Electronic
Performance Evaluations

Employee Training




o

Electronic Personnel Transactions & Performance Evaluations Quick Guide

Effective July 1, 2007

New features available by logging into the portal at https://portal.cmich.edu/

PERFORMANCE REVIEWS:

ANNUAL PERFORMAMNCE REVIEW - TO COMPLETE YOUR PERFORMANCE EVALUATION.

Complete the following pages to document the conversations between you and your supervisor:

¢ Process Overview - indicate your understanding of the intentions of the performance review process

¢ Review Details - determine the applicable fiscal year & review period for this review & verify your employee data

« Duties & Responsibilities - review your current job description for accuracy & indicate your current performance

o Goals Projects Initiatives - enter any objectives fto compiete for this year In addition to your day-to-day responsibilities

¢ Performance Style - indicate “the manner in which” or “how” you complete your work responsibilities

+ Assessment - evaluate your overall performance in designated key performance areas

* Final Review - submit the finalized evaluation to the reviewing authority [completed at the end of the fiscal year]

Contact Employee Relations at 989.774.6447 with any questions.


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)




S
CGENTRAL MICHIGAN UNIVERSITY.

« Y'elcome onsite test, You are logged in.

Your Current Group: Employves, Sunday, May 20, 2007

Choose Performance Review Action to Begin

Create New Review

HOME
LOGOUT 1 Record



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




Performance Review Process Overview

[| Primary Duties and Responsibilities

Clarify staterment of PDR;
concurence between Employes

and Supendsar

Discussion and rewiew of
employes's perfammance in

matters of PDRs.

|| Goals, Projects and Initiatives

Discussion and review of
employvee's performance and
accomplishments in GRS

Staternent of collabaratively
developed goal, project or
initiative (new staterment for each
GPI

)
J L
)
JL

|| Style (mannerinwhich employee caries out tasks, dufies, and responsibilities)

Discussion of employes's

Consideration of
+  CMU Service Yalues [l attitudes and behavior in
«  CMU Core Values relationship to ChLU valles

«  CMLU Institutional Priorities @ and priarities.

|| Assessment

summaty and highlights:
+ hatdoes the employes dowell?
« ifhere does the emplovee need improvement?
« What type of support ¥ assistance § direction is needed from the supervisor?



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




Create Annual Performance Review

Review Duties &

| MotesMHistary

Details Q=i all[i=

Evaluation Type
Fiscal Year:
Review Period: () Start Process () Mid-Year Conwersation (' Final Review

Employee Data

Employee First Mame

Emplovee Last Mame

\ Campus ID#:

1y
*Required information is denoked with an askerisk,

<< RETURM TO PREY¥IOUS COMTIMUE TO MEXT PAGE =2+

CAMCEL PREVIEW REVIEW
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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 




Create Annual Performance Review

Duties 8
Responsibilities

Hotes/History

The primary duties and responsibilities of this position, as reflected in the current job
description, are shown below. Supervisor and incumbent are asked to review this
information for accuracy.

Position Description: Duties and Responsibilities

General Stakement of Duties:
(3-5 primaty Funckions)

Duties and Responsibilities:

Duties & responsibilities of this position accurately reflected above?

EMPLCYEE: Does this position

description accurately reflect the job O ves O Mo
duties and responsibilities of your B B
position?

SUPERNISOR.: Does this position
description accurately duties and
responsibilities of vour employee?

{.?:' No Respanse

Job Performance Comments and Observations

EMPLOYEE: Eriefly state how wou are
currently performing these job duties.

SUPERYISOR; Briefly state how your
employes is currently performing
these job duties,

*Required inFarmatian is denoted wikh an asterisk,

<< RETURM TO PREYIOUS | I CONMTIMUE TO MEXT PAGE = I

CAMCEL PREVIEW REVIEW |



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




Create Annual Performance Review

Goals _
Projects T chle Tent " |MotesMHistory
Initiatives === Eevie

For this review year, enter below any personal objectives that will be required [of the
employee] in addition to the current day-to-day responsibilities. These may be: goals that
relate to the University ¥ision plan; Division or Department Strategies; Personal goals;
Special Projects, etc.

Add Mew Entry

To add a new entry, complete the following fields and then click Add Entry. If vou do not wish to add a new
entry at this time, click Cancel.

* Required information is denoked with an askerisk,

Objective Descripkion:

Brigfly comment on the current progress
on this objective:

Brigfly comment on the employes's current
progress on this objeckive:

| AppEnTRY |

< <. RETURN TO PRE¥IOUS CONTINUE TO MNEXT PAGE ==

CAMCEL PREYIEW REVIEYY



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




()

File  Edit

GoTo  Favorites  Help

Create Annual Performance Review

>

= O

e F

CMU INSTITUTIONAL PRIORITIES

Priority | - Teaching and Learning
Create an EmrlrunmEntthal 5.|.|ppor’(5 taac:hlng and Ieamln as Ihe top prlorlly

Central Mi

|

academic |l - Fjle
leaming. Cff °

GoTo  Favorites  Help

staff, bath
preaparing
calls for the

=5 0 &

v ./III"l1

E—

Educatlnn

Priority Il — Di
Provide educatio

Priority lll - Re|
Enhance the infra

supporiive
be idenifie

Priority IV -
Provide service fi
The unive
hennd

File  Edit

GoTo  Favorites  Help

CMU CORE VALUES

Learning -
Student-focused learning, placing the sirongest

The scholarship of discovery and creativity, rg
university is to seek, apply and dissaminate knowis

Liberal education as the foundation of the |
commitment in a general education program.

Graduate educafion as infegral fo the wni
environment for all community members and provig

Nurturing and encouraging personal growth,
deliberately supporis individuals' effort to realize th

Community -
Diversity and mulficulturalism, embracing multig
the dominance of only one idea, person, faction, g4

A sense of community, encouraging & shared =4
and commitments to common goals, and the valu
whale.

Respect and civility in the freatment of each ¢
exchange and expression of thoughtz and ideas, c
Shared governance, supparting the principles of 4
decision-making.

Service -
Serving the larger community, recognizing an
merge theory and practice.

Professional responsibility, taking sericusly the
learning community, and upon society.

==

CMU SERVICE VALUES

Care -

Respectful, Polite, Friendly, Fair, Helpful, Cooperative
The caring individual displays these traits in all daily interactions with people. We demonstrate dignity, a
positive attitude, equal and consistent treatment, appreciation for diversty, open-mindedness, honesty,
faimess and compassion through all that we say and do.

Knowledge -

Efficient, Organized, Proactive, Reliable
The knowledgeable person knows how to do the job well, is aware of processes, procedures, systems,
technology, rules, regulations, organizational charts and responsbilities. In short, we should be
competent in terms of the knowledge it takes to serve people in an excellznt fashion.

Availability -

Accessible, Punctual, Listening, Attentive
The essence of availability is providing service when and where it is needed. It should be easy to get
help. Our availability depends on many factors, such as location, hours of operation, physical
arangements, and accommodations for individuals with disabilities.

Follow Through -

Commitment, Accountability, Responsiveness, Ownership
Follow through inchudes whatever is necessary to bring a transaciion to a point of closure. We follow-up
urtil the final point is reached and we do what it takes to get the optimal outcome. This means that the
matter has been thoroughly handled by us to the point that the person is clear regarding the status,
outcome, or resolution.

| >



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




Create Annual Performance Review

Goals _
= Perfor mance

Assessment = |Notes History

This section is intended to focus dialogue between employee and supervisor on key
aspects of overall performance.

What does the employee do well?

Employes Comments:

Supervisar Camments:
What could the employee improve or develop further?

Employese Comments:

Supetvisar Cornments:

What type of support / assistance / direction is needed from a supervisor?
Employes Comments:
Supervisar Comments:

Additional Comments

Use this space for any additional information considered helpful, infarmative, or relevant to this
perfar mance review,

Employes Comments:

Supervisar Carmments:

=< RETURM TO PRE¥IOUS | I COMTIMUE TO MEXT PAGE === I

CAMCEL PREVIEW REVIEW |



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




Create Annual Performance Review

Perfor mance

Motes shory

LS =118

ONLY COMPLETE THIS SECTION AT THE END OF THE FISCAL YEAR PRIOR TO FORWARDING TO
HUMAN RESOURCES.

Certification and Completion

Employee and supervisor are strongly encouraged to ensure that the review is complete, thorough,
and submithed o the reviewing authority by or before the established calendar deadline date.

EMPLOYEE: I certify that this

petformance review has been

finalized For this fiscal wear and mayw >
now be submitked to the reviewing

authority,

SUPERNWISOR: I cerkify that this
petformance review has been
fFinalized For this fiscal year and may
now be submitted ta the reviewing
autharity,

*Reguired information is denoked with an asterisk,

<< RETURN TO PRE¥IOUS CONTINUE TO NEXT PAGE =2

CAMCEL PREVIEY REVIEW



Presenter
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.




Create Annual Performance Review

B Notes,/History

Once you enter a note and save it by clicking Add Note, then confirming), that note will be
permanently added to this review, even if you cancel out of the review without saving.

History Modified By

05-20-2007 10:27 P onsite test

Sreste Actiorr Status. Mew Arus! Periormance Revisw

Add Motes

Mokes:

ADD MOTES

<< RETURN TO PRE¥IOUZ I CONTIMUE TO MEXT PAGE == I

CAMCEL PREVIEW REVIEW



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)




View Annual Performance Review Summary

Flease review the details of the review carefully before continuing.

Edit @ Printer-Friendly Yersion

Review Status

(# saved Not Submitted (Employee]
O submit to Supervisor for Review

cancer || continue |

Process Overview

Performance Review

This performance review is intended to facilitate the communication between supervisors and
employess.

It is in no way intended to replace established disciplinary procedures outlined in contracts/handbooks,
Should at any time a supervisor determine that an employees' job performance places them in a job

jeopardy or disciplinary situation, the supervisor must contact Employee Relations at 774-6447,

EMPLOYEE: I have read and understand
the inkentions of this performance
review process,

SUPERYISOR: I have read and
understand the inkentions of this
performance review process,

Motes,/History
05-20-2007 10:27 PM onsite test

Cregte Action Status: Mew Annuad Parformance Review



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






S
CENIRAL MICHIGAN UNIVERSITY

« ‘Welcome onsite best, You are logged in.
Your Current Group: Employes,

Sunday, May 20, 2007

View Active
View Active
HOME 1 Record
AcCcountant Annual Start
gy | YiER PS-04 55555 Mikki Turnet 2007-2008 Performance - 7-18-2007
—  Summary Review LEEE



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”






S
CENIRAL MICHIGAN UNIVERSITY

action | |+ 'elcome onsite test. You are logged in,
VIEW PENDING Your Current Group: Employee, =TSP h LTt EL Y

View Historical

View Historical
1 Record
HOME
LOGOUT

OP-06 35555 Mikki Turner 2006-2007 Perﬁmau-
Wiew ||‘I.I'iew Review
= Summary



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




CENIRAL MICHIGAN UNIVERSITY

« \Welcome onsite best, ‘ou are logged in,
Yaur Current Group: Employes,

Wednesday, Maw 23, 2007




Any questions?

Contact:
Employee Relations at

989.774.6447
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