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Performance Management Cycle

Goal Setting and Planning

End Year Review O ‘ Feedback and Check-Ins
Feedback and Check- Ins
i iMid Year Review
\/




Performance Management Timeline

H Description Stage

1 Employee Suggested Goals Planning

2 Supervisor Finalization of Goals Planning

3 Mid-Year Check In Check-In

4 End of Year Final Review - Employee Self-Review

5 End of Year Final Review - Supervisor Manager Review
6 Employee Confirmation




How to Access

TEACHERS COLLEGE

Log into myTC and select Employee
Resources.

Welcorpe ~ Employee Resources eports  Support Resources

WiFi Enroliment & Degree Audit & TC Alert Signup Manage My UNI Account & Howio s

How to Connect to TC-Secure ¢ TC Qualtrics (Survey Tool) & My TC ID Number Update E-mail Addresses ;;ZC}T(\?

Gartner Research dr TC Digital Media (Video Storage) & Update Emergency Contacts Update Addresses and Phones .VSubmit
TC Gmail Terms of Agreement

Welcome Employee Resources Reports Support Resc
Personal Information
TC Alert Signup Manage My UNI Account &
My TC ID Number Update E-mail Addresses
Update Emergency Contacts Update Addresses and Phones

TC Gmail Terms of Agreement

i rosees Navigate to the Human Resources
i section and click the Performance

TC Benefits & Professional Staff Annual
Review Process Resources &

HRhomee Professional Staff Policies M an age ment I i n k

Recruitment Dashboard &

Union Contracts &
EPAFs (Electronic Personnel
Action Forms) HR Notifications

Employee Class & Account Compensation Statement

Conflict of Interest Form




Performance Module Home Page

#A Aboutmev Myteam~v Mycommunityv Reports @ Create ‘©Journal entry ‘Hannah i

Welcome Hannah, you are logged in

Your
Performance
Reviews

..

& My Performance Reviews

& My Profile

Performance Review Name e

Current Step

Onboarding

B Performance Review 202(

Current step: Employee Suggested Godrs

Performance Review 2019 - 2020

Current step: End of Year Final Review - Supervisor

O
& Recruitment

Administration

& Team Performance Reviews

& Action Required
* There are 2 performance reviews not
assigned to you Show me

Your Team’s
Performance
Reviews

Emma Employee

L Performance Review 2019 - 2020




Home Screen — Employee View

Journal
My ew
Performance reviews
Status: Current v
Review process Review step

Performance Review 2018 -
19

Employee Confirmation

Manager

Svetla Eneva

Role

Professional
staff

Start date

3 Dec 2018

Due date

23 Nov 2019

| want to...

=1

| v

|

Clear Search

Open review



Home Screen — Supervisor View

“ About me v My Community N Reports ° Create M  Ahnitma s Ahsfaam v Aurammiinihs v Danarte M Crasta
Organizational chart
Welcome Han ad in

Team details

Sr. HRIS Analyst

@ My Performan RIS - Position: Sr. HRIS Analyst
Incumbent: Johanna Masbad

Performance Re\ Performance reviews

Current sten: Emblovee Suggested Goals HRIS Analyst |

Employee: Ann Garg

Performance: Journal Open review 4—

View profile View details Create requisition from a Job description




ome Screen — Supervisor View

#A Aboutme v My community v Reports @ Create Jourr ‘Hannahv (1 )

Organizational chart .
Welcome Han ad in

Team details

& My Performan Recruitment

Performance reviews

- we __Fel_

My team performance reviews

Performance Reyv
O The following employees report to you, however their reviews are not assigned to you:
Current stepn: Emplovee S Ann Garg, Journal  Action review View report

Ann Garg, Employee Suggested Goals Action review View report

Please refesh the page to see performance reviews that you have just taken ownership.

Employee first Employee last name:
name:

Level: Status: Current

Review process Role:
step:

Employee Review process Review step Role Start date Due date

Emema Perfarmance Review 2013~ Employee Confirmation Rrofessiopal 245ep2019  135ep2020  Iwantto. | Opan
Employee 2020 staff review

BT Ferfanmance Review 2019 Employee Confirmation s tafassigal 140ct2019  140ct2020  Iwantto.. | | Spdn
Employee 2020 staff review

1/6/21



Umbrella View for all Direct Reports
# Aboutme v Mym,mmunnyv Reports  © Create

Organizational chart

= N BT RS

Welcome Han
y Employee:
Team details

'My Performan Recruitment

Performance reviews

e Performance: Mid Year Check in Open review

View: Team View profile View details Create requisition from a Job desci

Performance Rey

Current step: Emblovee Suggested Goals

; My team

You Your direct report

HRIS Manager

Position: HRIS Manager
Incumbent:

HRIS Analyst 1 Your direct report's team Flags ~

Employee:

Performance: Mid Year Checkin View repol’l\ Click to view
their

View profile  View details ~Create requisition from a Job description
performance
review

HRIS Coordinator  Your direct report's team Flags v

Employee:

Performance: Mid Year Check in View report

View profile  View details ~ Create requisition from a Job description




Viewing Archived Performance Reviews - Employee

Journal

Wel are logged in
Performance reviews

& My Performance Reviews

Performance Review 2019 - 2020

(OVERDUE)

In the About me tab, click the
Performance review link

Current step: Mid Year Check in

You will see all of your performance reviews

A Aboutmev Myteamv Mycommunity v Reportsv © Create L+ i ‘ Hannah v €

My performance reviews

Change the status to
Status: v Current ‘ ARCHIVED and click —Gh-’ Search
Complete Searc h

All
Review process KEVIEW SLEpP Manager Role Start date Due date




Viewing Archived Performance Reviews - Manager

A Aboutmev Myteamv iy cuimunity v Reports v © Create

Organizational chart In the My team ta b, click the

Welcome Har red in Performance reviews link
Team details

@ My Performa Recruitment |

Performance reviews
Performance Re

My team performance reviews

Employee first Employee last name

Current —QU’ Search

emma
name:
Complete
Change the status to tever o s ——f O
H All
ARCHIVED and C“Ck Review process Select +«| Role:
step: S
Search P (A)(2]
Employee Review process Review step Role Start date Due date
Emma Performance Review ., mal Professional  14Nov2018 31Jui2019 Iwantto..  [=]  Viewreport

Employee 2018 - 1D staff




Step 1: Employee Suggested Goals

# Description Stage
| 1 Employee Suggested Goals Planning ]
2 Supervisor Finalization of Goals Planning
3 Mid-Year Check In Check-In
4 End of Year Final Review - Employee Self-Review
5 End of Year Final Review - Supervisor Manager Review
6 Employee Confirmation

1/6/21 ‘



Employee Performance Review Home Screen

Hannah Masbad - Performance Review 2020 - 2021

Start Job Responsibilities NEW Goals & Objectives Areas of Strength (Optional) Development Plan Next steps

Hi Johanna,

Welcome to your new Performance Review. During this step you will meet with your supervisor to set and agree on your goals for the year. This can be accomplished in at least
two ways. You can use this to provide suggestions to your supervisor prior to a meeting OR you and your supervisor can meet to discuss annual goals and complete the form
together. Please check with your supervisor on the preferred course to initiate this review cycle. For a step by step guide, please refer to the Performance Review Manual.

Next <




Employee Performance Review Home Screen

Hannah Masbad - Performance Review 2020 - 2021

Start \ Job Responsibilities N \ Goals & Objectives \ Areas of Strength (Optional) \ DevelopmentPlan ' Next steps

Actions =

Hi Johanna,

Welcome to your new Performance Review. During this step you will meet with your supervisor to set and agree on your goals for the year. This can be accomplished in at least
two ways. You can use this to provide suggestions to your supervisor prior to a meeting OR you and your supervisor can meet to discuss annual goals and complete the form
together. Please check with your supervisor on the preferred course to initiate this review cycle. For a step by step guide, please refer to the Performance Review Manual.

Xt <P

Ne»




Employee Performance Review Home Screen

Hannah Masbad - Performance Review 2020 - 2021

Start Job Responsibilities NEW Goals & Objectives Areas of Strength (Optional) Development Plan Next steps

4 , S

Click through each tab to take you through
different sections of the performance review

Hi Johanna,

Welcome to your new Performance Review. During this step you will meet with your supervisor to set and agree on your goals for the year. This can be accomplished in at leas
two ways. You can use this to provide suggestions to your supervisor prior to a meeting OR you and your supervisor can meet to discuss annual goals and complete the form
together. Please check with your supervisor on the preferred course to initiate this review cycle. For a step by step guide, please refer to the Performance Review Manual.

This will instruct you on what to do in that
section.




Job Responsibilities This pulsfrom the

Job Duties listed on
Hannah Masbad - Performance Review 2020 - 2021 t h e J o b Desc rl ptl on

Start | Job Responsibilities NEW Goals & Objectives Areas of Strength (Optional) Development Plan Next steps
JOB DUTIES

% of time Duties / Responsibilities

Job Responsibilities
ment in HR or relate

5 Ind al Developmen ies areas of imp

S, periodica em fmctwnahty an:

Employee:
Each job duty contains a description and percentage of total time. 10
Please note, job duties are not to be changed within your performance review. Please speak with your Supervisor if you would like to modify the job duties presented below. 50 Essential
Changes within performance do not reflect changes to your job description.
Supervisor: 20
If you would like to adjust the job duties below, please login here to submit a request via the Recruitment system. Changes to the job duties below will not be reflected against
the employees job description.

15 Works collaborati Essential

Item title

Title" Individual Development: Identifies areas of improvement...

i
i
mn

Description B I U M e | 3 [o Source

Individual Development: Identifies areas of improvement in HR or related systems and processes
periodically evaluates new system functionality and trends to support strategic business goals

Click when you’re
ready to move to

P — > the next section




oals & Objectives

Hannah Masbad - Performance Review 2020 - 2021

Start \ Job Responsibilities NEW Goals & Objectives Areas of Strength (Optional) Development Plan Next steps

Goals & Objectives « Saved Actions v
Employee:

At the Employee Suggested Review stage, suggest goals for the upcoming year. Then, for the remainder of the year, regularly review and comment on your progress

Describe the progress made during this year toward the three to five goals and objectives identified for review during this period.

Please note, your Supervisor can cascade their goals within your performance review. These will appear at the top.

Supervisor:

You can comment against each Goal and Objective. Throughout the year you can comment on their progress and add relevant Journal items throughout the year.

1/6/21




Inputting Goals

ltem title

Title”

Description

Status

Target date

Attachment

Test Goal #1

B I U &= 2| =

write a description of the goal here.

[o) Source

Current ot

23 Oct 2021

& Upload document

i3

Status

get date

Current

Completed
No longer achievable
Cancelled

1/6/21



Delete Goal

Item title
Title' Add Goal & Objective 3...
Description B I U|=Z === & == M = |5 [ Source
Status Current v
Target date 23 Oct 2021 B3
Attachment & Upload document
© Add Goal
€Back Move to Next Section Next

1/6/21




Areas of Strength (Optional)

Hannah Masbad - Performance Review 2020 - 2021

Start | Job Responsibilities NEW Goals & Objectives Areas of Strength (Optional) Development Plan Next steps

Areas of Strength (Optional) v Saved Actions ¥

Employee:

Identify any skill or knowledge area which you would like to note as a strength and/or something that can be further leveraged over the course of the next year. Please be as
specific as possible. Each strength should be it's own entry and you should identify as many as possible.

Please note: this section is non-mandatory and does contribute to your overall performance outcome.

Supervisor:

Add any relevant strengths to your employees review. You can comment on their progress throughout the review.

Item title

Title' List your areas of strength

Description B I U /= == m % [@ Source




Development Plan

Start \ Job Responsibilities NEW Goals & Objectives '\ Areas of Strength (Optional) Development Plan Next steps

Development Plan v Save

Employee
Propose at least one development goal for the next appraisal period, where job-related skills can be enhanced.

Access lynda.com to view a wide range of applicable online tutorials and courses.

Supervisor

Please review your employees

The Development Plan ens




Development Plan

Item title

Title' Development Plan

Description B I U m 2 [0 Source

m_
T
LR )
i
1]
Il
I

© Add Development activity

% Back Move to Next Section Next




ext steps

Emma Employee - Performance Review 2019 - 2020

Start Job Responsibilities NEW Goals & Objectives Areas of Strength (Optional) Development Plan Next steps

Summary

-

Summary

Responsibilities

. Auditing - Assist HRIS Coordinator in analyzing and...

N

Assisting HRIS Coordinator with troubleshooting and...

w

PageUp End User Support - Provide support for HRMS,...

‘11

Reporting (PageUp related) - Write, maintain and support...

w

Disability & Leave - In conjunction with the Benefits...

o

. Instructional Documentation - Develop user procedures,...

-~

. Taxable Tuition - Determine tax liability for all...

o0

. Unemployment - Process unemployment claims in a timely...

9. Other duties as assigned

» Goals & Objectives




Next steps (continued)

The next step of
the Performance
Review

Your next step: Supervisor Finalization of Goals

© Clicking "Go to next step” will move this review to the next step and you will be unable to return to this step

Performance Review 2019 - 2020

Go to next step

Employee Suggested Goals
Supervisor Finalization of Goals

Journal

View entire process

Mid Year Check in

Journal

End of Year Final Review -
Employee




Step 2: Supervisor Finalization of Goals

# Description Stage
m
‘ 2 Supervisor Finalization of Goals Planning ]
3 Mid-Year Check In Check-In
4 End of Year Final Review - Employee Self-Review
5 End of Year Final Review - Supervisor Manager Review
6 Employee Confirmation




Step 2: Supervisor Finalization of Goals

Emma Employee - Performance Review 2019 - 2020

Start Job Responsibilities NEW Goals & Objectives Areas of Strength (Optional) Development Plan Next steps

" A A 4

Click through each tab to review what your
employee input in each of the different sections

Hi Johanna,

During this step you will meet with your employee to set and agree their goals for the year. This can be accomplished in at least two ways. You can use this for to to provide
suggestions to your supervisor prior to a meeting OR you and your supervisor can meet to discuss annual goals and complete the form together. Confirm with your employee
on the preferred course to initiate this review cycle. Please click the[ ] Performance Review Manual for further instructions.

Next <




Step 2: Supervisor Finalization of Goals

Item title
Title” accuracy
Description B I U|z x| = = =M = |5 [Source
be accurate
Status Current v
Target date 31 Mar 2020 =
Attachment & Upload document
© Add Goal
€ Back Next <

As a supervisor, you will be able to review all the goals and development plan items
that the employee suggests for themselves. You can make updates as needed.




Next steps (continued)

Your next step: Journal

© Clicking "Go to next step” will move this review to the next step and you will be unable to return to this step
: ) p

> Go to next step

View entire process




Step 3: Mid — Year Check In

H Description Stage
1 Employee Suggested Goals Planning
2 Supervisor Finalization of Goals Planning
‘ 3 Mid-Year Check In Check-In ]
4 End of Year Final Review - Employee Self-Review
5 End of Year Final Review - Supervisor Manager Review
6 Employee Confirmation




Mid Year Check In

Emma Employee - Performance Review 2019 - 2020

Start Job Responsibilities NEW Goals & Objectives Areas of Strength (Optional) Development Plan Next steps

Actions v

Hi Emma,

During this step you will meet with your supervisor for a mid year check in on your performance goals.

Next <




Mid Year Check In

v Development Plan

(Z" Journal Linked by name

Emma Employee
GREAT EMPLOYEE
EMMA EMPLOYEE IS FANTASTIC

Today at 8:58 PM

Review Each Section
Add Comments as needed
e Save & Share — will be viewable by all
e Save as Private — only viewable by you
Cannot delete goals at this time

[ Target date: 19 Sep 2023

alic  Recommend to write a comment if no longer applicable
Can add new goals/items




Step 4: End of Year Final Review - Employee

#

1

2

3

5

6

Description Stage
Employee Suggested Goals Planning
Supervisor Finalization of Goals Planning
Mid-Year Check In Check-In

‘ 4 End of Year Final Review - Employee Self-Review \
—

End of Year Final Review - Supervisor Manager Review

Employee Confirmation



Step 4: End of Year Final Review - Employee

Emma Employee - Performance Review 2019 - 2020

Start Job Responsibilities NEW Goals & Objectives Areas of Strength (Optional) Development Plan Next steps

Actions =

Hi Emma,
During this step you will review and add your final comments. Once you click 'Next’, your Supervisor will rate your Annual performance.

Upon your acknowledgment, your performance assessment will be complete.

Employee should review each section. You can add your comments against each item in each section.




Step 4: End of Year Final Review - Employee

Emma Employee - Performance Review 2019 - 2020

Start Job Responsibilities NEW Goals & Objectives Areas of Strength (Optional) Development Plan Next steps

v Add Goal & Objective 1...

Hannah Masbad

Not rated

(7] Target date: 30 Aug 2024
e Cannot Rate (Supervisor Only)

* Can add comments

e

There are no comments for this item.




Step 4: End of Final Review - EmployeeYear

Final comments

Emma Employee

pment Plan Next steps | . B.T U= ==

I
][
1)
LY
&
=
o
(=]
c
o
(1]

Your next step: End of Year Final Review - Supervisor

rate your Annual performange~ © Clicking "Go to next step” will move this review to the next step and you will be unable to return to this step




Step 5: End of Year Final Review - Supervisor

H Description Stage

1 Employee Suggested Goals Planning

2 Supervisor Finalization of Goals Planning

3 Mid-Year Check In Check-In
4 End of Year Final Review - Employee Self-Review

Manager Review ]

‘ 5 End of Year Final Review - Supervisor

6 Employee Confirmation




End of Year Final Review - Supervisor

Emma Employee - Performance Review 2019 - 2020

© This review has been opened by the employee in another window. Editing has been disabled to prevent conflicts.

Start Job Responsibilities NEW Goals & Objectives Areas of Strength (Optional) Development Plan Next steps

Hi Johanna,
During this step you will rate your employee's performance. Please note that once you click 'Next', Emma’s performance review will be submitted and complete.
Prior to submitting their review you may with to assess all other team members and input your final rating.

Upon your completion of the assessment, you can share your assessment with Emma.

Supervisor should review each section. You can add the final comments that your employee
input and also add your own comments against each item in each section.




End of Year Final Review - Supervisor

Hart Job Responsibilities NV Goals & Objectives Areas of Strength (Optional) Development Plan Next steps

. v Saved Actions v
Job Responsibilities
Employee:
Each job duty contains a description and percentage of total time.

Please note, job duties are not to be changed within your performance review. Please speak with your Supervisor if you would like to modify the job duties presented below. Changes
within performance do not reflect changes to your job description.

Supervisor:

employees job description.

v Auditing - Assist HRIS Coordinator in analyzing and...

Auditing - Assist HRIS Coordinator in analyzing and processing all transactions to maintain timely and accurate

information in HRMS, and ensure data integrity through reports, audits and data flow analysis. Emma Employee

Cannot rate
Hannah Masbad

Cannot rate

* (Cannot Rate
[

e Can add comments




Emma Employee - Performance Review 2019 - 2020

Start Job Responsibilities NEW Goals & Objectives | Areas of Strength (Optional)

v Add Goal & Objective 1...

~ ~

Did not meet goal(s): Did not meet performance requirements nor
completed the objective. Did not perform the job satisfactorily; did not
produce the quantity, quality and timelines of work expected;
unsatisfactory progress in attaining the goal.

Met goal(s): Did a good job; handled most assignments within the
scope of responsibility. Did not require significant improvement;
completed the goal or objective as established.

Exceeded goal(s): Exceeded position requirements even on the
most difficult and complex aspects of the job. Took additional
assignments without negatively affecting other work; goal completed
thoroughly, completely, and on or ahead of schedule.

Hannah Masbad

Meets goal

Development Plan

1/6/21

Next steps

You will see what the
rating the employee has
given themself for each
goal.

You will add your own
rating for them
against each goal.

You can also add
comments as needed.




End of Year Final Review - Supervisor

Emma Employee - Performance Review 2019 - 2020

© This review has been opened by the employee in another window. Editing has been disabled to prevent conflicts.

Start Job Responsibilities NEW Goals & Objectives Areas of Strength (Optional) Development Plan Next steps

LA 4

Continue to review each section and add comments as needed

Hi Johanna,
During this step you will rate your employee's performance. Please note that once you click 'Next', Emma'’s performance review will be submitted and complete.
Prior to submitting their review you may with to assess all other team members and input your final rating.

Upon your completion of the assessment, you can share your assessment with Emma.

Next <

1/6/21




Emma Employee - Performance Review 2022 - 2023

Start Goals & Objectives

Before clicking 'Go To Next Step’

Supervisor Overall Rating

Areas of Strength (Optional)

Development Plan ext steps

This averages out all the
ratings in the Goals &
Objectives section.

« Saved Actions v

please ensure you have assessed other team member scores. Clicking Next will submit the overall review score.

Goals progress

545
Exceeded goal(s): Exceeded position requirements even on the most difficult and 375
complex aspects of the job. Took additional assignments without negatively el i
affecting other work; goal completed thoroughly, completely, and on or ahead of
schedule. 5/5
Your overall rating is based on the' your Supervisor gave you. + Save

You will be able to rate

e gu v v e v g |

bt §

1
Did not Achieve

the employee one last
time.

Did not meet goal(s) - Does not meet performance requirements or did not complete
the objective; Does not perform the job satisfactorily; Does not produce the quantity,

Results quality, and timelines of work expected; Unsatisfactory progress in attaining the goal
or objective
2 Met some but not all goals: Sometimes meets expectations, or Partially completed
Achieved the objective - Inconsistent Performance. Does not perform the job satisfactorily;

some but not all Results|

Does not produce the quantity, quality, and timelines of work expected;
Unsatisfactory progress in attaining the goal or objective

3 Met goal(s) - Is doing a good job; Handles most assignments within the scope of
Achieved his/her responsibility; Does not require significant improvement; Completed the goal
Results or objective as established
4 Exceeded some goals: Is doing an excellent job and usually exceeds most
Successful requirements; Demonstrates a willingness to perform beyond expectations; Goal or
Results objective completed in a manner that was beyond what was expected

5
Exceptional

Results

Exceeded goal(s) - Exceeds position requirements even on the most difficult and
complex aspects of his/her job; Takes on additional assigments without negatively
affecting other work; Goal or objective completed thoroughly, completely, and on or
ahead of schedule




End of Year Final Review - Supervisor

Final comments

You will be able to read

Emma Employee

No comments made the employee’s final
Hannah Masbad comments.
B I U/ i 2= == M =/ [Asource

You will be able to write
your own final
comments for the
employee.

Your next step: Employee Confirmation

You will move the
review to the final
stage: Employee
Confirmation.

O Clicking "Go to next step” will move this review to the next step and you will be unable to return to this step




Step 6: Employee Confirmation

# Description Stage
1 Employee Suggested Goals Planning
2 Supervisor Finalization of Goals Planning
3 Mid-Year Check In Check-In
4 End of Year Final Review - Employee Self-Review
5 End of Year Final Review - Supervisor Manager Review
| 6 Employee Confirmation |




Employee Confirmation

Emma Employee - Performance Review 2019 - 2020 You can review the final
Start Job Responsibilities NEW Goals & Objectives Areas of Strength (Optional) Development Plan Next steps comme nts Of yo ur
supervisor.

st On the Next steps tab,
be sure to click Go to
next step to complete
the review process for
the year

Hi Emma,

This is the final step of your performance review. Please review the final comments and ratings of your hiring manager. During this step you will meet
with your supervisor to set and agree your goals for the year. Please see the Stage 9: Fninvnn Canfimmntinn aantinn af tha Darfarmannan Davin
Manual for further details on how to print.

Your next step: Complete

@ Clicking "Go to next step” will move this review to the next step and you will be unable to \urn to this step

View entire process




Viewing Completed Performance Reviews

nthe About me tab
I

Journal click the Performance

Wel arelogged in . :
5 . review link
erformance reviews
& My Performance Reviews

Performance Review 2019 - 2020
(OVERDUE)

Current step: Mid Year Check in

You will see all of your performance reviews

My performance reviews

Status:
v Current 4 Cha nge the status to Clear Search

__Complete ‘
Complete COMPLETE and click _>

Archi
Al ~_ Search

Review process Review step Manager Role Start date Due date




Printing Completed Performance Reviews

My performance reviews

Status:

Complete

Review process Review step
Performance Review Comdicia
2019 - 2020 P
Performance Review Eomedat
2019 - 2020 P
Performance Review

Complete

2020 - 2021

Page 1 of 1 Jump to page

Manager

Andrew
Manager

Johanna
Masbad

Johanna
Masbad

Role

Professional
staff

Professional
staff

Professional
staff

Clear Search

Start date Due date
13Sep 2019 30 Sep 2019  Iwantto... [~]
14 Oct 2019 14 Oct 2020 | want to...

View the report

30 Sep 2020 20!ep 2! View progress report

View the review process

Records 1to 3 of 3



Sample: PDF Version of Completed Review
994—

20 November 2020

Emma Employee - Performance Review 2019 - 2020
Role: Professional staff Manager: Hannah Masbad

Step: Complete

Your overall rating is based on the ratings your Supervisor gave you.

3.9/5.0

Is doing an excellent job and usually exceeds most requirements; Demonstrates a willingness to perform beyond
expectations; Goal or objective completed in a manner that was bevond what was expected

Job Responsibilities - -

Auditing - Assist HRIS Coordinator in analyzing and... - -




Cascading Goals as a Supervisor

Step 1

Go to the Performance Module home page

Hover over the ‘My team’ on the top left and click
‘Organizational Chart’

# Aboutmev Myteamv @ Create

ﬁ Organizational chart
Welcome Ran lin

Team details

. 5 A
& Recruitment Performance reviews - I

Step 2

Click your own name on the organizational chart

#A Aboutmev Myteamv Mycommunity v Reporis

My team

Director of Operations

Position: Director of Operations

HRIS Analyst

Employee: N/A

Performance: N/A

© Create



Cascading Goals as a Supervisor

Step 3 Step 4

Click the Performance header. . _ o
You will be presented with a listing of your goals and

Locate your current review. Under Status find Current. your team members
From the ‘/ want’ drop down menu, choose Cascade
Objectives

Cascade Objectives

My objectives

Please select one or more objectives to cascade

Goals & Objectives

Mr. Jason Jones Implement

Upgrad¢
Activity Profile Notes @ Obtair
Complete 1

Develop
Performance reviews My team
Review process Startdate End date Review Review step Status Please select the relevant team members to cascade the selected objectives to

Manager
/Anthony Tabano
Performance Review - 21 Jun 30 Apr Randy Glazer End of Year Final Review - Current | want to =] oine Riashag
FY17/18 2017 2018 Supervisor g Saeedullah J
View report SacEly s an

Edit

Next Close
ﬁ Cascade Objectives
Done




Cascading Goals as a Supervisor

Step 5 Step 6

On the next page, confirm the goal/team member

Choose the radio button(s) for the applicable o ]
combination and click Next

goal(s) and team member, and click Next

Cascade Objectives
Cascade Objectives

My objectives My objectives

Please select one or more objectives to cascade Goals & Objectives

Goals & Objectives Upgrade
Implement
Complete |
pgrade
Obtair
mplete My team
Develop

Please select the relevant team members review(s) to cascade the selected objectives to

My team

Johanna Masbad
Please select the relevant team members to cascade the selected objectives to

v|Performance Refliew - FY17/18

Anthony Tabano
iew - 19
(@hanna Masbad Performance Review 2018 - 19

Saeedullah Jan

Next Close

q Next Close




Cascading Goals as a Supervisor

Cascade Objectives

Step 7

My objectives

Goals & Objectives

Upgrade
Complete
Your goals have now been cascaded to the My team
a p p ro p riate tea m mem be r Please select the relevant team members review(s) to cascade the selected objectives to

Johanna Masbad
¥ Performance Review - FY17/18

Cl |Ck Close Performance Review 2018 - 19

Next Close




Questions?

Contact HRISTeam@tc.columbia.edu

53



