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Presenter
Presentation Notes
Ensure each attendee has a Quick Guide:

Take quick back to desk to use as a reference for “where”  to go in the system to process transactions and which “pages” are necessary to complete



New features:

Available 7/1/07

Log in through the portal

Not sure of exact location once in portal but will announce via email listserv in late June (closer to go-live)





Presenter
Presentation Notes
View of main screen once access site



Personnel Transactions Section:

Covers any position change currently made through online transaction forms or via email with Employment/Compensation office



Reviews Section:

Covers annual performance reviews



Start overview with Position Changes Action:

Update job description

Process a title change

Work Schedule/FTE changes

Extend Provisional End-dates

Request Reclassification Review

Cost Center Changes





Presenter
Presentation Notes
Current Position Details page:

Provides summary of position selected 

Note: Not all of the fields are being shown on-screen



Point out the following:

Top row of “maroon” tabs are actually called pages

As move through the presentation, the “white” page indicates current location

When start an action, you can simply click on the applicable page to begin entering data, do not need to click through each 

Bottom navigation buttons

Continue to Next Page

Save and Stay on This Page – saves data (like draft) until ready to submit action for approval

Time out on system is 2 hours

Cancel

To “stop” an action & return to main menu

Preview Action

View summary of changes & submit “approval” options





*

Presenter
Presentation Notes
Review Details page:

Indicate the applicable Fiscal Year

Important when near end of the current fiscal year when trying to finish out the current year while [at the same time] starting the new fiscal year form



Indicate the applicable Review Period:

At a minimum, we are encouraging employees and supervisors to meet 3 times per year:

(1) To Start the Process – review job description, outline goals for next year, begin conversations

(2) For a Mid-Year Conversation – at the ½ way point, meet to discuss progress to “date”

(3) At the end for a Final Review – recap entire years related to the employee’s performance.  Finalize form and submit forward for approval.



Provides overview of Employee position details 





Presenter
Presentation Notes
Duties & Responsibilities page:

Provides current job description for the employee – both supervisor and employee are asked to review & ensure its accuracy

General Statement of Duties & Duties and Responsibilities sections are pulled in directly from position description

If changes are necessary – need to complete Position Changes Action under Personnel Transactions section



Allow “optional” section for both employee & supervisor to add additional comments or observations related to the employees’ performance of the job description tasks



Link to Classification Descriptions

Generic position descriptions for certain unionized positions

Used as a reference/resource – click to view generic job description for applicable positions





Presenter
Presentation Notes
Goals – Projects – Initiatives page:

Area to identify any additional work responsibilities assigned to the employee for the fiscal year

Goals – personal, related to the Vision 2010, strategic

Special Projects

Fundraising initiatives – related to specific divisions



Place to “house” the work an employee does that is “above their normal job description requirements”

Need to get recognized for the work & evaluated on performance related to additional work



Entries can be added by both employee and supervisor – ability to each comment about employees’ performance related to specific area





Presenter
Presentation Notes
Performance Style page:

Focuses on “how” you perform your job

The “behaviors” that you exhibits in the work place

Example:

Part of job description requirements is the “ability to meet deadlines”…employee may always meet the deadlines set for their work, but if the work is wrong or needs to be corrected each time, this “behavior” needs to be addressed



Link to Institutional Priorities, Core Values, Service Values

Examine the employees’ performance as it relates to these key documents

May focus on one main document or use a blend of them all

?Academic arena – more towards Institutional Priorities

?Administration arena – more towards Service Values





Presenter
Presentation Notes
Assessment page:

Summary of the employees overall performance related to each of the key areas:

Job Description

Goals – Projects – Initiatives

Performance Style



Areas to complete:

What employees does well

Where employee could improve or develop further

Supervisor support needed

This area is not currently a “hot topic” of conversation between employees & supervisors – hopefully this section will encourage this dialogue

Examples: need more direction/instruction from supervisor; open-door; availability of supervisor, etc.

Additional comments
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Presentation Notes
Final Review page:

This page is completed near the end of the fiscal year when both the employee & supervisor have indicated their final changes.



Both must certify that this is the final review – form will “freeze” when it is submitted forward for approval.  No more changes can occur.



**Reminder: for the first 9-10 months of the fiscal year, the form is a “working document” between the employee & the supervisor.  

If a supervisor is working on the form, they can “save” the form which “locks” the employee out.  Once the supervisor selects the status of “Submit to Employee for Review”, does the form “unlock” for the employee to begin entering data.

Dependent upon the department who will “start” the form.





Presenter
Presentation Notes
Notes/History page:

History section – 

Displays each of the “steps” that the Review took through the approval process

Indicates date/time and who submitted the Review

Will show “Versions” of what the Review looked like when it was submitted/approved (copies taken @ each step)



Notes section –

Allow opportunity to add in “notes” to the Action

Like body of an email message

Will appear on this page only (not in automatic email)





Presenter
Presentation Notes
View Review Summary:

Shows summary of data entered on the performance review



Options –

Edit button: if need to make additional data changes, click this button to return to page layout view



Printer-Friendly Version: click to print off a copy



Action Status section –

Workflow is built “behind the system” mirroring our organizational structure

System knows who you are & who the employee is

When submit – automatic email is sent indicating a Review is waiting for them







Presenter
Presentation Notes
Active Reviews Option:

Once a Review has been started (even just “Saved”), it will appear here – this provides an overview look at all of your Reviews & its current status



This should eliminate:

(1) “I never received the email”

(2) “I can’t find the paperwork on my desk”

(3) “I submitted it already”

All of the details related to the Review will be included in this view with a current look at what the Status is at that time



When a user receives the automatic email saying that an Review is awaiting his/her approval – they will log into the system and come to the Active Reviews inbox – where Reviews are “awaiting their approval”







Presenter
Presentation Notes
Historical Reviews Option:

Once a Review has been approved by HR (which occurs at the end of the workflow cycle), the Review will appear under the Historical option



Provides a “view only” of the Review changes and approvals for your own performance review







Any questions?

Contact:

Employee Relations at 

989.774.6447
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