manager.

= Filter Criteria

T View-Only Documents

A Maintain Performance Notes Performance Documents Parsanaize | Find | (0] B Fist 4 10f1  Lamt
Enpioyes Osscription Documant Type Document Stus Paioa Begin o sonTme e e O

0 Administrative Tasks v

Track Progress - Camplete Mig-
Year

University Non Manager -2016 University Annual Review 090112017 AR08 il el 030472018

Step-By-Step Guide for Performance Management Recording Ongoing Notes Using the Mid-Year or Six-Month Review
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7) Click on the name of the employee for whom you would like to add comments.

< Manager Self Service MSS Performance Management a = 0
. Naw Windor
7 Current Documents

Current Performance Documents
i Historical Documents
f] View-Only Documents
i Maintain Performance Notes Performance Documents Personaliza | Find || Bf  Fist 4 15015 b Last
BSOS g Cescriptian [O—— Documant sk PuicdBegin  PuiodEnd  Job T Mext Dus Dt
1 Administrative Tasks
Penang 060172013 osa12014 + os3172014
. PR Periomancs ent  Asknowterged 080172013 053112014 083172014
9 i iriantege University Manager Annual 2018 University Annual Review  Started 22017 0BONIZ018 [ [l 1012072017 «
T - Periormance Document  Snared wilh Employee 080172013 053112014 083172014
Post Acknowiedged 060172013 053172014 053172014

8) You will be taken to the performance management document where you see tabs for the Mid-Year Review,
where you can add comments to competencies, goals and responsibilities. To add comments, click on the

"Competencies” tab.

Performance Process

< MSS Performance Management

Perfon il “ | University Annual Review
e S e~ Complete Mid-Year (Recommended) - Update and Complete -

Univers e crsv
CADIR0IT - 0BBIZ018 Overview Job Tt

V8 sun
D

rently not shared with your smployes

Section 2 - Compatencies: How

Taking Initiative

Audit History

Step-By-Step Guide for Performance Management Recording Ongoing Notes Using the Mid-Year or Six-Month Review
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9) Click on the drop down tab for the competency you would like to document, and type in your comments. If
you need guidance or assistance for providing comments, please consider one of the online or classroom
training programs available through Learning and Organizational Development. Additionally, go to
http://www.hr.emory.edu/eu/performancemanagement/performance.html/.

< MSS Performance Managemant

Performance Process

# Q¥ =0
@ % University Annual Review

@

Save Comglete
Complete Mid-Year (Recommended) - Update and Complete

& Frint

V8 sun

Manager Comments| |

I 360 evakuations ahead of schedule for the Fal Emerging L

red he Birenan fescach sessions and had them prepared welln advance o he «
ol shared El

Employee Comments

Section 2 - Comp

10) For all sections (competencies, goals, and responsibilities) both you, and your employee will be able to make

comments, and add documentation. You will not be able to see their comments until they share them with
you as in the example below.

Manager Comments

=
b1l Font -/ size - B I U| = = A- 13- = %
Taylor processed all 360 evaluations ahead of schedule for the Fall Emerging Leaders program
Taylor also delivered the Birkman feedback sessions and had them prepared well in advance of the
training sessions,
Employee Comments [Employee's comments are not shared Ed]

-

Step-By-Step Guide for Performance Management

Recording Ongoing Notes Using the Mid-Year or Six-Month Review
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11) To add comments to the goals, click on the "Goals” tab.

¢ MSS Performance Management Performance Process

e - o « .
Perormance Process University Annual Review
Stops and Tasks

o Curent Documents [TE8NE
Complete Mid-Year (Recommended) - Update and Complete

Campiete
Pint
Universty Annual Review Actions =
SN0 © 0RBI2018 Oveniew Job e [—
Document Type U Period 1201
* @ sian Template U Document ID 25
Ous Date status Oue Date 03
Your comments are currently not shared with your smplayse Job Summary
Just prior o starting the § on update the perfomance crieria f naces: goalsiresponsibiiies) and ssect ihe Complste buton
% Long Format | y# Chieck Lanquags
O Review Self Evaluation
DueDuie  gar317018 Competencies | Goals | Responsibiies | Cveral
+ O Compiets Year-End Evaluation - ) .
DueDale 083172018 Section elencies: What

~ Expand | (v Collapse

ompetency: What
Delivering Results

Problem Solving

Functional Knowledge & Skills

Service to Others/Customers

12) Click on the drop down tab for the goal you would like to document, and type in your comments. You will not
be able to see your employee’s comments until they share it with you. Click save when done.

< MSS Performance Management

Performance Process

Performance Process © % niversity Annual Review
Stops and Tasks

save Compiete
Complete Mid-Year (Recommended) - Update and Complete &Pt
University Anmual Revaw ‘Actions

a0 oeBRONE Ovenven Jab Tite

Manager
Document Typs L Pariod
VO sun Tempiate U r-20 Document ID
DueDale 08082017

Status Ous Date 0
=/ Complete Mid-Year (Recommendsd)
P Your comments are currently not shared with your emplayee Job Summary
Updane and Complate Sustprior 0 saring the il evakiaton update the performance crieia  necessary (e.. qoaliresponsibillies) and sect he Complsts bution
B Long Format | y# Check Language
C Review Self Evaluation —
DuaDain ezt % || Goais | =
C Cor r-End Evaluation
Dus o8

3 - Employee Goals (Optional

cals (Optional) wi be &

by: Empiayes, Manager
= Expand | v Colapse | (B A

fescription - Enrollin and comglste atl requiremants for Emory HR Rep Il Certication

Manager Comments
(s Font

s B I U&= = A B .

Taylar has compiete 64% of all HR Aep | Cenlfication courses. Taylor i an irack 1o comglete &l by

ond ofyear. «

Employee Comments Fmpioyees i

Audit History

Step-By-Step Guide for Performance Management Recording Ongoing Notes Using the Mid-Year or Six-Month Review
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13) To add comments to the responsibilities, click on the ”Responsibilities” tab.

¢ MSS Performance Management Performance Process

University Annual Review
S e~ Complete Mid-Year (Recommended) - Update and Complete

Pt

Functional Knowledge & Skills

Service to Others/Customers

14) Click on the drop down tab for the responsibility you would like to document, and type in your comments. You
will be able to see your employee’s comments when they share them with you. Click save when done.

< MSS Performance Management Performance Process

o

~  Complete Mid-Year (Recommended) - Update and Complete

| 090172017 * 08/3172018

Ben

Manager Comments

Employee Comments Empioyee's comments are not shared ‘ )

You may continue to add notes to Competencies, Goals and/or Responsibilities as needed in preparation for your
Mid-Year review. When you are ready to complete the Mid-Year review, please follow the steps in the next
section.

Step-By-Step Guide for Performance Management Recording Ongoing Notes Using the Mid-Year or Six-Month Review



Performance Management User Guide
Manager’s Edition: Completing the Mid-Year or Six-Month Review

These next set of steps will walk you through how to complete the Mid-Year Review, which you have hopefully
been updating throughout the first six months if you followed the steps in the previous section.

For questions or concerns please contact Learning and Organizational Development at x77844.

Step-By-Step Guide for Performance Management Com pleting the Mid-Year or Six-Month Review
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1) At this point in time, the Performance Review Document should have been launched from the beginning of the
year, and you and your employee should have been updating the document with comments. If you have not
created a Performance Review Document, or updated comments, please see the “Launching a new
Performance Review Cycle” and the “Recording Ongoing Notes Using the Mid-Year or Six-Month Review”
instructions. You can link to both documents below.

Launching a new Performance Review Cycle

Recording Ongoing Notes Using the Mid-Year or Six-Month Review

2) To complete the Mid-Year Review you should ideally see comments in the form from your employee. For this to
happen, they will need to share their comments with you. The system creates a deadline for comments and
sharing with your employee. After they have shared with you, you may login to the performance management
system and finalize your comments, and complete a final Mid-Year or Six-Month Review.

3) Begin the Mid-Year Review by going to the Human Resources page and selecting “Self-Service Login."

SCHOOLS LIBRARIES RESOURCES SEARCH

EMORY | Human Resources

UNIVERSITY

Self-Service Wm «

Policies
Forms
Pay
Faculty Staff Assistance
Employees

Managers

HR Reps

v ¥ ~
. e
Active Works Emory Community Giving Sparkfly Fall Discounts @ @

have a question?

vV VvV VvV ¥ NOEvas

HR NEWS HR CALENDAR

Award of Distinction honors Emory University

employees for outstanding contributions (LX) Strategles for Influencing Others

Thu, Nov 9, 2017, 8:30am

Fourteen employees have been selected as this year's ™y 1599 Clifton Road
winners of the Emory University Award of Distinction.
Since 1985, the annual awards have recognized staff m Strategies for Influencing Others
members who make significant contributions to the 9 Thu, Nov 9, 2017, 8:30am
Emory community. Read More tHu 1599 Clifton Road
Also In The News LA Change Cycle for Staff

Wed, Nov 15, 2017, 8:30am

* Great American Smokeout is November 16th 3
wep 1599 Clifton Road

* Caregiver Connection: Connecting Caregivers with
Benefits and Resources

Step-By-Step Guide for Performance Management Com pleting the Mid-Year or Six-Month Review



34

ur Learni

4) Type in your user name (Network ID) and password.

@ EMORY EMORY | Human Resources

HEALTHCARE System

Netwark 1D
University Employees: Forget Password?
achdef esithcare Employees: Forget Password?
Other issues logging in?
Pasewern 1f you have any questions, problems, or comments, piease contact the Emary University Service Desk ot
R (404) 727-7777 or the Emory Heakhcare Service Desk at (404) 778-4357 (8-HELP). You may also

‘submit an IT support request at http://heip.emory.edu/.

= e

You are about to access & computer system maintained or made available by Emory University and/or Emory Healthcare that is intended for authorized users only. Unauthorized use of this
system is strictly prot y be sut inal prosecution. By proceeding, your u em constitutes your acceptance of Emory's IT Condi Use and other
ieval, and disclosure of any information within this system for any purpose deemed appropriate by Emory University or Emory
forcement of rules concerning unacceptable uses of this system.

EMORY UNIVERSITY HOME | EMORY HEALTHCARE HOME
Copyright © 2017 Emary Uniwersity and Emory Healthcare - All Rights Reserved

5) Click on the dropdown menu labeled “Workforce Administration.”

¥ Workforce Administration

Emory Recruiting System FMLA & Medical Leave Query and Reporting Tools Employee Search

& | &

Step-By-Step Guide for Performance Management Completing the Mid-Year or Six-Month Review
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6) Select “Manager Self Service.”

G Human Resources My Homepsge +
E .\ I\\ R \ ¥ Workforce Administration

Workforce Administration

Self Service

Manager Self EE.
Talent Adminisabr

Run seript *IpSwipeToTabF romDD(%27HAMS EMPLOYEE EM_MANAGER_SELF_SERVICEX27);"

7) Click on the “Performance Management” Tile.

E r\,‘-‘l (j R\ ~ Manager Self Service

Manager Dashboard Employee Search Performance Management Employee Profile

il < P -

|1
Emory Recruiting System Exempt Leave Tracking FMLA & Medical Leave Emory Learning Management

-
« «

Step-By-Step Guide for Performance Management Completing the Mid-Year or Six-Month Review
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8) From this point, you will be in the section with “Current Documents.” If you’re screen does not start here, click
on “Current Documents.”

< Manager Seif Sarvice

» 7 Current Documents @

i Historical Documents
T View-Only Documents
& Maintain Performance Notes

0 Administrative Tasks

MSS Performance Management a Q

Current Performance Documents

Listad ars tha curant performance documants for which you are the Manager.

Filter Criteria

Parformance Documents Personaize | Find | ) B At 4 10f1 2 Last
Employes il Document - T— ariod Bugin Paried End  |dob Thile s B Dl
Universay Non Mansger 2016 Universty Arrusi Rview 1ok Powess-Complee M gy gasine 03042018

9) Click on the name of the employee for whom you would like to complete a Mid-Year Review.

< Manager Self Service

MSS Performance Management

[T Current Documents
i Historical Documents
i View-Only Documents
i1 Msintain Performance Notes

1 Administrative Tasks

Step-By-Step Guide for Performance Management

Current Performance Documents

Performance Document Personalize | Find |39 BB Fist & 18015 @ Last
ERGON g Descrpt DocumentStaus PetodBegin  PariodEnd  Job e Nest O Date
Pendng Acknowledgement  0BOTZINS 05320 e
Acknowiedged ooty osmizone e
Univarsity Manager Annual 2018 Univarsity Annual Review Staned 282017 08312018 0202017 «
Partomance Document  Snared wan Emgloyes osoaers  osavaone osavaote
Porkormance Document Adknowedged owouors osmzone waRone

Completing the Mid-Year or Six-Month Review
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10) From this stage, you can see the comments of your employee on the competencies, goals and responsibilities.
Below you will se an example from the competencies. You can navigate these sections with the same tabs and
dropdown icons as you used while updating the document.

< MSS Performance Management Performance Process

Empioyes Comments
[Compisted il 360s for Emergng Leadsrs

Step-By-Step Guide for Performance Management Completing the Mid-Year or Six-Month Review
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11) Taking your employee’s comments into consideration, update and finalize your comments for the
competencies, goals, and responsibilities. Don’t forget to save.

Competencies: What will be evaluated by: Employee, Manager

~ Expand | » Collapse | |§.Add Competency: What

Delivering Results

Description : PRODUCTIVITY: Sirives to consistently achieve excellence in all tasks and geals. Maintains focus and perseveres in the face
of obstacles. Uses time efficiently and responds quickly and constructively when confronted with challenges. Prioritizes tasks based on

importance.

PERSOMAL GROWTH: Ensures job knowledge and skills are current and valuable. Recepfive to feedback.

Manager Comments

E
3" I U = = A- B 2 @
Taylor processed all 360 evaluations ahead of schedule for the Fall Emerging Leaders program
Taylor also delivered the Birkman feedback session and had them prepared well in advance of the «
training sessions.
Employee Comments ]

Completed all 360s for Emerging Leaders

Created By Template MI0H2017 9:35AM

Problem Solving

Functional Knowledge & Skills

Step-By-Step Guide for Performance Management
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12) When you are done updating your competencies, goals, and responsibilities, finalize the overall review by
clicking on the "Overall” tab.

< MSS Performance Management Performance Process A Q¥ =0

€ o~ Complete Mid-Year (Recommended) - Update and Complete

Marager Comments

13) In this tab, you will need to provide a numerical rating, and provide a written summary of the employees
overall performance. The numerical rating is a scale of 1 to 3. 1 is “not on track” 2 “on track with some” and 3
“on track with all.” At least 100 characters are required.

< MSS Performance Management Performance Process
Performance Process o University Annual Review Retum 1o Current Documents Compiete
L oo © o~ Complete Mid-Year (Recommended) - Update and Complete o
Universiy Anrus Review st

oBOIZOIT " oaIZ018 Orerview

Section 5 - Mid Year Summary Section

Click here for descriptions of Mid Year Overall Rating Scores.
Mid Year Summary Section
Manager Rating | 2-0n trsc with some

2o~ Font -llsw - B I U = iz A- B- S
Taylor is on track with most of his competancies. He has raom for grawth with his Communication

skills. We have met fo discuss the matter and have cuflined & plan that should help Taylor improve.

Manager Comments

Audit History

Step-By-Step Guide for Performance Management Completing the Mid-Year or Six-Month Review
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14) When you are finished, click on “Save.”

¢ MSS Performance Management Performance Process

Performance Process © “ niversity Annual Review um 1o Curent Do Complta
Steps and Tasks e o~ Complete Mid-Year (Recommended) - Update and Complete e
Anrus Review Acions
T oamuans Overview Job Title Manager
Document Type Period 0AD1Z017 - ORA1IZ01E
Tempiate U Document 1D 256790
o status. I Due Date Q3042018
(Recommanded)
. Your comments are currentiy not shared with your smploys Job Sumemary
Upaate ang Complete final evaluation update ihe performance criteria Il necessary (.5 guasiresponsibilties) and select he Complete bution
| o Check Langusge
m Soals || Responsitiltes | Overall
O Complete Year-Ena Evalation
Oxse Dacm m— Section 5 - Mid Year Summary Section
Click haes for descriptions of Mid Year Overal Rating Scores
Mid Year Summary Section
Manager Rating | 2-On rack with some B
Manager Camments e
2w Font </ See - B I U iz iz A-B- -

Taylor Is on irack with mos! of his COMpEtencies. He Nas raom for growih with his Communication
skillls. We have met o discuss the matter and have cutiined & plan that should help Taylar improve.

Audit History

15) At this point in time, you are ready to have your Mid-Year Review meeting with your employee. You can print
a copy of your assessment for your employee by clicking on the print icon.

< MSS Performance Management Performance Process

®

Performance Process °

A Q
University Annual Review

Retumn io Current Documents Save Compiate
Complete Mid-Year (Recommended) - Update and Complete

1 «

Steps and Tasks Sl

Job Tive Manager -
Document Type L Period 09012017 - OW3112018

VO st Template 2018 Document 1D
DusDate o

Status

0
Du¢ Date 03042018

Cor

Your camments are currently not shared with your employee Jab Sumemary

Updae o

Complete

geate I pertormance crilera if n6cess:

¢.g. gaalsiresponsibiies) and seloct Ihe Compiete bullon

Review Self Evaluation

Goals || Re:

Overall

Section 5 - Mid Year Summary Section
Click here for descriptions of Mid Year Overall Rating Scores.

Mid Year Summary Section

Manager Rating | 2-0n track with some s

Manager Comments
2. Fot  ~|/ s -|/B I U

Taylor is on track with most of his competancies. He has raom for growth with his Communication
skills. We have met io discuss the malter and have eutlined a plan thal sheuld help Taylar mprove.

Audit History

Step-By-Step Guide for Performance Management Completing the Mid-Year or Six-Month Review



EMORY

41

ur Learnin

16) After your meeting you will need to complete the form. If you need to update any information as a result of

your conversation, make sure to update the form before you click complete. When you are ready, click on
“Complete.” to finalize your Mid-Year Review.

¢ MSS Performance Management Performance Process
Performance Process o « U

ty Annual Review
Steps and Tasks

plete Mid-Year (Recommended) - Update and Complete

University Annua

Actions =
0012017 0812018 Cverview Job Title - .

Document Type Linivers

Manager
Template

Status
= € Gomplata Mid

o D

Periad 0315172017
Document 1D 25
Due Date 03

- 0312018

(Recommarided)

Miz1e

Your commants are currently not shared with your smployss
Just prior 10 81

Jab Sumemary

usiilties | Owerall

Section 5 - Mid Year Summary Section

Click harg for descriptions of Mid Year Ovarall Rating Scores.

Mid Year Summary Section

Manager Rating | 3-On track with some

Wansger Comments e
2w Fant see -\ B I U|liz iz A- @- -

Taylor Is on irack with most of his competencies. He has raom for growih with his Communication
skills. We have met o discuss the matter and have oullined a plan thal should help Taylar improve.

Audit Histary

17) You will be asked to confirm. Click “Confirm.”

< MSS Performance

Performance Process
Performance Process ® * | University Annual Review
Sieps and Tasks

Complete Mid-Year (Recommended) - Update and Complete

Retum to Current Doguments
University Anrwial Review

sav Compiete
@rmi
Actions+
2017 - paAuzONe Overview Job Twie - Manager
Document Typs. University Annual Review Period 02172017 - 083112018
Y8 sun Template University Non Manager -2018 Document ID 256750
CusDate 0802017 Status in Progress

Due Dale 030472018
Complete Mid-Vear (Recommended)
DueDale 03042018

‘Your comments are currently not shared with your smployee

Job Summary
Update and Compiate s e o starting the finalevaiuation updale the perormance crera f necessary (e g. qoalsiresgonsibiltes) and select e Compiste buton.
¢ Long Format | o Check Language
E Review Sell Evaluation
[ Compatoncies | Gaals | Respansbiies. || Overal
¥ O Complete Year-End Evaliation
DuaDate 08312018

¥ Section 5- Mid Year Summary Section

Click here for descriptions of Mid Year Overall Rating Scores.

~ Mid Year Summary Section

Confirmation - Mid-Year completed
Manager Rating | 2-On track wih seme
Manager Comments

et e Mic-tear Step
2w | dq

5]
-
Cancel
feation

hmprove

Taylor is on track]
skills. We have

~ Audit History

Step-By-Step Guide for Performance Management
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18) You will receive confirmation you have completed your Mid-Year Review. A notification will be sent to the

employee as well. Congratulations! Acknowledgement from the employee is not required for the Mid-Year
Review.

P L T ri— Performance Process A& Q ¥ = @)
@ University Annual Review

© - Confirmation - Mid-Year Reopened

19) Completing the Mid-Year Review will automatically launch the Year-End Review. You may review the Mid-Year
review document at anytime by going to “current documents” > selecting the name of your employee, and
clicking on the dropdown of the Mid-Year Review, and selecting “View.” You may also update the Mid-Year
Review at any point in the same location. Just make sure to complete it before the Year-End Review.

Performance Process

Docume

Period (5

Step-By-Step Guide for Performance Management Com pleting the Mid-Year or Six-Month Review
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Performance Management User Guide
Manager’s Edition: Launching Upward Feedback

If you supervise a manager with two or more direct reports, then you are required to provide those individuals
the opportunity to share feedback about that manager with you. Staff members have the opportunity to provide
feedback about their supervisor to their supervisor’s leader by answering three questions:

1. What do you see as your supervisor’s greatest strengths?

2. What area(s) do you think your supervisor should develop in order to be more effective?

3. Arethere other comments about your supervisor that you would like to share?
Direct reports are not required to answer the above questions; it is entirely optional but strongly encouraged.
However, providing the opportunity for upward feedback is required of any supervisor with two or more direct

reports. All feedback will be kept anonymous and a supervisor’s leader will only receive the feedback if two or
more direct reports complete the questionnaire. These instructions outline how to launch upward feedback.

If you do not supervise a manager with two or more direct reports, please skip to page 49.

For questions or concerns please contact Learning and Organizational Development at x77844.

Step-By-Step Guide for Performance Management LaunChmg Upwa rd Feedback
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1) Begin by going to the Human Resources page and selecting “Self-Service Login."

SCHOOLS LIBRARIES RESOURCES SEARCH

w EMOR Human Resources

Self-Service w «
Policies

Forms >

Pay >

Faculty Staff Assistance >

Employees >

Managers >

HR Reps >

-
/ l:
Active Works Emory Community Giving Sparkfly Fall Discounts Y

have a question?

HR NEWS HR CALENDAR

Award of Distinction honors Emory University

employees for outstanding contributions (I Strategies for Influencing Others

Thu, Nov 9, 2017, 8:30am

Fourteen employees have been selected as this year's tHu 1599 Clifton Road
winners of the Emory University Award of Distinction.
Since 1985, the annual awards have recognized staff LA strategies for Influencing Others
members who make significant contributions to the Thu, Nov 9, 2017, 8:30am
Emory community. Read More tHy 1599 Clifton Road
Also In The News L@ Change Cycle for Staff

Wed, Nov 15, 2017, 8:30am

* Great American Smokeout is November 16th -
wep 1599 Clifton Road

* Caregiver Connection: Connecting Caregivers with

Benefit: d R
enefits and Resources See All Events »

View All News »

EMORY HOME | CONTACTS EMERGENCY | CAREERS | GIVETO EMORY | ABOUT EMORY'S WEB

Copyright © 2017 Emory University - All Rights Reserved | 201 Dowman Drive, Atlanta, Georgia 30322 USA 404.727.6123

2) Type in your user name (Network ID) and password.

G Human Resaorces. My Homepage Oracle PecpleSoft Sign-in Human Resourcas Oracie PeopleSoft Sign-in +

EMORY EMORY ;i;lsr;':': Resources

Y HEALTHCARE

Network ID

University Employees: Forget Password?

achdef Hesithcare Employees: Forget Password?
Other issues logging in?
Password
1f you have any questions, problems, or comments, please contact the Emory Universiy Service Desk ot

(404) 727-7777 or the Emary Healthcare Service Desk at (404) 778-4357 (8-HELP). You may also
‘submit an IT support request at http://heip.emory.edu/.

You are about to access & computer system maintained or made available by Emory University and/or Emory Healthcare that is intended for authorized users only. Unauthorized use of this
system is strictly prohibited and may be subject to criminal prosecution. By proceeding, your use of this system constitutes your acceptance of Emory's IT Conditions of Use and other
applicable policies and your consent ta monitoring, retrieval, and disclosure of any information within this system for any purpose deemed appropriate by Emory University or Emory
Mealthcare, including law enforcement purposes and enforcement of rules cancerning unacceptable uses of this system,

EMORY UNIVERSITY HOME | EMORY HEALTHCARE HOME
Copyright © 2017 Emory Unvwersity and Emory Healthcare - All Rights Reserved

Launching Upward Feedback

Step-By-Step Guide for Performance Management
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3) Click on the dropdown menu labeled “Workforce Administration.”

¥ Workforce Administration

Emory Recruiting System FMLA & Medical Leave w Query and Reporting Tools Employee Search

«

4) Select “Manager Self Service.”

G Human Resources My Homepsge +
E .\ I\\ R \ ¥ Workforce Administration

Workforce Administration

== Self Service

Manager Self EF
Talent Adminisha4r

Run seript *IpSwipeToTabF romDD(%27HAMS EMPLOYEE EM_MANAGER_SELF_SERVICEX27);"

Launching Upward Feedback

Step-By-Step Guide for Performance Management
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5) Click on the “Performance Management” Tile.

* Manager Self Service

Manager Dashboard Employee Search Performance Management Employee Profile

il
Emory Recruiting System Exempt Leave Tracking FMLA & Medical Leave Emory Learning Management

o
- o«

< Manager Self Service MSS Performance Management

[T Current Documents
Current Performance Documents
i Historical Documents:

Listed o the curent p s for which you
—_— [¥1Filter Criteria

i1 View-Only Documents =
i Maintain Performance Notes Performance Documents Personalize | Find |39 BB Fist & 18015 @ Last

Nama Ouscription Dacument Typs Gocument Status Pariod Bogin Pariod End  Job Tite Neat Dus Date
I Administrative Tasks v
= At Perormance Document  Pending Acknowlecgement  DBI01/2013 o512 e USAUZON
e o Pertomance Document Acknowiedged o8D12013 oBB1201 st OSUZDIE
ontiind i Univarsity Manager Annual 2018 University Annual Review  Started 111282017 OBZ018 e 107202017 «
ﬂ o . Pertormance Document o8D12013 OB i it s

Shared wih Employee

Acknowiedged 08012013 0873172014 e osz014

Launching Upward Feedback

Step-By-Step Guide for Performance Management
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7) Click on the “Launch Upward Feedback.”

8) You will see the list of direct reports for your employee;

Performance Process

Stops and Tasks.

Tizaa0T

+ 0 su
D

* oB3Z08

120017

Performance Process

University Annual Review
& e~  Confirmation - Mid-Year completed.

@ vou

tod the Mid-Year Step.

i

* @ Compleie Mig-Year (Recommended)
Darze

Complete Year-En:

Review Self Evaluation
Dus Dat 3z

accurate contact your HR person.

¢ MSS Performance Management

Performance Process

Steps and Tasks

10282017

083112018

o «

S o~

Overview

Performance Process

University Annual Review
Launch Upward Feedback - Approve Nominations
Job Title ©5 " e Manager © 5 R

Document Type Period 1

Template U Document 1D

Status Not Starte

Due Date

If the manager you are evaluating has two or more direct reports, you will see a lst of their names below. If
the list is correct, select the Submit Nominations button in the top right corner of your screen (if not, contact

You may begin writing your evaluation of the manager (i.e. the Manager Evaluation form) after you select the
Submit Nominations button. You are required to provide the opportunity for upward feedback, but direct
reports are not required to give it - it is their choice.

Once two or more direct reports have completed the form, you can view their responses. Use this information
to assist you in writing your evaluation

HR recommends that you not launch upward feedback documents until 6 weeks before annual
reviews are due.

@ Participant Role: Diraect Report Minimum Required: 2 Maximum Avatable:99

@

Nominations

Display Name

Step-By-Step Guide for Performance Management
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please confirm all names are accurate. If they are not

Notty

Launching Upward Feedback



EMORY

ur Learnin

9) Click on the “Submit Nominations” button.

< MSS

formance Managy

Performance Process °

Steps and Tasks Py

Overview

te Mic-Year (Recommended|

Track Nominations

Review Partcipant Evaluatons

Review Self Evaiation

Pending Acknowe

Complete

10) You will receive confirmation your nominations have been submitted.

< MSS Performance Managem
Performance Process °
Steps and Tasks S e~
University Annual Review

W2B201T * OBB12018

Launch Upward Feedback

acd Mominees.

Track Nominatons.

Comalete Yeor-End E

Request Acknowtedgement

Penging Acknowledge

Compiste

Performance Process

University Annual Review
Launch Upward Feedback - Approve Nominations

Job Title 57 et Manager [rstses E—
Document Type Universy Annual Review Period 111282017 - OK312018
Template Unvors ¢ Anvuat 2018 Document 10 2

Status Not Sta Due Date

I the manager you are evaluating has two or more direct reports, you will see a list of their names below. If
the list is correct, select the Submit Nominations button in the top right comer of your screen (if not, contact

You may begin writing your evaluation of the manager (i.e. the Manager Evaluation form) after you select the
Submit Nominations button. You are required to provide the opportunity for upward feedback, but direct
reports are not required to give it - it is their choice.

Once two or more direct reports have completed the form, you can view their responses. Use this information
to assist you in writing your evaluation

HR recommends that you not launch upward feedback documents until 6 weeks before annual
reviews are due.

 Participant Role: Direct Report Minmum

2 Maximum Avatabée 99
Nominations

Display Name

Performance Process

University Annual Review
Confirmation - Nominations Submitted

6. You can track the nominees responses by selecting the Track Nominabions hyperlink

Step-By-Step Guide for Performance Management
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11) To view if people have submitted upward feedback, you may click on the “Track Nominations” link below the
”Launch Upward Feedback” section of the document.

< MSS Performance Management Performance Process

A QAE=EE

S o~ Year-End Ev

Save Review Occursd
on - Update and Share

Actons

Oue Date 083172018

12) You will see how many people have returned feedback. This information will be randomized and anonymous.

< MSS Performance Management Performance Process

A Q=0
Performance Procest o «
Performance Process University Annual Review

Steps and Tesks € e~ Launch Upward Feedback - Track Nominations
iversty Annual Review fionss ]

1282017 08312018 Job Title

Document Type

Template

Status I P

Pending

Pending

Pending

Step-By-Step Guide for Performance Management
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Performance Management User Guide
Manager’s Edition: Completing the Year-End Review

To complete the Year-End Review, you should review your notes on your employee, the Mid-Year Review, the
employee’s self-evaluation, and if the employee has direct reports, you should consider the upward feedback
provided. This section of the instructions will show you how to review the self evaluation, and upward feedback.
It will finish by showing you the steps to completing the Year-End Review.

For questions or concerns please contact Learning and Organizational Development at x77844.

Step-By-Step Guide for Performance Management Completlng the Year-End Review
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1) Begin by going to the Human Resources page and selecting “Self-Service Login."

SCHOOLS LIBRARIES RESOURCES SEARCH

w EMORY | Human Resources

UNIVERSITY

Self-Service Law «
Policies

Forms S

Pay >
Faculty Staff Assistance >
Employees >
Managers >
HR Reps >
~
7. G
Active Works Emory Community Giving Sparkfly Fall Discounts Y

have a question?

HR NEWS HR CALENDAR

Award of Distinction honors Emory University

employees for outstanding contributions (I Strategies for Influencing Others

Thu, Nov 9, 2017, 8:30am

Fourteen employees have been selected as this year's tHu 1599 Clifton Road
winners of the Emory University Award of Distinction.
Since 1985, the annual awards have recognized staff LA strategies for Influencing Others
members who make significant contributions to the Thu, Nov 9, 2017, 8:30am
Emory community. Read More tHy 1599 Clifton Road
Also In The News L@ Change Cycle for Staff

Wed, Nov 15, 2017, 8:30am

* Great American Smokeout is November 16th -
wep 1599 Clifton Road

* Caregiver Connection: Connecting Caregivers with
Benefits and Resources

See All Events »
View All News »

EMORY HOME | CONTACTS EMERGENCY | CAREERS | GIVETO EMORY | ABOUT EMORY'S WEB

Copyright © 2017 Emory University - All Rights Reserved | 201 Dowman Drive, Atlanta, Georgia 30322 USA 404.727.6123

2) Type in your user name (Network ID) and password.

G Human Resaorces. My Homepage Oracle PecpleSoft Sign-in Human Resourcas Oracie PeopleSoft Sign-in +

Y EMORY Human Resources
System

UNIVERSITY HEALTHCARE

Network ID

achdef University Employees: Forget Password?
i Hesithcare Employees: Forget Password?

Other issues logging in?
Pasewerd If you have any questions, problems, or comments, piease contact the Emary University Service Desk ot

(404) 727-7777 or the Emary Healthcare Service Desk at (404) 778-4357 (8-HELP). You may also
submit an IT support request at hitp://heip.emory.edu/.

You are about to access a computer system maintained or made svailable by Emary University and/or Emary Healthcare that is intended for authorized users only. Unauthorized use of this
system is strictly prohibited and mey be subject to criminal prosecution. By proceeding, your use of this system constitutes your acceptance of Emory's IT Conditions of Use snd other
applicable poiicies and your consent ta monitoring, retrieval, and disclosure of any information within this system for any purpose deemed appropriate by Emory University or Emory
Meaithcare, including law enforcement purpeses and enforcement of rules cancerning unacceptable uses of this system,

EMORY UNIVERSITY HOME | EMORY HEALTHCARE HOME
Copyright © 2017 Emory Uniwersity and Emory Healthcare - All Rights Reserved

Step-By-Step Guide for Performance Management Completmg the Year-End Review
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3) Click on the dropdown menu labeled “Workforce Administration.”

¥ Workforce Administration

Emory Recruiting System FMLA & Medical Leave w Query and Reporting Tools Employee Search

«

4) Select “Manager Self Service.”

Human Resources My Homepage +

G
E .\ I\\ R \ ¥ Workforce Administration

Workforce Administration

== Self Service

Manager Self H
Talent Adminisbabr

Run seript *IpSwipeToTabF romDD(%27HAMS EMPLOYEE EM_MANAGER_SELF_SERVICEX27);"

Step-By-Step Guide for Performance Management Completlng the Year-End Review
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5) Click on the “Performance Management” Tile.

* Manager Self Service

Manager Dashboard Employee Search Performance Management Employee Profile

il
Emory Recruiting System Exempt Leave Tracking FMLA & Medical Leave Emory Learning Management

o
- o«

< Manager Self Service MSS Performance Management

[T Current Documents
Current Performance Documents
i Historical Documents:

Listed are the curment p s ieh you

. [F1Filter Criter
i) View-Only Documents ~iFilter Criteria

i1 Maintain Performance Notes Performance Documents Personaiize | Find || B Fist ¢ 15065 2 Last
ERGON g Descrption Dacument Type DocumentStaus PetodBegin  PariodEnd  Job e Wext Due Date
I Administrative Tasks v
Perormance Document  Pending Acknowlecgement  DBI01/2013 e P S 1
i i Pertormance Document  Acknowtedged oBm12013 ORI et
@ = R University Manager Annual 2018 University Annual Review  Started 282017 OBIIR0NE iy s 10202017 «
e P Pertormance Document  Shared with Employee oBn2013 0832014 et e M
Pk Acknowiedged onz013 o812 S

Step-By-Step Guide for Performance Management Completlng the Year-End Review
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7) Click on the “Review Self Evaluation” drop down icon.

< MSS Performance Managem

Performance Process

Performance Process © | university Annuai Review
Sops and Tevke © ov Year-End Evaluation - Update and Share
Actons~
1282017 OB2018 Overview
Job Title Wanager i
*0 sun Document Type U Period R
DueOate 10202017 Templat nual 2018 Document ID
Status. Evaluaton m Progress Oue Date
* @ Complate Mid-Year (Recommended
Do Da iy Employee Data
* © Launch Upward Feedback Empl 1D {250+
Do owrea Department
Location 2
Job Summary
To save changes made o he evaluaton, seect he Save bution oud Butomaticaiy save your work every 40 minutes, however, we suggest
int you save often o prevent osing work. B¢ sure to save e
1t you nesd 1o open documsnts (e.g. fast year's documens) whie wriing your review, select e “new window” link n the upper ight hand comer of your
= O Complete Year-End Eva scresn. 0O NOT Li25le PacsleSoft sa5510ms wiihn the sam web browser. 0o 50 €3 Craate an 548 Wi propery 53VIg your eformaton
Tea Ost s IMPORTANT: You should not s he Review Occurmed button until you have finished updating the evaiuation, including ail approvals a 1S suggests
Update and Share Fom yur S, HR o thr Gt I accordance with your Schoa o Dison'spolcy. 1515 scommanded 1t you wa r e you have
Reauest Acknowledgemant
Do not use the Safari web browse. Intermet Explorer, FireFox or Chrome are recommended
g Acknawiesgement
} Long Format | ¢ Check Language | [ Calcutate All Ratings | @) Cancel Evaiuation
Compiete
Competencies | Goss | Responsibilles | Oire veral
Competencies: What
petencies that can be used to descrive what th
2 0n e competency o c.) Comments (minimum 100
8) Click on “View.”
< MSS Performance Management rformance Process
Performance Process © “ | University Annual Review Save
oo € o~  Year-End Evaluation - Update and Share
1282017 083172018 Overview g
Job Title St fa Manager ~ i
*'@ stan Document Type Universty A Period 1
o Dty RV? Template University M 018 Document 1D 256830
Status Evaluation in Pre Due Date 08/31/2018
Mid-Year (Recom
oN0AZ018 Employes Data
» @ Launch Upward Feedba Empl ID
Oueate 081162018 Department 330800

Location

To save change

that you save often ta p

sation. select

i you noed 10 open d

xcumonts (.. last

josing work. Be s

ar's document) while writin

Job Summary

the Save button. The system should

natcally save

cy 40 minutes. however, we suggest
efore exiting the sysiem

yo your eview, se%ct the “new window” Ik in the upper right hand comer of your
en. DO NOT open multiple PeopieSot sessions within the same web browser. Doing 0 Can create an issue wih pr g your information
N IMPORTANT: You should not select the Review Occurred bution Untt you have finished updating the alion, Inciuging a1 approvals and edts s ¢
O flete Yoar-End Evaluation from your Superv or other parties in accordance with your School or Division's policy. It s iso recommended hat you wait unis afier
Dus Date matin person wih the empioyeo
Update and Share

Request Acknowledgement B Long Format | o Check Language

o
Pending Acknowteagement T

Goats || Re

olete

Competencies: What

mpsten

m Solving, Service

Step-By-Step Guide for Performance Management
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Do not use the Safari web browser. Internet Explorer, FireFox or Chrome are recommended.

Calculate All Ratings | @@ Cancs! Evaluason
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and accomol
included in th pe
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9) You will be able to see your employees self evaluation. If you cannot see the information, your employee has
not shared the information with you. You can navigate the feedback by selecting the competencies, goals of
responsibilities tabs, and by clicking on the drop down icons under each tab.

Self-Evaluation - Completed

Unive
Self-Eve

yal Review
tion - Completed

Adtions>

g

e dox

nt status is Completed.

[Ej Lang Format | Cy Reopen

Meets Expectasians Behaviors Exampies

 Achveves xcelence in 3 13545 and os.

= Maintains f
o Uses fime 5 tasks based on importance, Delegates popropriatesy,
& Activ elf and {zam

!

- ks o Solics feedback. Actively identifies ways 1o improve
» Holds direct repons accourtadle for producing quaiy, imely resuns; heips oiners. am

fesdback that faciitates development

Chick hare for a full st of Competency behaviors

Employee Camment

P

s
think | am great

Prablem Solving
unctional Knawledge & Skills
ervice to Others/Customers

Competencies: How

~ Expand | v Collapse

t "submitAction_winG(document wing, EP_BTN_LINK WRK_EP. GROUPBOX5S0');”

Step-By-Step Guide for Performance Management
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10) We will now begin how to review Upward Feedback. If your employee does not have any direct reports,

please skip to step 15.

11) Click on the dropdown icon for the “Review Performance Feedback” section.

< MSS Performance Management

Performance Process
Performance Process °

Univ

Annual Review

Stops and Tasks

Review Occursd

S or Year-End Evaluation - Update and Share P
¥ x . Actons
2017 - Ovordow
Job Titie e & e i Manager St £ = =
»@ sian Document Type Period 11282017~ 08312018
- 202017 Template Document ID 2
Status Eve Ous Date 0

O lote Mid-Year (Recommended)

Employee Data

EmplID
Dopartment
Location

in accordance with your School or Division’s policy. Il 5

Do not use the Safari web browser. Internet Explorer, FireFox or Chrome are recommended.

S Long Format |y Check Language

|| Calcutate Al Ratigs. | @ Cancel Evakuation

Competencies | Goa's | Resp

Competencies: What

12) Click on “View.”

< MSS Performance M:

Performance Process
Performance Process

University Annua fow Return to Cur Save Review Occurred
Steps and Tasks S o~  Year-End Evaluation - Update and Share P
- osaote Overview
Job Titl oo e Manager 5o R S
Document Type Univ Period 1 a312018
Template Document 1D 2
Status Eva Due Date 08/31/2018
Employes Data
EmpiiD
Department &

Competencies || Goais | Res

Competencies: What

Step-By-Step Guide for Performance Management

Location 158000;

Do ot use the Safari web browser. Internet Explorer, FireFox or Chrome are recommended

S Long Format | Gheck Language | [5] Calcu

ery 40 minutes, however, we suggest

nand comer of your

mod: y
Comments (minimum 100

Completing the Year-End Review
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13) To view each direct report’s feedback of your employee, click on their names. This will launch a separate
window with the feedback. Make sure your popup blocker is off.

< MSS Performance Management Performance Process

Performance Process. 0 «

University Annual Review

Retum o
oreiimriiiomssy € e~ Year-End Evaluation - Update and Share Gemi
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DuaDais 10202017 Template University Manager Annual 2018 Document 10 256430
Status. Evauation in Progress Oue Dats 08312018
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OueDats  ONO42018 * Employee Data
*' @ Launch Upward Feedback i
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0 Review Sell Evaluation
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Participant Evaluation
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O Complete Year-End Evaluation rom you Supervsor. HR of e
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© Update and Share Do not use the Safari web brow|
————————1  Participant Evaluations
Request Acknowledgement 4 Long Format | 2 Chack L
= nice Participant Role. Status. Dus Date
Panding Acknowledgement T |
Complete b 3

roct Report

e @}ﬁuw . i h
=

These are competancies that c
Prodiem Salving, Service 1o Ol
ai50 be relevant based on the g
characters) are required for c|
Summary.

< Expand | ' Colapse | patancy.

» Delivering Results
» Problem Solving
» Functional Knowledge & Skills

¥ Service to Others/Customars

14) You can navigate the feedback with the dropdown icons.

University Annual Review
Direct Report Evaluation

v
Jab Title 175 R Manager = et A R
wcmmen Type sy Ao evi e 12 R
Tampatn Unverity Manage Aol 218 Decumant D 25683
Status Cor Due Date 081772018
Reviewsr Direct Report Role Direct Report
-
Direct Report Comments
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Commarts .
oy a2 o bt e b v —
ot et s pper v P 1 S

Area of improvement
Other Comments

Audit History
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15) After taking into consideration your employee’s feedback, and that of their direct reports if applicable, You are
ready to fill out your Year-End evaluation.

To do this, click on the “Complete Year-End Review” drop down icon.

< MSS Performance Management

Performance Process

LSO

ation - Update and Share

Review Occured

&GP

Job Title
Document Type
Template
Status Eval

Manager

Employee Data

Empi 1D
Department 8308

Location 15500
Review Participant Evaluations
DusDate  O1772018

-

Do not use the Sa

B} Long Format | ¢ CheckL

Competencies

16) Here you can use the tabs to navigate between the Competencies, Goals, and Responsibility tabs to provide

your input. For competencies, you will need to select a rating between 1 and 5. To review the rating scale and
behaviors for each competency, use the “Click here” and “Rating Description” links.

< MSS Performance Management

Performance Process

Performance Process

Steps and Tasks

NRE0IT ¢ 08312018

* @ Complete Mid-Year {Recommended)
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DueDate  OAIGZ0T8
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University Annual Review
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17) Complete the comments box for each of the competencies. If you have goals and responsibilit
those comments as well. You must provide at least 100 characters for any ratingofa 1, 2 or 5.

< MSS Performance Management

A Q

Performan( sack icess

° Uiversity Annual Review Retur to Current Documents [ 8348 R Ocaurad
i s S o~ Year-End Evaluation - Update and Share P
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What
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characters) are required for competencies with a rating of 1, 2 of 5. Comments are required, regardiess of rating, for the What
Summary.
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Delivering Results
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Manager Comments
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Trace

more quickly ot this stage of

-

18) Don’t forget the “What” and “How” summary sections, which also require comments. You may

suggested rating for each section by clicking the “Final Rating” link, which will provide you a dro
select the rating you feel is most appropriate.

< MSS Performance Management Performance Process

59

ies, complete

override the
p down box to

Performan( gack (cess ° i Kl Ry Retum to Cur Save Review Occurred
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upon deadines. Maintains supportive relationships with customers. Uses initative to improve outcomes,
processes, or measurements.

-

~ O Complete Year-£

Update and
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19) If your employee has direct reports, and you received upward feedback, you may review any feedback

provided in the upward feedback section mentioned earlier in step 10. You may use the tab shown below to
summarize the upward feedback provided. Remember to use this information only in combination with your
own observations. Do not share the comments verbatim.

Performance Process Q = 6
Retum 1o Current Documenis | Save Review Occurred

&Pt

Employes Data

screen. DO NOT op

IMPORTANT:

20) If the employee had goals or responsibilities, make sure to review those as well and provide an overall
assessment of how well they did on those goals and/or responsibilities. Finally, you will want to provide an
overall assessment for your employee. This is where you give the overall assessment of their performance. Click
on the “Overall” tab.

Step-By-Step Guide for Performance Management
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Empl 1D
Department 530401

Location 158001
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from your Suy

internet Explorer, FireFox or Chrome are
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21) You will want to select a rating, and write a summary of your reasoning and thoughts on their performance.
You may override the suggested rating by clicking the “Final Rating” link, which will provide you a drop down
box to select the rating you feel is most appropriate.

< MSS Performance Management Performance Process AaAQEO0o
eview Save Review Occurred
ation - Update and Share &Pt

Job Title e

Employee Data

Empl 1D <5
Department 6308

Tracey does well in many tasks, but when @ comes to using time efficiently, there is some room for
improvement. Tracey spends a long time on tasks that should be completed mare quickly at this stage of
racey's career.

22) Save by clicking on the “Save” button. When you are comfortable with your evaluation, you are ready to
perform a meeting with your employee to discuss their Year-End Review. This meeting should be similar to the
Mid-Year Review.
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Performance Process o«
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e ~ | Year-End Evaluation - Update and Share
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Overall Summary
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23) After you complete your Year-End Review in person with your employee, return to the document and click on

“Review Occurred.”

< MSS Performance Manage:

Performance Proce:
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Tracey does well in many tasks, but when it comes to using time efficiently, there is some room for
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Tracey's career.

24) You will be asked to confirm this step. Select “Confirm.”
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Tracey does wellin many tasks, but when & comes 1o using time efficiently, there is some room for

improvement. Tracey spends a long time on tasks that should be completed more quickly at this stage of
Tracey's caroer.

Step-By-Step Guide for Performance Management

Completing the Year-End Review



EMORY

25) You will receive the confirmation screen. This documents your meeting and sends the document to your
employee. The employee will have the opportunity to make comments and acknowledge the review.

< MSS Performance Management

Performance Process

Performance Process A Q=@
e «
University Annual Review
EEoohns € e~  Confirmation - Acknowledgement Requested
University Annual Review
NZEZNT C Da3IZDIE eiviea

¥ You have successtuily marked the review occurmed for your evaluation.

Panding Acknowedgement

ompists

26) Once your employee acknowledges the review, you will want to complete and close the Year-End
performance evaluation. You will be able to respond to their comments.
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27) When you are finished, click on “Complete”
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28) You will be asked to confirm. Click on “Confirm.”
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29) You will receive confirmation you completed the Year-End Review. Congratulations! You have completed a full
Performance Review Cycle.
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