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The Performance module automatically opens up to your ""Current Documents™
Select the displayed box; this will open your current ePerformance document so that you can complete your Self Evaluation.

< Employee Self Service Performance

Daisy Duck &)

Admnstr, Business, Asst

My Current D ts 1
by S S My Current Documents

My Historical Documents
Document Type Document Status Period Begin / Period End MNext Due Date
Evaluations of Others 0
01/01/2018
. . . Performance Document Evaluation in Progress 02/05/2019 >
Historical Evaluations of Others 12/31/2018

In the Steps and Tasks pane, you can see where your document is at in the process and what steps and tasks are still needed.
The document automatically opens up to the phase it's currently in.

Favorites ~ Main Menu ~

Worklist | & HR92SBX-Home | Sign ou

ORACLE - ©)

Notification NavBa

Performance Process o « Performance Document Complete
Steps and Tasks © o~ | Self-Evaluation - Update and Complete & Print | (7 Noty | ) Export
Daisy Duck 9:‘-'!i§1_p_':|_9}5
Performance Document Job Title Admnstr, Business, Asst Manager Angelica Pickles
01/01/2018 - 12312018 Overview J Document Type Performance Document Period 01/01/2018 - 12/31/2018
» @ Establish Performance Criteria Template UH Slaﬁ Pe.n'orn‘an-:e Document ID 38?22
Dus Date 04062018 ‘ Status Evaluation in Progress Due Date 12/01/2018

D Complete Self Evaluation

DueDale  12/01/2018 Employee Data

Update and Complete Employee ID 0086140

Department HO155 Business Services
» O Review Manager Evaluation Years of Service 21 Years 3 Months
Due Date 02/05/2019 Years in Job 1 Years 7 Months

Rating History

Enter ratings and comments for each section where applicable. To save changes made to the evaluation select the Save button. When finished updating the
evaluation, select the Complete button to make the document available fo your manager.

[EW Long Format | Calculate All Ratings

Goals Responsibilities Competencies Owerall

Section 1 - Employee Goals

Employee - Self Evaluation 7/2018



You'll need to go through each of the sections below to assign a rating and enter comments on the individual items.
Please note that Sections 3 and 4 are both located on the Competencies Tab

TAB
GOALS

Section To Be Completed

Section 1 - Employee Goals

RESPONSIBILITIES Section 2 - Responsibilities
COMPETENCIES Section 3 - Competencies
COMPETENCIES Section 4 - Customer Service

Performance Process

Steps and Tasks

Daisy Duck
Performance Document
01/01/2018 - 12312018

* @ Establish Performance Criteria
Due Dale 04/06/2018

> Complete Self Evaluation
Due Date 12/01/2018

Update and Complete

' Review Manager Evaluation
Due Date 02/05/2019

Employee - Self Evaluation

o
Performance Document

~
-~

Daisy Duck

Overview z J
Template
) Status

Employee Data

Job Title
Document Type

Employee ID

Department
Years of Service

Years in Job

#~v  Self-Evaluation - Update and Complete

Admnstr, Business, Asst
Performance Document
UH Staff Performance
Evaluation in Progress

0026140

HO155 Business Services
21 Years 3 Months

1 Years 7 Months

Rating History

Manager Angelica Pickles
Period 01/01/2018 -
Document ID 38522
Due Date 12/01/2018

12312018

Enter ratings and comments for each section where applicable. To save changes made to the evaluation select the Save button. When finished updating the
evaluation, select the Complete button to make the document available to your manager

Complete

&iFrint | =7 Notify | &) Export

[El Long Format | Calculate All Ratings

Goals Responsibilities

Competencies

Overall

Section 1 - Employee Goals

Enter ratings and comments for each goal listed below, if applicable.
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Select the Goals Tab
The items will be condensed, click ""Expand to expand all items

Favorites = Main Menu ~ Worklist | & HR92SBX-Home | Sign out

ORACLE A\ ©,

Notification MavBar

Performance Document Save Complete

Self-Evaluation - Update and Complete & Print | £ Notify | B) Export
Goals Responsibilities Competencies Overall

Section 1 - Employee Goals

Enter ratings and comments for each goal listed below, if applicable

Goal 1: GOAL 1
Description : Employee adds SMART goal here.

Employee Measurement : Employee can include how they'll be measured on the SMART goal they've established.

Employee Rating v 0 [)OE%I
Employee Comments [}
na Font -l size - B I UQIE = A- B)- o
Writing Tools
Created By Daisy Duck 06/11/2018 2:38FPM

Goal 2: GOAL 2
Description : Manager adds SMART goal here

Employee Measurement : Manager can include how they'll be measuring the employee on the SMART goal they've established.

Employee Rating v 0.00EE,
Employee Comments [}
= Font - Sze ~||B I M ||:= = &
Writing Tools
Creat=d By Angelica Pickles 06/11/2018 2:52PM

Employee - Self Evaluation 7/2018



Click the drop down arrow to assign a rating for this individual goal.
1 - Needs Improvement

2 - Generally Meets Expectations

3 - Achieved Expectations

4 - Exceeds Expectations

5 - Qutstanding Performance

*See Rating Definitions on Last Page of Manual.

Enter your comments (if any) for this individual goal in the Employee Comments box.

Favorites ¥ Main Menu Worklist | & HR92SBX -Home | Sign out
ORACLE" v ©
Motification MNavBar
» Fn
Performance Document Save Complete
Self-Evaluation - Update and Complete & Print | 7 Notify | B Export

Goals Responsibilities Competencies Overall

Section 1 - Employee Goals
Enter ratings and comments for each goal listed below, if applicable

= Expand | » Collapse
Goal 1: GOAL 1

Description - Employee adds SMART goal here

Employee Measurement : Employee can include how they'll be measured on the SMART goal they've established.

Employee Rating

Employee Comments | 1-Meeds Improvement
2-Generally Meets Expeciations
3-Achieved Expectations
4-Exceeds Expectations
5-Outstanding Performance

o
o
4
{n:1]
by
(=
Wi
i
=
a4
2
4
| ¥
&®E

WWriting Tools

| met this SMART goal by completing the goal by the established deadline.

Created By Daisy Duck 06/11/2018 2:38PM

Once you're done with this goal rating and employee comment, continue these same steps for each remaining item (Goal 2, Goal 3, etc..).

Employee - Self Evaluation 7/2018



Once you've finished rating each Goal, select the Calculator icon in the Goals Summary section.
This will calculate the ratings assigned for each Goal and display the "Goals Summary Employee Rating".

Favorites ¥ Main Menu ~ Worklist #& HR92SBX - Home | Sign out

ORACLE - ©)

Motification MavBar

Performance Document Save Complete

Self-Evaluation - Update and Complete & Print | £ Notity | @) Export
Goal 2: GOAL 2
Description - Manager adds SMART goal here.

Employee Measurement : Manager can include how they'll be measuring the employee on the SMART goal they've established.

Employee Rating | 4-Exceeds Expectations v 4. 00%

Employee Comments

1
-]
v
®E

ke Font ~|| Bize -~ B I U ||}

Writing Tools

| exceeded this SMART goal by completing the goal before the established deadline.

Created By Angelica Pickles 06/11/2018 2:52FPM

Goals Summary

Summary Weight 20 % (not less than 10%)

Employee Rating 0.00 B

Employee Comments

|
&/E

oL Font -l size -0 B I URI= = A- B-

Audit History

Created By Krista McElroy
Last Modified By Angelica Picldes

Employee - Self Evaluation

06/11/2018 1:41:50PM
06/11/2018 3:05:15PM
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You can also include additional overall comments for your Goals section as a whole.
Goals Summary

Summary Weight 20 % (not less than 10%)

Employee Rating 3-Achieved Expectations 3.50 Fl%

L

Employee Comments

n
[
LL)
]
b
L]
1

2 W A Font -l Sze - B I U =]

Employes can enter additional comments regarding the goals that were set for them if they'd lke.

Audit History
Created By Krista McElroy 06/M11/2018 1:41:50PM
Last Modified By Angelica Pickles 06/11/2018 3:05:15PM

Employee - Self Evaluation 7/2018



Below is an example of the Goals Section with all Ratings and Comments entered.

Favorites Main Menu ~ Worklist

ORACLE

Performance Document

Self-Evaluation - Update and Complete
Goal 1: GOAL 1

Description - Employee adds SMART goal here.

Employee Measurement . Employee can include how they'll be measured on the SMART goal they've established.

I Employee Rating | 3-Achieved Expectations A 300 I

Employee Comments
k¥ Font ~|  size ~-|| B I U | 1= = A- 13-

Writing Tools
| met this SMART goal by completing the goal by the established deadline.

Created By Daisy Duck 06/11/2018 2:38PM
Goal 2: GOAL 2

Description - Manager adds SMART goal here.

Employee Measurement : Manager can include how they'll be measuring the employee on the SMART goal they've established.

Employee Rating | 4-Exceeds Expectations r 4.00[F

Employee Comments

2 Font ~||sze ~|| B I W[l =2 A- B
Writing Tools
| exceeded this SMART goal by completing the goal before the established deadline.
Creatsd By Angelica Pickles 06/11/2018 2:52PM
Goals Summary
Summary Weight 20 % {not less than 10%)
I Employee Rating 3-Achieved Expectations 350 B [ I

Employee Comments
Tl Font - Sze ~||B I U ||

Employee - Self Evaluation

#& HRI92SBX - Home

P

| Sign out

®

Motification MavBar

{_Save |

Complete

& Print | [=7 Notify | 8] Export

&

&
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Once you've finished with the GOALS section select ""SAVE" in the top right hand corner of your document.
Once you've clicked SAVE, a green check mark and a note will reflect "You have successfully saved your evaluation.

Favorites ¥ Main Menu ¥ Worklist | 4 HR925BX - Home | Sign out

ORACLE - ©)

Notification NavBar

Performance Document Complete

Self-Evaluation - Update and Complete

& Print | £ Notify | &) Export
Daisy Duck
Job Title Admnstr, Business, Asst Manager Angelica Pickles
J Document Type Performance Document Period 01/01/2018 - 12/31/2018
b Template UH Staff Performance Document ID 38622
‘ Status Ewvaluation in Progress Due Date 12/01/2018

Employee Data

Employee ID 0086140

Department HO155 Eusiness Services
Years of Service 21 Years 3  Months
Years in Job 1 Years 7 Months
Eating History

I @ You have successfully saved your evaluation.

Enter ratings and comments for each section where applicable. To save changes made to the evaluation select the Save button. When finished updating the
evaluation, select the Complete button to make the document available to your manager.

[Ep Long Format | Calculate All Ratings

Goals Responsibilities Competencies Overall

Section 1 - Employee Goals
Enter ratings and comments for each goal listed below, if applicable.

~ Expand | (» Collapse
Goal 1: GOAL 1
Description : Employee adds SMART goal here.
Employee Measurement . Employee can include how they'll be measured on the SMART goal they've established.
Emplovee Rating | 3-Achieved Expectations v 3.00[F

Employee Comments
Ll Font ~|| Size ~||B I U

Writing Tools

| met this SMART goal by completing the goal by the established deadline.

Employee - Self Evaluation 7/2018



Now that you've evaluated all of your Goals, you're ready to complete Section 2 - Responsibilities.

Select the ""Responsibilities' Tab.
The items will be condensed, click ""Expand™ to expand all items

Favorites ~ Main Menu ~ Worklist | & HR92SBX-Home | Sign out

ORACLE \nd Q)

Notification MNavBar

Performance Document Complete

Self-Evaluation - Update and Complete &Print | £ Notity | ) Export

Daisy Duck
Job Title Admnstr, Business, Asst Manager Angelica Pickles
J Document Type Performance Document Period 01/01/2018 - 12/31/2018
Template UH Staff Performance Document ID 38622
) Status Ewvaluation in Progress Due Date 12/01/2018

Employee Data

Employee ID 0036140

Department HO0155 Business Services
Years of Service 21 Years 3 Months
Years in.Job 1 Years 7 Months

Rating History
@ vou have successfully saved your evaluation.

Enter ratings and comments for each section where applicable. To save changes made to the evaluation select the Save button. When finished updating the
evaluation, select the Complete button to make the document available to your manager.

[E} Long Format | Calculate All Ratings

Goals Responsibilities Competencies Overall

Section 2 - Responsibilities

Enter ratings and comments for each responsibility listed below, if applicable.
| » Collapse
Responsibility 1: Business Administration- Duty
Responsibility 2: Business Administration- Duty
Responsibility 3: Business Administration- Duty

Responsibility 4: Admnstr, Business, Asst- Summary
Responsibilities Summary

Summary Weight 40 % (not less than 40%)
Employee Rating 0.00 Fl%

Employee Comments

LY.]
o'

Font - Size ~ B I
Writing Tools o—

e
i
i
»
]
2
]
v
&E

Employee - Self Evaluation
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Repeat the same process as you did in Section 1 - Goals.

Enter a Rating for each Responsibility.
Enter a comment (if needed) in each Responsibilities ""Employee Comment" section.
Select ""SAVE" in the top right hand corner of your document.

Once you've clicked SAVE, a green check mark and a note will reflect "You have successfully saved your evaluation.
Favorites ™ | Main Menu ¥ Worklist | i HR92SBX-Home | Sign out

ORACLE" Aot ®
Notification NavBar
»
Performance Document Complete
Self-Evaluation - Update and Complete & Print | 7 Notity | BF] Export

Section 2 - Responsibilities
Enter ratings and comments for each responsibility lisied below, if applicable
~ Expand | » Collapse
Responsibility 1: Business Administration- Duty

Description - Trains and provides guidance to departmental staff regarding the use of university forms and the application of university and college
policies and procedures.

Employee Ratingl 3-Achieved Expectations v 3 DG%

Employee Comments (]|
B¥ Font - | gize ~| B I U | = = A- 1~ =] R
Writing Tools
I Employee can enter a comment here for this Responsibility rating. I
Creatzd By Profile 06/11/2018 1:41PM
Responsibility 2: Business Administration- Duty
Description : Assists department staff with personnel izsues and maintains personnel files.
Employee Rat'“ﬁl 4-Exceeds Expectations v I 4. 00%
Employee Comments L]
e Font ~|| size ~-(|B I U||li= = A~ BB~ =

Writing Tools

IEmp loyee can enter a comment here for this Responsibility rating. I

Creatzd By Profile 061172018 1:41PM
Responsibility 3: Business Administration- Duty

Description - Provides financial accountability and ensures compliance with State and university guidelines by functioning as certifying signature
authority.

Employee - Self Evaluation 7/2018



Once you've entered Ratings and/or Comments for each individual Responsibility, select ""Collapse".

The individual Responsibilities will condense.

Select the Calculator icon in the Responsibilities Summary section.

This will calculate the ratings assigned for each Responsibility and display the "Responsibilities Summary Employee Rating".

Favorites ¥ Main Menu ¥ Worklist | 4% HR92SBX -Home | Sign out

ORACLE Ay ®

Notification MNavBar

Performance Document Save Complete
Self-Evaluation - Update and Complete

Employee Data

& FPrint | [=7 Notify | B8] Export

Employee ID 0085140

Department H0155 Eusiness Services
Years of Service 21 Years 3 Months
Years in Job 1 “Years 7 Months

Rating History
@ “ou have successfully saved your evaluation.

Enter ratings and comments for each section where applicable. To save changes made to the evaluation select the Save button. When finished updating the
evaluation, select the Complete button to make the document available to your manager.

[E¢ Long Format | Calculate All Ratings

Goals Responsibilities Competencies Overall

Section 2 - Responsibilities
Enter ratings and comments for each responsibility listed below, if applicable.

~ Expand v Collapse

Responsibility 1: Business Administration- Duty
Responsibility 2: Business Administration- Duty
Responsibility 3: Business Administration- Duty

Responsibility 4: Admnstr, Business, Asst- Summary

Responsibilities Summary

Summary Weight 40 % (not less than 40%)

Employee Rating

Employee Comments ]
B e Font || Sze ~ | B I U | | = = A- - - %
Writing Tools ere
Audit History
Frantnd Du Wricda KA~Cleao ARI44IN40 4-A4-EADRA

Employee - Self Evaluation 7/2018



You can also include additional overall comments for your Responsibilities section as a whole.
Favorites ¥ | Main Menu Worklist | & HR92SBX - Home | Sign out

ORACLE" And ©),

Motification MavBar

»
Performance Document Save Complete
Self-Evaluation - Update and Complete &G Print | 7 Notify | i) Export

Employee Data

Employee ID 0086140

Department HO155 Eusiness Services
Years of Service 21 Years 3 Months
Years in Job 1 Years 7 Months

Rating History
@ You have successfully saved your evaluation.

Enter ratings and comments for each section where applicable. To save changes made to the evaluation select the Save button. When finished updating the
evaluation, select the Complete button to make the document available to your manager.

[Ek Long Format | Calculate All Ratings

Gipals Responsibilities Competencies Overall

Section 2 - Responsibilities
Enter ratings and comments for each responsibility listed below, if applicable.

~ Expand | » Collapse
Responsibility 1: Business Administration- Duty
Responsibility 2: Business Administration- Duty
Responsibility 3: Business Administration- Duty

Responsibility 4: Admnstr, Business, Asst- Summary

Responsibilities Summary

Summary Weight 40 % (not less than 40%)
I Employee Rating 3-Achieved Expectations 3.50 % I
Employee Comments |
N 3 - Font ~| Size ~| B I U |2 = A- I3- -
Writing Tools _
I Employee can enter a comment here for the overall Responsibility Summary Rating. I

Audit History

Employee - Self Evaluation 7/2018



Once you've finished with the RESPONSIBILITIES section select "'SAVE" in the top right hand corner of your document.
Once you've clicked SAVE, a green check mark and a note will reflect "You have successfully saved your evaluation.

Favorites ¥ Main Menu ¥ Worklist | i HR92SBX-Home | Sign out

ORACLE" Ao ©)

Notification MavBar

” Save Complete
Performance Document - -

Self-Evaluation - Update and Complete & Print | =7 Notity | B Export

Employee Data

Employee ID 0086140

Department HO155 Business Services
Years of Service 21 Years 3  Months
Years in Job 1 Years 7 Months

Rating History

& You have successfully saved your evaluation.

Enter ratings and comments for each section where applicable. To save changes made to the evaluation select the Save button. When finished updating the
evaluation, select the Complete button to make the document available fo your manager.

[El Long Format | Calculate All Ratings

Goals Responsibilities Competencies Owerall

Section 2 - Responsibilities
Enter ratings and comments for each respensibility listed below, if applicable.

~ Expand | » Collapse
Responsibility 1: Business Administration- Duty
Responsibilities Summary
Summary Weight 40 % (not less than 40%)

Employee Rating 3-Achieved Expectations 3.50 Fl%

Employee Comments

30

B ol N Font -~ | sze ~| | B I U||}E 2 A- 1B~ =
Wirriting Tools _

Employee can enter a comment here for the overall Responsibility Summary Rating.

Employee - Self Evaluation 7/2018



Now that you've evaluated all of your Responsibilities, you're ready to complete Section 3 Competencies and Section 4 Customer Service.

Both of of these Sections are located on the ""Competencies' Tab.

Select the ""Competencies' Tab.
The items will be condensed, click ""Expand" in each Section (Competencies / Customer Service) to expand all items.

Favorites Main Menu ¥ Worklist | ¢ HR92SBX-Home | Sign out
ORACLE" v @
Notification MNavBar
»
Performance Document Save Compicie
Self-Evaluation - Update and Complete &G Print | 7 Notify | B Export

@ You have successiully saved your evaluation.
Enter ratings and comments for each section where applicable. To save changes made to the evaluation select the Save button. When finished updating the
evaluation, select the Complete button to make the document available to your manager.

[Ep Lona Format | Calculate All Ratings

Goals Responsibilities I Competenciesl Overall

I Section 3 - Competencies I
Enter ratings and comments for each competency and behavior listed below, if applicable.

Competency 1: Knowledge and Skills

Competency 2: Planning & Organizing

Competencies Summary

Summary Weight 20 % (not less than 10%)
Employee Rating 0.00 %
Employee Comments ]
e Font - | size - B I U| = 12 A- - =) &
Writing Tools —
I Section 4 - Customer Service I
I - Expand' v Collap
Responsiveness
Knowledge of Work
Customer Service Summary
Summary Weight 20 % (not less than 10%)
Employee Rating 0.00 %
Employee Comments ]
L Font -l size -l B T MIHIE IZ A- RA- pFell™ "4

Employee - Self Evaluation
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Repeat the same process as you did in Section 1 - Goals and Section 2 - Responsibilities.

SECTION 3 - COMPETENCIES
Enter a Rating for each Competency item.
Enter a comment (if needed) in each Competencies ""Employee Comment"* section.

Favorites > | Main Menu Workiist | & HR92SBX-Home | Sign out

ORACLE And ®

Notification MavBar

Performance Document

Save Complete
Self-Evaluation - Update and Complete

&jPrint | [=7] Notify | @] Export

Goals Responsibilities Competencies Overall

Section 3 - Competencies

Enter ratings and comments for each competency and behavior listed below, if applicable
~ Expand | » Collapse

I Competency 1: Knowledge and Skills I

Description : Having achieved a satisfactory level of technical and professional skill or knowledge in position-related areas; keeping up with current
developments and trends in areas of expertise.

Employee Ratincl 3-Achieved Expectations v I 3'00%

Employee Comments
e Font - Size ~||B I U

0

i
i
4
-]

&«

Writing Tools

Employee can enter a comment here for this Competency rating.

Creat=d By ANQelica Pickles 06/11/2018 2:56FPM
| Competency 2: Planning & Organizing |

Description - Establishing courses of action for self and others to ensure that work is completed efficiently.

Employee Ratind 4-Exceeds Expectations v I 4. DO%

Employee Comments

ED]
I N Font ~||size ~-||B I M|l = A- B~ -
Writing Tools
IEmponee can enter a comment here for this Competency rating.
Crest=d By Angelica Pickles 06/117/2018 2-56PM

Competencies Summary

Summarv Weiaht 20 % (not less than 10%)

Employee - Self Evaluation 7/2018



Once you've entered Ratings and/or Comments for each individual Competency, select ""Collapse™.

The individual Competencies will condense.

Select the Calculator icon in the Competencies Summary section.

This will calculate the ratings assigned for each Competency and display the "Competencies Summary Employee Rating".

Favorites > Main Menu ~ Worklist | ¢ HR92SBX-Home | Sign out
orRACLE b ul ©)
Motification NavBar
» 4
Performance Document Save Complete

Self-Evaluation - Update and Complete & Print | 7 Noty | ) Export

Employee ID 0086140

Department HO155 Business Services
Years of Service 21 Years 3  Months
Years in Job 1 Years 7 Months

Rating History
& You have successfully saved your evaluation.

Enter ratings and comments for each section where applicable. To save changes made to the evaluation select the Save button. When finished updating the
evaluation, select the Complete button to make the document available to your manager.

[EF Long Format | Calculate All Ratings

Goals Responsibilities Competencies Overall

Section 3 - Competencies

Enter ratings and comments for each competency and behavior listed below, if applicable.

- Expand || » Collapse

Competency 1: Knowledge and Skills
Competency 2: Planning & Organizing

Competencies Summary

Summary Weight 20 % (not less than 10%)

Employee Rating 3-Achieved Expectations 3.50 F%

Employee Comments
b Toll N Font -~ Sze - | B I U

i
>
e
|»
&b

Writing Tools

Employes can enter a comment here for the overall Competencies Summary Rating |

Employee - Self Evaluation 7/2018



SECTION 4 - CUSTOMER SERVICE
Enter a Rating for each Customer Service item.
Enter a comment (if needed) in each Customer Service ""Employee Comment" section.

Favorites ~ Main Menu ~ Worklist | 4§ HR92SBEX-Home | Sign out

ORACLE And ®

Notification NavBar

» Save Complete
Performance Document B

Self-Evaluation - Update and Complete & Print | 7 Notify | 8] Export

| Section 4 - Customer Service |

-~ Expand | » Collapse

I Responsiveness I

Description - Responsiveness - the ability to build and maintain customer safisfaction through providing timely responses to inquiries, assignments and
other deliverables.

Employee Ratincl 3-Achieved Expectations v I 3.00[F

Employee Comments

i
e Font ~|| size ~||B I U||li= = A- B~ =) &
Writing Tools
Employee can enter a comment here for this Customer Service Rating.
Creat=d By Angelica Pickles 06/M11/2018 2:57FM

Knowledge of Work

Description - Knowledge of work - the individual is well versed in his/her own experfise as the position reguires them to be.

Employee Ratind 3-Achieved Expectations v I 3 00%

Employee Comments

LEd]
I N Font i B e e I P s M g B =™ =y A I =) &
Writing Tools
| Employee can enter a comment here for this Customer Service Rating.
Creat=d By Angelica Pickles 06/11/2018 2:57PM

Customer Service Summary

Summary Weight 20 % (not less than 10%)

Employee Rating 0.00 Fl%

Employee - Self Evaluation 7/2018



Once you've entered Ratings and/or Comments for each individual Customer Service item, select "'Collapse".
The individual Customer Service items will condense.

Select the Calculator icon in the Customer Service Summary section.

This will calculate the ratings assigned for each Customer Service item and display the "Customer Service Summary Employee Rating".

Favorites ~ Main Menu ~ Worklist |

A& HR92SBX -Home | Sign out

ORACLE" - ©)

Notification MNavBar

Performance Document Save) Compiete)
Self-Evaluation - Update and Complete &GPt | =7 oty | B Export
@ You have successfully saved your evaluation.

Enter ratings and comments for each section where applicable. To save changes made to the evaluation select the Save bution. When finished updating the
evaluation, select the Complete button to make the document available to your manager.

[E# Long Format | Calculate All Ratings

Goals || Responsibiities || Competencies || Overall

Section 3 - Competencies
Enter ratings and comments for each competency and behavior listed below, if applicable
~ Expand | » Collapse
Competency 1: Knowledge and Skills
Competency 2: Planning & Organizing

Competencies Summary

Summary Weight 20 % (not less than 10%)
Employee Rating D.DU%
Employee Comments (1]
) Font -|| size -/ B I U= = A- B3- - &
Writing Tools —
I Section 4 - Customer Service I
~ Expand || » Collapse
Responsiveness
Knowledge of Work
Customer Service Summary
Summary Weight 20 % (not less than 10%)
| Employee Rating 3-Acnieved Expectations 3.00 |
Employee Comments
5 St Font -Nsze -UB I Ulliz = A- B- Sl
Writing Tools —

Employee can enter a comment here for the overall Customer Service Summary Rating) I

Employee - Self Evaluation

7/2018



Select ""SAVE" in the top right hand corner of your document.
Once you've clicked SAVE, a green check mark and a note will reflect "You have successfully saved your evaluation.

Favorites * Main Menu ¥ Worklist | 4 HR92SBX-Home | Sign out

Aud ®

Notification MNavBar

» Complete
Performance Document B
Self-Evaluation - Update and Complete & Print | 7 Notity | @] Export
Daisy Duck

Job Title Admnstr, Business, Asst Manager Angelica Pickles
J Document Type Performance Document Period 01/01/2018 - 12/31/2018
1 Template UH Staff Performance Document ID 38822
‘ Status Evaluation in Progress Due Date 12/01/2018

Employee Data

Employee ID 0086140

Department HO155 Eusiness Services
Years of Service 21 Years 3  Months
Years in Job 1 Years 7 Months

Rating History

I & You have successfully saved your evaluation. I

Enter ratings and comments for each section where applicable. To save changes made to the evaluation select the Save button. When finished updating the
evaluation, select the Complete button to make the document available to your manager.

@i Long Format | Calculate All Ratings

Goals Responsibilities Competencies Overall

Section 3 - Competencies
Enter ratings and comments for each competency and behavior listed below, if applicable.
-~ Expand | » Collapse
Competency 1: Knowledge and Skills
Competency 2: Planning & Organizing

Competencies Summary

Summary Weight 20 % (not less than 10%)

Employee Rating 3-Achieved Expectations 3.50 Fl%

Employee Comments = ) pa - =
B 2 Font ~||size ~||B I U||IZE 2 A- 1A~ -
\Writing Tools

Employee can enter a comment here for the overall Competencies Summary Rating.

Employee - Self Evaluation 7/2018



You've now evaluated all of your Goals, Responsibilities, Competencies and Customer Service items.
Now select the ""Overall™ Tab.
This is where your Overall Performance Review Rating will be.

Click the ""Calculate All Ratings' blue icon to calculate your Overall Employee Rating.
You can also include additional overall comments for your overall Performance Review.

Favorites Main Menu ~

Worklist | @& HR92SBX-Home | Sign out
ORACLE' ~ @
Notification NavBar
» Save Complete
Performance Document B
Self-Evaluation - Update and Complete &jPrint | £ Notify | ] Export
Daisy Duck
Job Title Admnstr, Business, Asst Manager Angelica Pickles
__) Document Type Performance Document Period 01/01/2018 - 12/31/2018
2 Template UH Staff Performance Document ID 38622
‘ Status Evaluation in Progress Due Date 12/01/2018

Employee Data

Employee ID 0086140

Department HO155 Business Services
Years of Service 21 Years 3 Months
Years in Job 1 Years 7 Months

Rating History
@ You have successfully saved your evaluation.

Enter ratings and comments for each section where applicable. To save changes made to the evaluation select the Save button. When finished updating the
evaluation, select the Complete button to make the document available to your manager.

[Ek Long Format |I Calculate All Ratings I

Goals Responsibilities Competencies | Owverall |

Section 5 - Overall Summary

Employee Rating 3-Achieved Expectations 3.40 F%

Employee Comments

v
®E

e Font -~ | size ~| B I U = = A- @

Employee can enter a comment hare

Audit History

Created By Krista McElroy 06/11/2012 1:41:50PM
Last Modified By Angelica Pickles 06/11/2018 3:18:34PM
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Select ""SAVE" in the top right hand corner of your document.
Once you've clicked SAVE, a green check mark and a note will reflect "You have successfully saved your evaluation.

Favorites ¥ Main Menu ~ Worklist | 4§ HR92SBX-Home | Sign out
Notification MNavBar
»
Performance Document Complete
Self-Evaluation - Update and Complete &Print | £ Notity | 1) Export
Daisy Duck
Job Title Admnsir, Business, Asst Manager Angelica Pickles
J Document Type Performance Document Period 01/01/2018 - 12/31/2018

Template UH Staff Performance Document ID 38522

‘ Status Evaluation in Progress Due Date 12/01/2018

Employee Data

Employee ID 0086140

Department HO155 Business Services
Years of Service 21 Years 3  Months
Years in Job 1 ‘Years 7 Months

Rating History

& You have successfully saved your evaluation.

Enter ratings and comments for each section where applicable. To save changes made to the evaluation select the Save button. When finished updating the
evaluation, select the Complete button to make the document available to your manager.

[E¢ Long Format | Calculate All Ratings

Goals Responsibilities Competencies Owerall

BEFORE FINALIZING YOUR SELF EVALUATION, ENSURE YOU'VE ENTERED RATINGS FOR EACH ITEM IN EACH SECTION.

TAB Section
GOALS Section 1 - Employee Goals
RESPONSIBILITIES Section 2 - Responsibilities
COMPETENCIES Section 3 - Competencies
COMPETENCIES Section 4 - Customer Service

Employee - Self Evaluation 7/2018



Now that you've compated your Self Evaluation and verified all items had ratings, you're ready to finalize your Self Evaluation.

Select ""Complete™ in the top right hand corner of your document next to Save.
Once you select Complete, you'll be re-directed to a confirmation page.

Worklist | & HR92SBX-Home | Sign out

Ao ®

Notification MNavBar

Performance Document Save Complete

Self-Evaluation - Update and Complete & Print | 7 Notify | @) Export

Daisy Duck
Job Title Admnstr, Business, Asst Manager Angelica Pickles
J Document Type Performance Document Period 01/01/2018 - 12/31/2018
b Template UH Staff Performance Document ID 38622
‘ Status Ewaluation in Progress Due Date 12/01/2018

Employee Data

Employee ID 0085140

Department HO155 Business Services
Years of Service 21 Years 3  Months
Years in Job 1 ‘“Years 7 Months

Rating History
@ You have successfully saved your evaluation.

Enter ratings and comments for each section where applicable. To save changes made to the evaluation select the Save button. When finished updating the
evaluation, select the Complete bution to make the document available to your manager.

[E} Long Format | Calculate All Ratings

Goals Responsibilities Competencies Owverall

Section 5 - Overall Summary

Employee Rating 3-Achieved Expectations 340 B

Employee Comments

| ¥
&]E

o Font ~|| Sze ~||B I MU||l= 1= A- -

Employee - Self Evaluation

7/2018



Once you select Complete, you'll be re-directed to a confirmation page
Select ""Confirm" to finalize the document.

Worklist

4& HR92SBX - Home

Sign out
Motification MavBar
Complete Evaluation

You have almost finalized your self evaluation. If you have no further
entries select confirm to complete this evaluation and send it to your
manager for review.

Confirm

Cancel

Worklist |

Once you selected Complete, you'll see a confirmation message letting you know that you successfully completed your Self Evaluation
#& HR92SBX - Home |

Sign out

w @

Notification NavBar
Performance Document

Return to Current Documents
Confirmation - Document Completed

& You have successfully completed your evaluation.

Employee - Self Evaluation
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Select ""Return to Current Documents"".
Worklist

| #& HR92SBX-Home | Sign out

Aot ®

Performance Document
Confirmation - Document Completed

& You have successfully completed your evaluation.

You've now completed your Self Evaluation.

Favorites ™ Main Menu ~

ORACLE

Current Performance Documents
Daisy Duck

Listed are your current performance documents.
Performance Documents

Employee ID Document Type Document Status Period Begin

0086140 Performance Document Evaluation in Progress 01/01/2018

Employee - Self Evaluation

Period End

12/31/2018

Motification NavBar

Return to Current Document:

Worklist | & HR92SBX-Home | Sign out

ol ®

Notification NavBar

New Window | Help | Personalize Page

Z Find | B B First @ 1011 & Last

Job Title Next Due Date Manager
Admnstr, Business, E Angelica
Asst 021052019 Pickles

7/2018



If you want to view your completed Self Evaluation,
Select the displayed box to open your document.

Favorites ¥ Main Menu Worklist | ¢ HR92SBX - Home | Sign out

ORACLE" At ®

Motification NavBar

New Window | Help | Personalize Page
Current Performance Documents
Daisy Duck

Listed are your current performance documents.

Performance Documents | Find | 2| e First ‘&' 1of1 “®' Last

Employee I Document Type Document Status Period Begin Period End Job Title Next Due Date Manager
0086140 Performance Document |Evaluation in Progress 01/01/2018 12/31/2018 ig;’;‘”s”' Business, 02/05/2019 ‘;inc‘fj;'sca

In the Steps and Tasks pane, you'll see a green check mark next to Complete Self Evaluation.
You'll also see a status on your document that shows ""The document status is Completed"'.

Favorites ¥ | Main Menu ¥ Worklist | 4 HR92SBX - Home | Sign out
Notification NavBar
o
I-Perfc}m‘lance Process Performance Document Return to Current Documents
S O EEE S e~ | Self-Evaluation - Completed &GPrint | E9 Notity | &) Export
Daisy Duck 9:“!!?][_'_3_':'_95
Performance Document Job Title Admnstr, Business, Asst Manager Angelica Pickles
010172018 - 123172018 Overview J Document Type Performance Document Period 01/01/2018 - 12/31/2018
DF- ) . - 2 Template UH Staff Performance Document ID 38622
Establish Performance Criteria ‘ Status Completed Due Date 12/01/2018
Due Date 04/06/2015
1
1@ |Complete Self Evaluation E | D
DueDate  12/01/2018 mployee Uata
View Employee ID 0026140
Department HO155 Business Services
* O Review Manager Evaluation Years of Service 21 Years 3 Months
Dys Dafe 02052019 Yearsin.Job 1 Years 7 Months

Rating History

The document status is Completed.

[E¢ Long Format

Goals Responszibilities Competencies Overall

Employee - Self Evaluation 7/2018



RATING DEFINITIONS

1 - Needs Improvement
(1.0-1.79)

Does not meet departmental performance expectations on a consistent basis. Does not consistently
demonstrate the knowledge, skills, and abilities required to perform the job. Meets some of the minimum
position requirements. Performance may be uneven or inconsistent and must be improved. Immediate and

sustained improvement is needed. A performance improvement plan is required.

2 - Generally Meets Expectations
(1.80 - 2.79)

Does not meet departmental performance expectations on a consistent basis. Does not consistently
demonstrate the knowledge, skills, and abilities required to perform the job. Meets some of the minimum
position requirements. Performance may be uneven or inconsistent and must be improved. Immediate and

sustained improvement is needed. A performance improvement plan is required.

3 - Achieved Expecatations
(2.80 - 3.79)

Meets established departmental performance expectations. Demonstrates the knowledge, skills and abilities
that result in the effective performance of the position required. Meets deadlines. Frequently exceeds in one
or more established job expectations.

4 - Exceeds Expectations
(3.80 - 4.79)

Consistently exceeds departmental performance to a degree that is obvious to supervisor, customers, and
peers. Consistently excels in demonstrating the knowledge, skills, and abilities that result in the effective
performance of the position requirements. Consistently serves as a role model to others. Truly outstanding
level of contribution (well beyond position requirements) during the entire performance period.

5 - Outstanding Performance
(4.80-5.0)

This rare superior performance is a beyond that other high achieving performers would produce and is
seldom equaled by peers or colleagues. The individual is widely regarded as innovative or expert in their
field by external and internal contacts. The employee made individual contributions within the review period
well beyond goals set for their role and achieved outcomes that were widely recognized as having significant
impact that produced a measurable fiscal or physical enhancement to the University. The contribution may
be recognized, externally to the organization such as regionally, state-wide, nationally, or system-wide as
establishing a new standard or business improvement that would be adopted by other higher education
institutions or moved the University closer to Tiew One status. The achievements or accomplishments of the
individual must be documented and verifiable.




