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Performance Management User Guide
Introduction to Performance Management

The Performance Management Cycle consists of the following steps:
1. Starting your performance review

2. Documenting and completing your Mid-Year review

3. Self-Evaluation and Year-end review
4

Providing Upward Feedback

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

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

Step-By-Step Guide for Performance Management Starting a New Performance Management Cycle
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Performance Management User Guide
Employee (Non-Manager) Edition: Starting your New Performance Management Cycle

The first step of the performance management process in PeopleSoft 9.2 is called the “Start” step. Here you
will add your own goals, new competencies and additional responsibilities for use in driving feedback and

evaluation throughout the year. This is an opportunity for you and your manager to determine what criteria
should be included in the Mid-Year and End-of-Yearreview.

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

Step-By-Step Guide for Performance Management Starting 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) Once you are in Self- Service, select the “Performance Management” tile.

¥ Self Service

Payroll Benefits Personal Information Time and Leave

=
0

= «©

Professional Infermation

EUV TR Q4

Benefit Vendors Links Workplace Health Employee Giving Work Life

Gift Reporting Employee Search

,&\1
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4) Here you will see the main screen of your performance document. You can navigate the main section of each
stage (Start, Update, Mid-Year Review, Self-Evaluation, and Year-End Review) using the tabs for Competencies,
Goals, and Responsibilities.

Y — Performance Process

* | Start - Update

5) Click the “Goals” tab to add any goals you plan to accomplish during the performance management cycle.

€ Performance Management Performance Process
FemEce Fiocess University Annual Review Fishan o Curer Cocwrant | Swve
Stapaand [asta S - S Updale -

Deiverng Rsuts
Probie Satving
Functional Knowledge & Skills

Serviee to OthersiCustamers

Collaboration

Communication

Taking initstive

Auit History

Step-By-Step Guide for Performance Management Starting a New Performance Management Cycle
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6) Click the drop down arrow to expand each section and add your goals for this performance
cycle. Then click the “Save” button.

¢ Performance Management Performance Process AQEQ®

Performance Process Retum o Cuent Documents | Save

Steps and Tasks 0 ov -
Reden JobTite i Serts Manager i
01282018 - 01282018 Ovenvew Document Type Period
Templatz Document )
T st Staus Due Date
DueDae
Updste

cb Summary

Goal 1: eat your wheaties

l Descrigtiot === e ke :]

7) Click the “Responsibilities” tab to add any key job responsibilities for this performance cycle. You can see
a listing of your job responsibilities by clicking the “Job Summary” link.

Performance Process

Step-By-Step Guide for Performance Management Starting a New Performance Management Cycle
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8) When you have finished typing a responsibility, click the “Add” button.

¢ Performance Doc Performance Process ﬁ Q = @
- s—
A8 - &
9) Once you have added all goals and additional responsibilities click “Save.”

Steps and Tasks

Delivering Results

Problem Solving

Functional Knowledge & Skills

Audit History

Step-By-Step Guide for Performance Management Starting a New Performance Management Cycle
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10) Once you are finished and have clicked the “Save” button, tell your Manager and
he/she will approve the “Start” step.

11) After your Manager approves the “Start” step, you will receive an email confirmation.

» Your performance criteria (competencies, goals and/or responsibilities) have been approved for this year's performance management documents.
Employee: !
Document Type: University Annual Review
Period: 09/01/2017 - 08/17/2018
Click the link below and follow the navigation to review.

https://leo.cc.emory.edu

Navigation: Self Service > Performance Management > Current Documents

12) Now you are ready to begin the Mid-Year portion of your review.

Step-By-Step Guide for Performance Management Starting a New Performance Management Cycle
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Performance Management User Guide
Employee (Non-Manager) Edition: Completing your Mid-Year Review

Your mid-year review form is accessible at any time during the first six months of the review cycle, allowing you to
take notes when you wish. You don’t have to wait until just before the due date to record your accomplishments.
Simply record noteworthy events as they happen. When your six month review is due, just submit the form to
your manager.

Why is it important to take notes and document continuously?
* Taking notes throughout the year makes the process easier
* Takes less time to complete your review

* Providing 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
* Delivering Results
* Problem Solving
* Functional Knowledge & Skills
* Service to Others/Customers

HOW: Competencies that speak to how you do your job

* Building Trust
* Collaboration
* Communication
* Taking Initiative

For more detailed information regarding competencies, click here. For questions or concerns please contact
Learning and Organizational Development atx77844.

Step-By-Step Guide for Performance Management Completing Your Mid-Year Review
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1) When your review forms were created by your manager, you received an e-mail notifying you. To access your

performance management documents, you may follow the link in the e-mail. If you did not receive the link
you can go to https://leo.cc.emory.edu

Your Criteria has been finalized for this year's performance management document.
Do_Not_Reply@emory.edu
@ This item is expired.
You forwarded this message on 11/30/2017 12:25 PM.
Tue 11/26/2017 4:28 PM

Deleted ftems (1 week) 12/5/2017

Your criteria (competencies, goals, and/or responsibilities) have been finalized for this year's performance management documents.

Please review using the following link and navigation:

https://leo.cc.emory.edu «
Naviga / Self Service > Performance Management > My Current Documents

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

EMORY | Human Resources

HEALTHCARE System
Network 1D
e University Employees: Forget Password?
- Healthcare Employees: Forget Password?
Other issues logging in?
Password If you have any questions, problems, or comments, piease contact the Emary University Service Desk st
[

(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.edul.

Log1

|
You are about to access a computer system maintained or made available by Emory University and/or Emory Healthcare that is intended for authorized users only. Unauthorized use of this

nstitutes your acceptance of Emory's IT Conditions

for any purpose deemed appropriate by Emory Unk
s system.

EMORY UNIVERSITY HOME | EMORY HEALTHCARE HOME
Copyright © 2017 Emary Uniwersity and Emory Healthcare - All Rights Reserved
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3) Click on the “Performance Management” tile.

¥ Self Service

Personal Information

poy

ol

v

University Total Rowards Q3

Caroors A

Benefit Vendors Links

.2}

Workplace Health

b

Employee Giving

CD‘ ol
L J

-

=]

4) Click on your ”University Annual Review.”

. My Current Documents

Current Performance Documents
5 My Historical Documents.

) Pedormance Notes.

Listed are your cument pertormance documenss

Emory Learning Management

-
@

Performance Management

Employee Search

@

Other's Performance
* Docus

Pertormance Documents

Step-By-Step Guide for Performance Management

Lo, e R rre
ST Dscument Tye Deacmgran Documens Stma Perc Sage e Nt D Oute  Manager
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5) Below “Complete Mid-Year Review,” select “Update.”

Performance Process

6) Here you will see the main screen of your performance document. You can navigate the main section of each
stage (Mid-Year Review, Self-Evaluation, and Year-End Review) with the tabs below. These sections are
Competencies, Goals, and Responsibilities.

< Performance Management Performance Process

Step-By-Step Guide for Performance Management Completing Your Mid-Year Review
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7) To expand each of the competencies, click on the drop down icon.

< Performance Management Performance Process

15

8) To document your achievements and behaviors write them in the “Employee Comments” section. Repeat for

all competencies.

Pa.r"ofmanes Process

Tayir processed sl 360 evatsstions anead of schecuse for e Fall Emergng Leaders program. Tayer iso ceivered |
Ine Bevman feadback sesson nd had (hem crepared well n advarce of Me rang sessons

Empioyse Comments

Step-By-Step Guide for Performance Management

Completing Your Mid-Year Review
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9) If you and your manager set up goals, click on the “Goals” tab.

Performance Process Q=06

10) Click the drop down to expand your goals.

< Performance Management Performance Process « Q= ®

Swe  Shavewm Manager

Your comments ara currenty not shared with your manager

Step-By-Step Guide for Performance Management Completing Your Mid-Year Review



EMORY

11) Document your progress towards each of your assigned goals.

R T BIU A «
12) If you and your manager set up responsibilities, click on the “Responsibilities” tab.
G Googe Mews. i<ree Cotes, Shoes & Accessores o Women, Men b Koy i Woman Qesourves. Pertormance Process. o
Performance Process @

Step-By-Step Guide for Performance Management Completing your Mid-Year Review

17
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13) Click on the drop down tab to view each of your responsibilities.

“*hl*h_* s Muman SesouTes Performance Process. * Q E :
14) Document how have you fulfilled your responsibilities.
Performance Process

Manager .

Ovcumest 1D

A BR8] O I AT INGIAAES 50 137 T Yl BT INPAIUS VS CRSUSC BN CONINNSE 10 B84

B IV ==

Completing Your Mid-Year Review
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15) To save your document, click on the “Save” button.

Performance Process

0012017 08312018

*0 s

Click hars for descriptions of Mid Yaar Overall Rating Scores.

Audtit History

16) When you are done with your comments, and ready to share with your manager click on the “Share with
Manager” button. If you need to make an edit to your comments after you have clicked “Share,” then click the
“Stop Sharing” button in the upper right hand corner.

Performance Process AaQ =0
~  Complete Mid-Year (Recommended) - Update

08012017 * 08312018

Click here for descriptions of Mid Yesr Overail Rating Scores

Step-By-Step Guide for Performance Management Completing Your Mid-Year Review
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17) At this point you’ll be asked for a confirmation. Click “Confirm.”

Performance Process

You and your supervisor should then have a face-to-face meeting to discuss your mid-year
performance. This is an opportunity for you and your supervisor to clarify where you stand in relation
to the expectations of Emory, the department and your supervisor. It assures mutual understanding of
responsibilities and work assignments and provides assistance and guidance in helping you improve
and prepare for advancement.

After your meeting, your supervisor will mark the form complete.

Step-By-Step Guide for Performance Management Completing Your Mid-Year Review



EMORY 21

+YOL

Performance Management User Guide
Employee (Non-Manager) Edition: Completing Your Year-End Review

Your self evaluation form for the Year-End review should be available to you as soon as the Mid-Year is complete
(or the deadline for the Mid-Year has passed). The self-evaluation form is accessible at any time during the
second six months of the review cycle, allowing you to take notes when you wish. You don’t have to wait until
just before the due date to record your accomplishments. Simply record noteworthy events as they happen.
When your Year-End review is due, just submit the form to your manager.

Why is it important to take notes and document continuously?
* Taking notes throughout the year makes the process easier
* Takes less time to complete your review

* Providing 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
* Delivering Results
* Problem Solving
* Functional Knowledge & Skills
* Service to Others/Customers

HOW: Competencies that speak to how you do your job

* Building Trust
* Collaboration
* Communication
* Taking Initiative

You will be notified via email when the self-evaluation form for the Year-End Review becomes available.

For more detailed information regarding competencies, click here. For questions or concerns please contact
Learning and Organizational Development atx77844.

Step-By-Step Guide for Performance Management Completing Your Year-End Review
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1) Once your mid-year is complete, you should have immediate access to your self-evaluation form. Even if you
did not complete a mid-year form, when your review forms (for University Annual Review) were created, you

should have received an e-mail notifying you. To access your performance management document, you may

follow the link in the e-mail. If you did not receive the email and/or link you can go to:
https://leo.cc.emory.edu.

Your Criteria has been finalized for this year's performance management document.
Do_Not_Reply@emory.edu
@ This item is expired.
You forwarded this message on 11/30/2017 12:25 PM.
Tue 11/26/2017 4:28 PM

Deleted ftems (1 week) 12/5/2017

Your criteria (competencies, goals, and/or responsibilities) have been finalized for this year's performance management documents.

Please review using the following link and navigation:

hﬁgs:[{\eorﬁc.emog.edu «
NavigatiorirSelf Service > Performance Management > My Current Documents

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

EMORY | Human Resources

HEALTHCARE | System

5e contact the Emory University Service Desk at
t (404) 778-4357 (8-HELP). You may also

EMORY UNIVERSITY HOME | EMORY HEALTHCARE HOME
Righ

Copyright © 2017 Emary Uniwersity and Emory Healthcare - All Rights R
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3) Click on the “Performance Management” tile.

¥ Self Service

Personal Information

poy

ol

v

University Total Rowards Q3

Caroors A

Benefit Vendors Links

.2}

Workplace Health

b

Employee Giving

CD‘ ol
L J

-
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4) Click on your ”University Annual Review.”

Current Performance Documents
5 My Historical Documents.

) Pedormance Notes.

Emory Learning Management

-
@

Performance Management

Employee Search

@

23

Other's Performance
* Docus

Pertormance Documents

o BTN
B et e Onecrpten Docamert et PeiBegn  Pwiodtnd b Toe P R —
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5) Below “Complete Self Evaluation,” select “Update and Complete.”

< Parformance Management

Performance Process A Q=@
Performan o « BT Retum to Curent Documents | Save Complete
S S o~ tion - Update and Complete e
12802017~ 083172018

Job Title ===

6) Here you will see the main screen of your performance document. You can navigate with the tabs for
Competencies, Goals, and Responsibilities.

< Performance Management

Perform:

Performance Process
- 9 « University Annual Re
Steps and Tasks s

view
Self-Evaluation - Update and Complete

Save Complete
University Annusi Roview
112872017 * 0873172018

Gt

Audit History

Step-By-Step Guide for Performance Management
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7) To expand each of the competencies, click on the drop down icon.

< Performance Management

Performance Process
Performance Process

° . b Retum o Curent Documents |~ Save Complete
Saps:and Tasks 2 ov Self-Evaluation - Update and Complete G
n2a2017 - Overview

Job Title Manager
* O s Document Type Period 12018

Dos Date 1020201 Template. Uiy Document D 2

Status. Evaluaton n Progress Due Dat 18

' @ Complete Mig-Year (Recommended| a 9 o o
00 Summary

. « evaluaton, sefect the Save bufton. Whe yox

« Expand | » Colapse

loblem Solving
Functional Knowledge & Skills

Service to Others/Customers.

~ Expand | (s Col

& Add Competency: How

Building Trust
Coltaboration
Communication

Taking Initiative

8) To document your achievements and behaviors write them in the “Employee Comments” section. Repeat for
all competencies.

< Performance Management

Performance Process °

“  University Annual Review
Steps and Tasks 5

Retum 1o Current Documents Save Complete
S o-  Sell-Evaluation - Update and Complete @rm
Job Tite - Manager s
* @ Stant Document Type

Period 112872
Template Document ID 2
Status

Due Date ©

n. When you are 1

Complete bution to ma

[E+ Long Format
Update and Complete

Competencies als | Res

w Year-End Evaluation
120 Competencies: What
~ Expand | '» Collapse

5 Add Compstency: Wnat

[¥Delivering Results

Moots Expectations Behaviors Exampios:

o Achieves excellence in all tasks and goals.
» Maintains focus and perseveres, even in the face of obstacies,

o Uses time eficientl. adapts pians when changes ocour, Prioritizes tasks based on importance. Delegates aporopriately.
« Actively pursues professional deveiopment and growth for self and feam

« Is receptive to and implements suggestions for improvement. Solcits feedback. Actively identifies ways to improve.
 Holds diract reports accountable for producing quaity., timely results; helps others maintain focus and overcome obstacies. Provides performance
foedvack that faciltates development

Gligk hars for a fulllist of Competency behaviors.

Employee Comments
52 Font <l s
52 sz

Wiriting Tools
| | thunk | am great.

Problem Solving
Functional Knowledge & Skills

Service to Others/Customers

Step-By-Step Guide for Performance Management Completing Your Year-End Review
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9) If you and your manager set up goals, click on the “Goals” tab.

Performance Process

10) Click the drop down to expand your goals.

r commants are curronty not shared with your manager

Step-By-Step Guide for Performance Management

Completing Your Year-End Review
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11) Document your progress towards each of your assigned goals.

Duscription 77

Problem Sohing

12) If you and your manager set up responsibilities, click on the “Responsibilities” tab.

G Goage Mews imew: Cotes, Shoes & Accemores bor Women, Mer & Kies. hman SesosTes d Setormance ocess 5
Performance Process @

Step-By-Step Guide for Performance Management Completing Your Year-End Review
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13) Click on the drop down tab to view each of your responsibilities.

G Googe Mews. rew: Catnes, Svoes & Accessres for Womes, ber & Kss man Sescres ertormarce rocess B
Performance Process

Your comments are curmenty not hared wn your manager

14) Document how have you fulfilled your responsibilities.

Performance Process Q=0

0 Curent Documents | Save | Share wih Manager

09012017 * 032018 Ovarvew Docun

ae

mmmmmmm

Step-By-Step Guide for Performance Management Completing Your Year-End Review
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15) To save your document, click on the “Save” button.

< Performance Management Performance Process

29

Performance Process o <

University Annual Review
e b beaind ¢ o~  Self-Evaluation - Update and Complete

University Annual Review L
1282017 * OB312018 Overview
Job Title 5 ST Manager [ ST
» @ swan Document Type Unwersity Annual Review Period 11/2822017 - 08312018
ueDate 1020201

Template Unive
Status Evaiua

ty Manager Annwal 2018 Document ID 256839

Due Date 08/3172018

5 © Completo Mid-Yes
DueDate QYDA

(Recommended)
s Job Summary

© You have successtully

~ € Compiete Seit Evatuation ved your evaliation
OusDote 083172018 To save changes made 10 the evaluaion, seiect the Save bulton, When you are ready, select the Complets bution 1o make the docuiment avalabie 10 your
Update and Complete manager.
[EH Long Format

Review Yoar-End Evaiuation
DueDate 083112018 Competencies | Goais

Competencies:

~ Expand | '» Colapse | [ Add Competenc

Delivering Results

TIVITY: Strives b
efficiently and 1€p0nds q
TH: Ensures job know

JCkly 30 construclively when
nd skils are nd v

and goals:
onted with cha
aluadle. Receptive to feedt

Zes tasks based on Importance

Mests Expectations Behaviors Examples:

Achieves excellence in al lsks and goals.
Mantains focus and perseveres. even in the face of obstacies.
Uses tme effciently. adapts plans when changes occur. Prioritzes tasks based on mportance. Delegates appropriately.
Actively pursues professional development and growth for self and team.
Is recaptive to and implements suggestons for improvement. Solicts foedback. Actively identifies ways 10 improve.
0ds bie timely resuls; heips ot focus and

feedback that faciitates development

Click hese for  Tul st of Competency behaviors,

Employes Comments
3

Font <lsee -||B I U iz = A-B-

wr

a Tools

1 think | am great

Provides performance

E Compiete

&Pt

16) When you are done with your comments, and ready to share with your manager, click on the “Complete”

button.

Performance Process

Performance: Process ¢ University Annual Review
s snd Tasks ¢ o~ | Self-Evaluation - Update and Complete

Universty Anuai Review

117282017 * 083172018 Ovenvew

Job Title —-c =

Manager -=.. =

» @ san Document Type University Annual Review Period 11/282017 - 0873122018
g Gdld Template University Manager Ann

Status Evaiuatio

Document 1D 266839

© Complete Mid-

DuoDate 03

n Progress Due Date 083172018
Job Summary

(Recommended

1 the

® bution. When you are

To save changes made to the evaluat

Update and Complele man

ady, select the Complete bution

the document availabie to your

B4 Long Format
Review Yoar-End Evaluation
DueDate

5 Goais || Re:

- Expand | '» Colapse | [ Add Competency: What
Delivering Results

Description - PRODUCTIVITY: Sir
obstaces, Uses time e

PERSONAL

ntty achieve excellence in al tasks and goals. Ma
d consiruciively when confronte

WTH: Ensure

asks based on Importance

9

nd valuable. Receptive to feedback

Mests Expectations Behaviors Examples:

Achieves excelience in all tasks and goals.
Mantains focus and perseveres, even in the face of obstacies,
s occur, P

ks based on mportance. Delegates appropriately.
Actively pursues professional development and growth for self and team.
Is recepiive to and implements suggestons for improvement. Solicts foedback. Actively identifies ways 10 imprave.
Hoids grect tabie for tamely resuls: heips oih i focus and
feedback hat faciiates deveiopment

Provides performance

Ciick hese for  Tul st of Competency behaviors,

Employee Comments

F || se -|[B 1 ulliz

Wrting Tools

1 think | am great
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17) At this point you will be asked for a confirmation. Click “Confirm.”

< Performance Management Performance Process

AQ=06
Performance Process O« University Annual Review Save Compiete
PG Ty S e Self-Evaluation - Update and Complete @rint
University Anual Review
11282017~ 08312018 Overvaw
Job Title |~ Manager
© sun

Document Type

Templat

Mests Expectations Behaviors Examples: Crniy 1 |_©
o Achieves excelience in all tasks and gomss
o Maintains focus and perseveres, even In the face
o Actvely pursues professional development and gro

j
o 15 feceptive fo tions
o Holds drect reports

accountabie for producing quaity,timely fesults: helps others maintain focus and overcome obstacies. Provides pedormance
feedback that faciltates development.

Click hete for a ful list of Competency behaviors

Employes Comments
= Font sllse - B I U= 2 A B
Writing Tools.

Y-

1 think | am great.

You and your manager should then have a face-to-face meeting to discuss your Year-End
performance. This is an opportunity for you and your supervisor to clarify where you stand in
relation to the expectations of Emory, the department and your supervisor. It assures mutual

understanding of responsibilities and work assignments and provides assistance and guidance in
helping you improve and prepare for advancement.

After your meeting, the year-end form should be “signed” by clicking on the acknowledge button.

Step-By-Step Guide for Performance Management Completing Your Year-End Review
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Performance Management User Guide
Employee (Non-Manager) Edition: Providing Upward Feedback

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. A supervisor must have two or more
direct reports to participate. 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?
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?

Providing upward feedback is entirely optional but strongly encouraged. 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.

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.

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

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

EMORY UNIVERSITY e '

Search Jobs Contact HR SELF-SERVICE LOG IN
Human Resources
BENEFITS - REWARDS - CAREER - LEARNING - WELLNESS - WORK LIFE - RESOURCES

e . % 5 - = e - E -
‘ W @ g
T

%

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/.

‘

You are about to access a 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
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3) Click on the “Performance Management” tile.

¥ Self Service

Personal Information
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University Total Rowards Q3
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Benefit Vendors Links
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Workplace Health
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Employee Giving
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Emory Learning Management
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4) Click on the link for “Other’s Performance Documents.”

< Seif Service

+_ My Current Documents
Current Performance Documents

' My Historical Documents

1) Pertomance Noles

- %, Other's Performance Documents

"
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5) Click on Pending Evaluation Requests.

4 Selt Servios Performance Management A =0

*, My Current Documents

Current Performance Documents

", My Historical Documents
‘Vou hove ne pusment performence dscuments
[2) Performance Notes
_Ofher's Performance Documents  ~
- Pending Evzluation Raquaste

Current Evaluah)! !

Historical Evaluafions

6) Click box next to name of supervisor you want to provide feedback for and click “Accept.”

< Performance Management Pending Evaluation Requests 7' Q = @

New Wicow | 5

Pending Evaluation Requests

Pending Evaluation Requests
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7) You will see the “My Current Evaluations for Others” page. Click on the supervisor that you want
to provide upward feedback.

My Current Evaluations for Others

8) You will see the “Direct Report Evaluation” with the name of the supervisor you selected.

Direct Report Evaluation A Q=@

Step-By-Step Guide for Performance Management Providing Upward Feedback
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9) Click on the arrow to expand the comment boxes to write feedback.

< Select Other's Evaluations Direct Report Evaluation A Q= @
University Annual Review S Complete.
Direct Report Evaluation gom

Direct Report Comments

~ Expend | 1 Colapse

Sgengths
s of improvement
‘ .'I Comments

Audit History
Created By
Last Modified By Direct Reportt

10) Add your supervisor feedback to each comment box.

Direct Report Evaluation
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11) When you have completed each comment box with feedback, click “Save.”

 Select Other's Evaluations Direct Report Evaluation

12) When you are ready to submit upward feedback, click “Complete” and then
“Confirm.”

¢ Select Other's Evaluations Direct Report Evaluation A Q
see ||

Universiy Annual Review

Direct Report Evaluation =

5 o Fomat

* Direct Report Comments
< Epnd |+ Colapse
= Stwengths

Description - Wit do you see 55 yoursupersors gestest syenghs?

Cemmests ~ - 5
2 Fot  -|lsm - B I U|Z = A B- Bl
Viirg Tocs i
& s changed
&
* Area of improvemment
Oeserpter s
Commests —
ot s=-|BIU ZxAB v
g oo
R has changed
&
+ Other Comments

Description - A2 e s scmmesns sbeut your supervisor o woukd e o sha®

a5

ot -|ls= -8B 1 U|[= = A-B
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13) You will receive a confirmation that the Upward Feedback has been completed.

< Select Other's Evaluations Direct Report Evaluation

University Annual Review
Confirmation - Document Completed
& You have successtul completed your avaluaion
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