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PERFORMANCE MANAGEMENT USER GUIDE
INTRODUCTION TO PERFORMANCE MANAGEMENT

The Performance Management Cycle consists of the following steps:
1.Starting the Review Cycle: Setting Goals (Optional)
2. Documenting and completing your Mid-Year Review
3. Self-Evaluation and Year-end Review
4. Providing 360 Review Feedback
5. Additional Tools
o Check-Ins
o Comment Writer

o Taking Notes
o Historical Documents

For questions or concerns please contact Talent Management at
talent.management@emory.edu




PERFORMANCE MANAGEMENT USER GUIDE
STARTING THE REVIEW CYCLE: SETTING GOALS (OPTIONAL)

Although optional, it is highly recommended that you set some
goals for the year. This is best done at the beginning of the year.
You and your manager should work together on setting goals.
Feedback should be provided on a frequent and regular basis
regarding goal progress, in addition to the Mid-Year and End-of-
Year review. This can be done easily using the Goals tool.

For questions or concerns please contact Talent Management at
talent. nanagement@emory.edu




1. To begin the goals process, go to the Self-Service login page where
you will be directed to the HR Portal.

BEMEFITS » 5~ CAREER - LEARNIN = RESOURCES -
] "y > an ,,-:p. = Anmmer s el |

2. Select the Talent Mgt (incl. Performance) tile. You will need to log in
with your Emory credentials to access the Performance Management
site.

Talent Mgt (incl. Performance)
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3. Once logged in, you will be able to view your profile screen. On this
page, you can edit your career history, qualifications or any other
additional information you would like to provide. Note: this is optional.

Prirmary Job Title:
Start Date:

Direct Report To:
Location:
Department:
Cantact Number:
Years of Experience:
HIR Partner:
Cosch/Menior:

Development Actions For Next Role

Licenses, Certifications & Training

Awards & Accomplishments

Profild Sompletien

Skills, Abilities And Strengths

Career Goals Staternent
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4. To create your own goals, you will need to select My Goals from the

menu on the left side of the page.

Personal Information

Primary Job Title:
Start Date:
Direct Report To:

° ‘on:
My Goals mant:
1T Contact Number:
Years of Experience:
HR Partner:
Coach/Mentor:

Starting the Review Cycle: Setting Goals (Optional)

Job Description

=)

Profile Completion

Skills, Abilities And Strengths

Career Goals Statement

Projects.




5. All current, past or requested goals will be visible under your my goals
section. To create a goal for yourself, select create/request goal.

My Goals

Home

Cument Goals  Archive Goals  Requested Goal

Search: I

Due Date Goal Weight | Progress

© Incomplete

Jan 27, 2023 ‘ Communication Skills ‘ 0

6. A pop-up box will appear where you can fill out your goal name,
progress type, importance and start/ end date. All other criteria is
optional. Once completed, select add and then select request goal(s) where
it will then be sent to your manager.

Request New Goal X

EZEmD o

Goal Name: * Learning Excel

Goal Code:; * LANS1153

e Complete/ Incomplete: Goals that

I want to learm how to be more efficient in excel.

Goal Description are measured by whether they have
’ been completed or not.

Commens: e Measurable: Progress bar with a
S——— 7 completion percentage up to 100%.

e Qe e Target Value: Goals with a set

A Hgh value of achievement.

":"“:"‘ ‘ E :D . e Goal Weight (Optional): Alternative

v B (e = 3 means for a user to assign priority to

a goal.

Starting the Review Cycle: Setting Goals (Optional) 5




7. Your manager will have the option to approve, or reject, your goal. You will
receive a email, and notification, informing you if your manager has
approved/ rejected your requested goal(s).

8. Once your goal has been approved, it will be visible under the current goals
section. You will then be able to track your progress and provide any
comments. You can have as many goals as you want.

My Goals

Home:

Current Goals  Archive Goals  Requested Goal

Search: | il Nar

Jan 26, 2023 Leaming Excel =] ‘ 0 | [
Jan 27, 2023 Communication Skills ‘ 0 | @ Incomplete Update Status

9. If your manager has assigned a goal to you, you will be notified by
email/notification, and it will be visible under your current goals.

Notification Q

Manager’s Name has assigned a goal to you.

about 25 seconds ago

10. That’s it! You can now provide updates on your goal progress throughout
the year, and your manager can respond with feedback as well. Each time
you provide an update your manager will be notified so they can respond.

Starting the Review Cycle: Setting Goals (Optional) 6



PERFORMANCE MANAGEMENT USER GUIDE
SELF-APPRAISAL: COMPLETING YOUR MID-YEAR REVIEW

Your mid-year review form is a type of form known in Bullseye as a “check-in,” and is
accessible at any time during the first six months of the review cycle. This allows you to take
notes whenever you wish. You don’t have to wait to record your accomplishments; simply
record noteworthy events as they happen. You can also use the provided “notes” tool. For
more on the notes and check-in tools, go to Section V of this document.

For the mid-year check-in, the self-evaluation is all optional. You do not have to provide
comments on any competencies you do not wish to comment on (although recommended). It
is meant to be an easy way to gather some feedback at the mid-point of the review cycle. Any
changes/improvements needed can be addressed before the end of the year.

Why is it important to take notes and document continuously?

eTaking notes throughout the year makes the process easier
eTakes less time to complete your review
eProviding detailed documentation closer to an event is more accurate

You should record your notes under one of the Emory Competencies:
WHAT: Competencies that speak to what you do in your job
eDelivering Results
eProblem Solving
eFunctional Knowledge &Skills
eService to Others/Customers

HOW: Competencies that speak to how you do your job
eDiversity, Equity and Inclusion
eCollaboration
eCommunication
eTaking Initiative

For more detailed information regarding competencies, click here.
For questions or concerns please contact talent. management@emory.edu

] !



http://www.hr.emory.edu/eu/performancemanagement/competencies.html

1. To access your mid-year, go to the Self-Service login page where you
will be directed to the HR Portal.

EMORY UNIVERSITY =
Search Jobs Contact HR
Human Resources W

~
-
BEMEFITS - REWARDS ~ CAREER - LEARMING ~ WELLNESS - WORK LIFE - FSAP -~ RESOURCES - Q

2. Select the Talent Mgt (incl. Performance) tile. You will need to log in
with your Emory credentials to access the Performance Management
site.

Talent Mgt (incl. Performance)

Self-Appraisal: Completing your Mid-Year Review 8




3. Select My Check In on the left side of your screen.

Profile Complation m

My Check In  al Information Skills, Abilities And Strengths

Ea
BE
Primary Job Title:
Start Date:
Direct Report To:
Location:
Depariment:

[+ Goals Stat it
Contact Numbser: areer 5. lEmen
Years of Experience:

HR Partner:
Coach/Mentor:
Projects

Development Actions For Next Role

Work History

Licenses, Certifications & Training

Education

4. Select history to view your completed check- ins. Select view to view your
current check-in. This is where you will be able to provide your own comments
and view your manager’s comments (when submitted).

Mid-Year Evaluation Form (Non-Manager) | J m

In Prograss
Jan 20, 2023

Titles Assigned By Assigned Date Status Actions

Mid-Year Evaluation Form (Nen-Manager) Jan 20, 2023 In Progress ?

5. This is what your mid-year form looks like. You can begin to provide
your comments on the competencies.

Check-in Comments SavoDrafl  Cancel @

GOALS

> . Mid-Yoar Evaluation Form [(Mon-M
Sinll
1 Manasgo Mosmbor bt 22, 3033

Delivering Results

FRODUCTIVITY: Strives 1o consistently achiove excollence in all tasks and goals. Maintaing focus and porsoveres in the face of obataclos. Uses time officiontly and responds quickly and constructivoly whon
confranted with challengos. Priofitizes 1asks based on importance. COMMITTED: Fallows through on assignments and commitmants. Suppons Emery goals and initathes. Adhoenes to all policies and

procodunos,

Wi Cragna

{Direct Manager]

[Membeer]

Self-Appraisal: Completing your Mid-Year Review 9




6. If you are not ready to share your comments with your manager; select
the save draft button. Once you are satisfied with your comments, select
share at the top (or bottom) of the screen. Your manager will provide an
overall score and feedback based on your mid-year comments.

Check-in Comments Shar SwveDraf Cancel @

Homa GOALS

Mid-Yaar Evaluation Form (Nom-M. ..
Lot a
Inetsbon (Do Manager) el : B RN 22 21

7. Once you receive feedback from your manager, you will need to sign
off on your form. Go to the bottom of the screen and select the sign off
button. A pop-up box will appear confirming if you are ready to sign off.
(Please remember to sign off when you no longer need to add comments. We
cannot reopen mid-year forms.) Select yes and your mid-year is now
complete!

]

Self-Appraisal: Completing your Mid-Year Review 10




PERFORMANCE MANAGEMENT USER GUIDE
SELF-APPRAISAL: COMPLETING YOUR YEAR-END REVIEW

Your self-evaluation form for the year-end review should be available to you shortly after the
middle of the year (either April or May depending on whether you are on the academic or
fiscal year calendar). Once the self - evaluation has launched; then, you can begin adding
comments. After your manager provides comments and ratings on your year-end form, you
should both have a face-to-face discussion.

For questions or concerns, please contact the Talent Management Team at
talent.management@emory.edu

11




1. To begin your self-evaluation, go to the Self-Service login page where
you will be directed to the HR Portal.

BEMEFITS » 5~ CAREER - LEARNIN = RESOURCES -
] "y > an ,,-:p. = Anmmer s el |

2. Select the Talent Mgt (incl. Performance) tile. You will need to log in
with your Emory credentials to access the Performance Management
site.

Talent Mgt (incl. Performance)
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3. Click on the left side of your profile and select My Appraisal.

EMORY

I~ My Appraisal
—

Personal Information

L
Primary Job Title :
|:| Start Date:
Direct Report To:
Hierarchy:
Q Department:
Contact Number:

4. From here, make sure self is highlighted and select appraise. You can
now begin your self-evaluation.

My Appraisal ©

LTIARN] Peer (0) 360 (1) Teams (0) Feedback (0) Review History (6) Peer Review History (0) 360 Review History (0) Team Review History (0)

Self-Appraisal: Completing Your Year-End Review 13




5. Here you will be able to view the competencies, add documents and
provide comments on your self evaluation. If you need help writing your
comments, click the behavioral examples link which will direct you to
examples that have been created.

DOGUMENTS | GHECKIN m COMPETENCIES

Comments / Questions I
WHAT

Delivering Results

PRODUCTIVITY. Strives: & condsstontly achiowd axoollence i &l tasks and goals. Marlans focus and podsavares in the fB00 of obstacies. Lsas imae afciently and responds quackly and constructivily wihin conironbisd with chalkngs
Priontizes tasks based on importance. COMMITTED: Follows through on assignmants and commilmants. Supports Emory goals and inibatives. Adhares 1o all polices and procedires

Bahavior examphes: NS e Mo edie incloesdosumnlss sCthons e i ang &. mans)ement dela ing.resus-non-manager pdf

6. To add a document, scroll to the bottom of the self-review and select
the upload/view documents button. Choose your file and upload your
document. A pop-up box will appear confirming that you wish to upload
this document. Select ok and your document has now been uploaded.

DOCUMENTS | CHECKIN TRAININGS | COMPETENCIES

Close
Document Name Uploaded Date Action
Documents == === =N
No Recond Found
Choose File | No file chosen
Subenit Exit Save Drall

Comments.  Required Comments.  Upload/vhew Documents

Self-Appraisal: Completing Your Year-End Review 14




7. When you have completed your self review select submit. A pop-up box
will appear confirming you are ready to send your self review to your
manager. Select yes and your form has now been submitted.

Salf Review View Notas G (2]

Schoduled - { 2023 ) Get Report S i S Draft

Comments /| Questions I
WHAT
Delivering Results

PRODUCTRATY: Strives to consistently achsrve oxceliance in all tasks and goals. Maintains focus and poersoveres in the face of cbstacles. Uses tme efficiontly and responds quickly and constructively when confronied with challenges
Prioniizes tasks based on imporiance. COMMITTED: Foliows through on assignments and commitments. Supports Emory goals and iniliatves. Adheres bo all pobcies and procedures

Behavior emamples. hiips (e emory edu'ew’_includesidocemants'sechons/pardgnmance-managament/delvenng resulis.non.manages pdil

Commenis here]

8. Your manager will view your self-evaluation and write your year-end
appraisal. Your manager should then request a meeting with you to
discuss your appraisal. After the meeting, you will receive a notification to
provide feedback based on your year-end appraisal. To view your year-
end, you will need to select My Appraisal on your dashboard. Then, select
provide feedback to view your rated year-end appraisal.

Job Description
Prafile Completion m m

My Appraisal
e E—

Personal Information Skills, Abllities And Strengths.

Primary Job Tithe:
Start Date:
Direct Report To:

Location:

Depantment:

Contact Number: Career Goals Statement

Years of Experience:

HR Partner:
Coach/Mentor:
Projects
—— _
X

Licenses, Certifications & Training

My Appraisal 0

Self (0) Peer (0) 360 (0) Teams (0) [X e qaR] Review History (1) Peer Review History (0) 350 Review History (1) Team Review History (0)

Self-Appraisal: Completing Your Year-End Review 15



9. After your discussion with your manager, you will have the opportunity
to provide any comments before acknowledging your form. Select
acknowledge and a pop-up box will appear asking if you would like to
provide comments. If you would like to provide comments, select yes. If
not, select no and move to step 11.

Manager Review

On Demand - (Jan 31, 2023)  Acknowledge Geet Report

FarExceeds Enteeds Méts Heeds
Competencies: WHAT Ootaned Score(900]Tta15)  Expectatioes Expectabors  Experlaions  Improvement

— —

100 % Compiele

Unacieplabie
—

10. To provide your own personal comments, select the general comments
option. If not, you can select a comment from any of the provided
categories in the drop down (see section V: Comment Writer). Just select
your comment and click add. To view comments provided from your
manager, select the required comments button. Once completed, select
acknowledge and no when the pop-up box appears. Another pop up will
appear confirming that your feedback has been submitted.

Manager Review Vewhous[] @

Ged Report Summary  Agprove  Rejed  Bal

Regular - (2023 )

DOCUMENTS m 2400 40 ol | 10 v R
Far Exceeds Exceeds Miits. Needs | SavelClose
Competencies: WHAT Obtaned Soonsd 12 001Tola20)  Fymartatines Fyrartateng [ Lo
INITATVE ¢
Apprﬂ\-’al CDmmEﬂtﬁ. Demonsirates 2 ‘sellstarter” athude
Aeprassal Commints
Salect v
Goal And Dbjective Sefting
hwys mésst priodabsnminid tagets and deadings. Wheen | sa & goal | make un ih goal i acompkshed deipda what
obstacks may be in e wiy, This determantdd peraimance has led 1 miod stoompishments hes year for our leam
- Feedback Comments

11. You're all done! Your manager will sign off on your form. If you added
comments, your manager will reach out to you if needed.

Self-Appraisal: Completing Your Year-End Review
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PERFORMANCE MANAGEMENT USER GUIDE
PROVIDING UPWARD FEEDBACK (360)

At Emory, staff members "may* have the opportunity to provide feedback about their supervisor to
their supervisor’s leader regarding strengths and any areas for development. Direct reports are asked
by their supervisor’s leader to provide comments to the following questions:

1. What do you see as your supervisor’s greatest strengths? Please consider the Emory competencies
and behavioral examples.

2. What area(s) do you think your supervisor should develop in order to be more effective? Please
consider the Emory competencies and behavioral examples.

3. Are there other comments about your supervisor that you would like to share?

Providing upward feedback (360) is entirely optional but strongly encouraged. All feedback will be
kept anonymous.

How to write comments: When responding to these questions, it is easy to reflect on only your most
recent interactions with your supervisor, but it is best to think collectively of your supervisor’s
behavior throughout the year. Reflect on strengths and any areas that can help them improve. If you
have suggestions for improvement, explain why you would like changes and why these things are
important to you or how changes would add value. Also, write responses that are specific but not so
detailed that you could be easily identified.

* A supervisor must have two or more direct reports to use this feature.

For questions or concerns please contact Talent Management at
talent.management@emory.edu

17




1. To begin the 360 Review (Upward Feedback) process for your
manager, go to the Self-Service login page where you will be directed

to the HR Portal.

EMORY UNIVERSITY - -
Search jobs (Contact HR
Human Resources SELF-SERVICE LOG
Qo
7

BEMEFITS - REWARDS ~ CAREER ~ LEARMING - WELLNESS » WORK LIFE~ FSAP - RESOURCES -

2. Select the Talent Mgt (incl. Performance) tile. You will need to log in
with your Emory credentials to access the Performance Management

site.

Talent Mgt (incl. Performance)

Providing Upward Feedback (360) 18




3. On the left side of your profile select My Appraisal.

Gy

—y

Personal Information

Primary Job Title :
Start Date:

Direct Report To:
Hierarchy:
Department:
Contact Number:

(E5.) My Appraisal
b

O

9

4. Make sure 360 is highlighted and select appraise. You can now begin
your 360 Review (Upward Feedback).

My Appraisal @

Self (1) Peer (0) EGUIRY] Teams (0) Feedback (0) Review History (8) Peer Review History (0) 360 Review History (1) Team Review History (0)
. Managers Exempt

5. You can fill out any, or all, three questions provided about your
manager. Once complete, select submit and your form has now been
completed. You're all done!

On Demand - ( Jan 31 2023)

Comments | Questions

What et} 2 you think your Raperisor $houid deveiop in ondkér 10 be mong eSecive? Pleass Condidér (e Emany (Ompeiinies and Behavioral exampies *

Ane hware ofher comments about your Supenvisor tal you would e i shan?

Providing Upward Feedback (360) 19




PERFORMANCE MANAGEMENT USER GUIDE
EMPLOYEE (MANAGER) EDITION: ADDITIONAL TOOLS

Check in Tool: What is a Check-In? Why do it?
¢ Allows you to have a general discussion with your manager that does not affect your mid-
year or year-end evaluation
e Open discussion, with no limit, until you are ready to end the conversation

Comment Writer Tool: Why use the Comment Writer?
The comment writer has multiple categories with pre-written text that can be used to help
you complete your evaluations.

Notes Tool: Why is it important to take notes and document continuously?
e Taking notes throughout the year makes the process easier
e Takes less time to complete your review
¢ Providing detailed documentation closer to an event is more accurate

Adding Documents
This section inform you on how to add documents to your profile.

Historical Documents
This section allows you to view your previous year-end and self-review evaluations for the
past 3 years.

Profile Page

This section informs you on how to edit your profile page. To note, your manager and
leadership above your manager will be able to view your profile page. However, your
colleagues are unable to view your profile.

For questions or concerns please contact Talent Management at
talent. management@emory.edu

20




Check In Tool

1. If you would like to create a General Feedback Check-In, on your
home dashboard select My Check-In.

— T

My Chack In - nal Informaticn Skills, Abilities And Strengths

——
Primary Job Tithe:

Start Date:

Direct Report To:
Lecation:
Department:

Contact Mumber;
Years of Experience;
HR Partner:
Coath/Mentor:

Development Actions For Next Role

Licenses, Certifications & Training

Awards & Accomplishments

ERigi )i
d |
|

2. Then, select the initiate button.

My Dashboard  Appraisal  Check-in

My Direct Reports

0 N F (Managen) .

Additional Tools 21




3. As there is only one form available, in the drop down, select the general
feedback form and assign. General feedback allows you and your manager
to have an ongoing conversation on any topic you would like to discuss.
You can continue to keep this form open until you are ready to end the
discussion.

Assign Check-in Criteria @

Residence:

Staff Exempt

Check-in Criteria Select v

N o Select
Initiate With General Feedback

4. This form is similar to the mid-year form; however, there is no overall
score. When you are ready to share your comments with your manager,
select the share button at the top. If you are not ready to share, uncheck
the share check button (at the bottom of the screen) and select the save
draft button. The form will not be submitted until you are ready to share.
Sign off on your form when the discussion has concluded.

Check-in Comments

Homa

General Feadback
[ Lo
Iratixtor (Mambor ) Direct Manages Inatiatesd Db Mar 23, 2023

Feedback for Recognition and/or Coaching

(Member)

(Birect Manager]

) s il

[Initisted With)

Additional Tools 22




Comment Writer Tool:

1. The comment writer is only visible in the year-end evaluation forms
(self and year-end appraisal). If you would like to use the comment writer,
go to the bottom of the year-end evaluation, select comments and choose
the category you would like to select a comment from. Or, select general
comments to provide your own personal comments.

0.00 Average

0% Completa
Save&Close

Far Excesds Excends Meets Needs

Comments

LEADER! -

Ceomnments  Requeed Comments  Upload/View Decuments

2. When you find the comments you would like to use, select the add
button and they will appear on the right. You can copy, and add, the
comments throughout the year-end form. Select save &close to save your
comments.

vy
COMMUNICATION 41|

Com ments Keeps managers and coworkers informed of their work progress
Comments
INTERPERSONAL SKILLS i
Recognition Coaching

Has a natural ra with le and does very well at communicating with others. l
Seams fo find it easy to connect with others and relate well with them.

Relates well with people and makes them feel valued.

Has a knack for making people feal impaortant when he/she speaks with them. This translates ii
Makas people feel al home with himher. Natural ability 1o work with peopde is a great assel 1o «
Handles themsall and the relationships with hisfher coworkers vary well.

Can ounckiv biald & nositineg relationshin with neonks and undarstands b Toorelate witl Tham

)

Comn @5 Required Comments Upload/View Documents

Additional Tools 23




Notes Tool:

1. To create your own personal notes, on your home dashboard select My
Notes.

Profile Completion

Personal Information Skills, Abilities And Strengths

Primary Job Title:

] My MNotes  Date:

weeemect Report To:
Location:

Department:
Contact Number:
Years of Experience:

Career Goals Statement

HR Partner:
Coach/Mentor:

Development Actions For Next Role

Wark History

2. Now select add notes.

View Member Notes ©

Add

Cument  Archive

|4rl|

Mo Record Found

Additional Tools
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3. Under the title dropdown, there will be multiple categories to choose
from (same as Comment Writer Tool) to help you create your own notes.
Select the prepopulated note you like, or create your own note, and select

save/update.
Add Note x
Moles | A willing 10 o e exia mie io put cihers ai ease, ST
gy comioriablie and opon work atmosphang hr.)'
atttude lowand posdne Changs is one of enthusasm, and : i
1 consistenty pets forth an efion 10 mprove myselfand am willing to go the extra mile 1o put others at ease, fostering a comfortable and open work almosphere. My attitude toward positive

iy Suireundngs change Is ona of enthusiasm, and | consistently puts forth an affort to improve myseif and my sumoundings.

| attemgt 1o maintain & positive attitude, but am consistently very critical of mysefl. | have a tendency 1o take constructive citiciam
personally, and instead of using it as a methad to improve, | et my feslings of fear and rejection stop me from progressing. This ks an
area of focus for the next year.

| eonsisiently poriray an attitude communicating respect and patience. | tread subordinates in a way that encourages growth and
Improvement and am always willing to lend an ear when a team member faces a difficult challenge. | believe | use humor effectively
on my team 10 relieve lension.

¥

4. Your note will now be visible under your My Notes section on your
dashboard. The notes you have added are not visible to anyone but you. If

your manager creates a note for you, and chooses to share it, you will be
able to view it here.

View Member Notes @ X

Created By

Note Title Ethics i ]

Note Starts and ends meatings on tima. | have had some difficulty getting my head wrapped around some of the rules and regulations in our industry and how ethics applies. |
don't think | have been unethical, but | know questioning some of these rules have raised some eyebrows

Created Date Mar 01, 2023

Additional Tools 25




Adding Documents:

1. To add documents to your profile, on your home dashboard select My
Profile. Then, select the edit button.

. Job Description
Profile Completion m ?

2. Navigate to the upload/view documents tab to upload your documents.
Provide a document name, choose a document type and select your file. If
you would like, you can provide a description for your document. Select
save/ update.

Personal Information  Career History  Qualiications  Additional Information  UploadView Documents

= Seledt File :
Documnent Narme : Document Type :
Choose File | Mo file choseén
[Cusmmm Senice Presentation l Select W Save/Update
Onily doc, docx, s, xis, pdf, [99. [peg. 5ng. pot. ppx are allowed
Description | Paste Link Fieferences
1 OV ’ .
Pictures
Publications
| Presentations bl
Avallable space is 10.00 MB and total space 10 MB. | Job and task descriptions
Weblinks
Please attach documents that are in compliance W Check Ins

Certificales
Pre-Digital Parformance Review

3. Now on your profile, the documentation link will be visible to your
direct manager and manager level ups of your direct manager. Peers are
not able to view your profile.

Start Date:
Direct Report To:
Location:
Cepartment:

Contact Humbsr: Career Goals Staternent
Years of Experience:
HR Partner:
Coach/Mentor:

Prafile Campietion

Davelopmant Actions For Next Raola

Licenses, Certifications & Training

Awards & Accomplishments

Dowmamﬂon

Additional Tools 26




Historical Documents:

1. If you would like to view your previous evaluation(s), on your
dashboard select My Appraisal.

E _
Prefile Completion
|2 My Appraisal
-
Personal Information Skills, Abilities And Strengths

Primary Job Title:

D Start Date:
Direct Report To:
Location:

{3 Department:

Career Goals Statement

Centact Number:
Years of Experience:
HR Partner:
Coach/Mentor:
Projects

Development Actions For Next Role

2. Go to the Review History section where your rating will appear along
with your year-end appraisals. Just a reminder, that the rating column
displays the average across the competencies and not the final score
assigned. You will need to open your actual form to view your final score.
This is also the same for the self rating as the "0.00" is not correct since
the self review does not have a rating. Select manager completed to view
your year-end appraisal or self completed to view your self review.

Self (0) Peer (0) 360 (0) Teams (0) Feedback (0) RETIEETEEN Feer Review History (0) 360 Revew History (0) Team Review History (0)

Created Date Created By Type Status Rating Action

Dec 31, 2020 Buliseye Suppert —— — @ Manager Completed
Dec 31, 2000 Bullseye Support 0.00 @ e Completed

Dex 31, 2021 Buliseye Support ) © Manager Completed
Dec 31, 2021 Buliseye Support S P 0.00 © S Complited

Dex 31, 2022 Buliseye Support ) ) @ Manager Completed
Dec 31, 2022 Buliseye Support S g 000 @ e Completed
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Profile Page

1. To edit your profile, select the edit button at the top of your screen.

—— T

Personal information Skills, Abiiities And Strengths

Primary Jab Tithe:
Start Date:

Direct Report To:
Lecation:
Department:
Contact Humber:
Years of Experience:
HR Partnes.
Coach/Mentor:

Development Actions For Next Role

Licenses, Certifications & Training

Awards & Accomplishments

{
{

2. The information on the personal information tab will populate based on
the information that is in the PeopleSoft system. To upload your own
profile picture, select choose file and add your picture. Select update and
your profile picture will now be visible.

Personal Informalion  Career History  Qualifications  Additional Information  UploadMView Documents:

N ]

Salutation Last Name” First Name™
Select w l I | |
Middle Name Primary Contact Mumber Primary Email® ;_/
Primary Job Title” ‘ears of Work Related Experience Company User ID
= . = [ l I ] Choose Flle | No file chosen

Image size aliowed:
Less than 1MB_only. b
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3. The career history tab is where you will edit your work history. Select the
add icon to begin adding your information. Once completed, select save and
your career history will be added. You can continue adding as much
information as you would like to share.

CEAE HSIOY  CUAMCHGNS  AKIRIGRS! INIMANON  UPeaaView Documints

P
=
Work History

4. The qualifications tab allows you to add your skills, abilities and
strengths. This is also where you will be able to add your education. On
education, select the add icon to add your education. Select save once
completed.

Pevgonad information  Career Hisiory  Cualicaions.  Additional informaiion  Uplaadfview Documents

Skills, Abilities and Strengths
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5. The additional information tab allows you to provide your LinkedIn profile,
awards, certifications and etc. Continue to select the add icon to add
information you would like to share. Save once complete.

Perscnal imdormation  Caeeer Hsdory  Qualficaions  Additicnal infomaiion  UlpleadAfiew Documents.

Maobility/Relocation/ Travel

w

LinkedIn Profile

Linkecin Profiie URL

Licenses, Certifications & Training
Awards & Accomplishments
Career Goals Statement

Projects

6. The upload/view documents tab allows you to add, or view, documents
you have added to your profile page. Refer to page 32 to view uploading

steps.
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