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Using This Document 

General 

This document provides instructions about how to access and use the on-line 
Performance Management tool.  It is not intended to provide instructions or 
information about how to evaluate a peǊǎƻƴΩǎ ǇŜǊŦƻǊƳŀƴŎŜ ƻǊ ƻƴ ǎŜǘ objectives.  For 
ƳƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ŀǇǇǊŀƛǎƛƴƎ ŀ ǇŜǊǎƻƴΩǎ ǇŜǊŦƻǊƳŀƴŎŜ ƻǊ ǎŜǘǘƛƴƎ ƻōƧŜŎǘƛǾŜǎ ǇƭŜŀǎŜ 
consult the Performance Management webpage at: 
http://www.hr.pitt.edu/managers/0040 

Organization 

The first part of this document is arranged to follow along with a process flow diagram 
that outlines the main steps of the performance appraisal process. 

The second part of this document follows a process flow diagram that outlines the steps 
of objective setting. 

Finally, the last part of this document focuses on specific features of the on-line tool 
that are not included in the process flows and on reporting. 

 

http://www.hr.pitt.edu/managers/0040
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Performance Appraisal Process Flow Diagram 

Performance Management Workflow
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Employee: Completes Self-Appraisal 

Navigate to the Self-Appraisal 

Swim Lane Employee (Appraisee) 

Flow Block Completes Self-Appraisal 

The Performance Management on-line tools are in PRISM.  To access them, the 
employee logs in to PRISM just as they would to access the PRISMTRKS timecard or to 
make an address change.  Login questions should be directed to Human Resources at 
412-624-8044. 

The Employee: 

1. Logs in to PRISM. 
2. Selects the PHR Performance Management ς Employee responsibility. 
3. Selects the Performance Management menu item to access the Employee Dashboard. 

 
4. On the Employee Dashboard finds the Task for the current year (the name changes each 

year). 
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Employee (Appraisee): Completes Self Appraisal 

Navigate to the Self-Appraisal 

Swim Lane Employee (Appraisee) 

Flow Block Completes Self-Appraisal (required) 

Task Navigate to the Self-Appraisal 

5. Clicks the Go To Task icon. 

 
6. The Appraisal Summary page will open. 
7. Clicks the Update Self-Appraisal icon. 
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Employee (Appraisee): Completes Self-Appraisal 

Objectives - General 

Swim Lane Employee (Appraisee) 

Flow Block Completes Self-Appraisal 

Task Objectives ς General  

The Performance Management on-line tool can be used during the performance year to 
set and track objectives.  At the end of the performance year the objectives results can 
be rated by the employee (appraisee) and/or by the supervisor (main appraiser). 

If objectives were not entered into the on-line tool at the beginning or during the 
performance year, they can be entered at the end as part of the performance appraisal 
process. 

Objectives can be entered by the employee or by the supervisor.  Supervisors can 
always edit/update the objectives entered by employees.  However, only supervisors 
can edit/update the objectives that they entered. 

The on-line tool does not require that objectives be entered/rated.  Supervisors can 
decide whether or not utilize the objectives feature.  They can also control who enters 
the objectives into the on-line tool; themselves or their employees.  Once supervisors 
decide if/how they will utilize the tool, they should provide instructions to their 
employees. 

If the objectives feature will not be used, please skip to the next Flow Block Ψ/ƻƳǇƭŜǘŜǎ 
Self-Appraisal ς vǳŜǎǘƛƻƴƴŀƛǊŜΩ. 
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Employee (Appraisee): Completes Self-Appraisal  

Add an Objective and an Objective Results Rating 

Swim Lane Employee (Appraisee) 

Flow Block Completes Self-Appraisal - Objectives 

Task Add and Rate Objectives (optional) 

If objectives were not entered into the on-line tool at the beginning of or during the 
performance appraisal year then the objective section of the main appraisals page will 
be empty.  This topic provides instructions for entering objectives to be included in the 
appraisal process.  If the objectives already exist on the self-appraisal then skip to the 
next section. 

The Employee: 

NOTE:  Adding objectives into the on-line tool is optional.  However, to add an objective, 
certain fields are required.  Please see the notation after each step.  In the on-line tool 
required fields are marked by an asterisk (*). 

1. Clicks the Add Objective button.  (required) 

 
2. In the Objective Name field, enters a descriptive name for the Objective.  (required) 
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Employee (Appraisee): Completes Self-Appraisal  

Add an Objective and an Objective Results Rating 

Swim Lane Employee (Appraisee) 

Flow Block Completes Self-Appraisal - Objectives 

Task Add and Rate Objectives (optional) 

3. In the Start Date field, enters the date on which the objective is scheduled to start or 
the actual date if the work has already started.  (required) 

4. In the Target Date field, enters the date by which the objective should be completed.  
(optional) 

5. If this objective should be reviewed periodically, enters the next review date in the Next 
Review Date field.  (optional)  It is not necessary to enter a date for the annual 
performance appraisal review.   

6. Selects the appropriate level from the drop down in the Priority field.  (optional) 
7. Enters an appropriate percent in the Complete % field.  If work on the objective has not 

started enters 0% or leaves the field blank.  (optional) 
8. More detailed information about the objective can be entered into the Detail box.  

(optional) 
9. Text detailing the criteria to measure the success of the objective can be entered into 

the Success Criteria box.  (optional) 
10. Comments about the objective can be entered into the Comments box.  (optional) 
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Employee (Appraisee): Completes Self-Appraisal  

Add an Objective and an Objective Results Rating 

Swim Lane Employee (Appraisee) 

Flow Block Completes Self-Appraisal - Objectives 

Task Add and Rate Objectives (optional) 

11. To add an objective results rating, selects the appropriate value from the drop-down 
box in the Results Rating field.  (optional) 

12. Enters comments supporting the rating in the Comments box.  (required if an Objective 
Results Rating is entered, otherwise, optional) 
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Employee (Appraisee): Completes Self-Appraisal  

Add an Objective and an Objective Results Rating 

Swim Lane Employee (Appraisee) 

Flow Block Completes Self-Appraisal - Objectives 

Task Add and Rate Objectives (optional) 

13. Clicks the Apply button to add the objective to the appraisal and return to the main self-
appraisal page.  Alternatively, clicks the Apply and Add Another button to commit 
objective and add another one or clicks the Save as Draft button to finish the work later 
(one of these is required or the data entered will be lost). 

 
14. To modify the objective from the main appraisal page, clicks the Update Details icon. 
15. Employees can only edit objectives that they entered.  If the objective was entered by 

their supervisor, they can use the Quick Update icon to send information about the 
objective to their supervisor who will have to update the objective. 

 



 Copyright University of Pittsburgh. All rights reserved.  

13 
Performance Management On-Line  4/23/2016 4:08 PM 

 

Employee (Appraisee): Completes Self-Appraisal 

Update and Rate an Objective Already on the Self-Appraisal Form 

Swim Lane Employee (Appraisee) 

Flow Block Completes Self-Appraisal - Objectives 

Task Updating an Objective Already on the Performance Appraisal; and 
Adding an Objective Results Rating (optional) 

If objectives were entered into the on-line tool at the beginning of or during the 
performance appraisal year or if incomplete objectives were automatically transferred 
from the prior appraisal period then they will be on the main appraisal page when the 
employee opens it.  This topic provides instructions for employees updating objectives 
that have already been added to the on-line tool. 

The Employee: 

1. Clicks the Update Details icon to review the Objective details. 
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Employee (Appraisee): Completes Self-Appraisal 

Update and Rate an Objective Already on the Self-Appraisal Form 

Swim Lane Employee (Appraisee) 

Flow Block Completes Self-Appraisal - Objectives 

Task Updating an Objective Already on the Performance Appraisal; and 
Adding an Objective Results Rating (optional) 

2. Updates the objective details as necessary.  If the page does not include any updateable 
fields, i.e. the data is displayed with no open boxes for typing, then skip to Step #7 
below. 
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Employee (Appraisee): Completes Self-Appraisal 

Update and Rate an Objective Already on the Self-Appraisal Form 

Swim Lane Employee (Appraisee) 

Flow Block Completes Self-Appraisal - Objectives 

Task Updating an Objective Already on the Performance Appraisal; and 
Adding an Objective Results Rating (optional) 

3. Updates the objective as necessary. 

 
4. To add an objective results rating, selects the appropriate value from the drop-down 

box in the Results Rating field.  (optional) 
5. Enters comments supporting the rating in the Comments box.  (required if an Objective 

Results Rating is entered, otherwise, optional) 
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Employee (Appraisee): Completes Self-Appraisal 

Update and Rate an Objective Already on the Self-Appraisal Form 

Swim Lane Employee (Appraisee) 

Flow Block Completes Self-Appraisal - Objectives 

Task Updating an Objective Already on the Performance Appraisal; and 
Adding an Objective Results Rating (optional) 

6. Clicks the Apply button to add the objective to the appraisal and return to the main self-
appraisal page.  Alternatively, clicks the Apply and Add Another button to commit the 
objective and add another one or clicks the Save as Draft button to finish the work later 
(one of these is required or the data entered will be lost). 

7. If the Objective Details section does not have any updateable fields as shown in the 
screen shot belowΣ ǘƘƛǎ ƳŜŀƴǎ ǘƘŜ ƻōƧŜŎǘƛǾŜ ǿŀǎ ŎǊŜŀǘŜŘ ōȅ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǎupervisor 
and cannot be updated by the employee. 
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Employee (Appraisee): Completes Self-Appraisal 

Update and Rate an Objective Already on the Self-Appraisal Form 

Swim Lane Employee (Appraisee) 
Flow Block Completes Self-Appraisal - Objectives 

Task Updating an Objective Already on the Performance Appraisal; and 
Adding an Objective Results Rating (optional) 

8. In this case, to update the supervisor about the status of this objective, clicks the Quick 
Update icon. 

 
9. Enters comments that will enable the supervisor to update the objective. 

 
NOTE: Even if the objective was entered by the supervisor and cannot be updated by 
the employee, the employee can still follow Steps 4 & 5 above to enter their Objective 
Results Rating. 
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Employee (Appraisee): Completes Self-Appraisal 

Complete the Self-Appraisal Questionnaire 

Swim Lane Employee (Appraisee) 
Flow Block Completes Self-Appraisal - Questionnaire 

Task Completes the Questionnaire (optional) 

The self-appraisal questionnaire has five questions the employee can answer to provide 
input to the supervisor.  The answers can be typed directly into the online tool or copied 
and pasted from a word document.  Completing the questionnaire is optional and the 
employee can opt to complete some, all or none of it.  Supervisors can require that their 
direct reports complete the questionnaire. 

The Employee: 

1. Clicks the Complete Questionnaire button at the bottom of the self-appraisal. 

 



 Copyright University of Pittsburgh. All rights reserved.  

19 
Performance Management On-Line  4/23/2016 4:08 PM 

 

Employee (Appraisee): Completes Self-Appraisal 

Complete the Self-Appraisal Questionnaire 

Swim Lane Employee (Appraisee) 
Flow Block Completes Self-Appraisal - Questionnaire 

Task Completes the Questionnaire (optional) 

2. Answers the questionnaire questions by either typing in the text boxes or by copying 
and pasting from a word document(s).   
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Employee (Appraisee): Completes Self-Appraisal 

Complete the Self-Appraisal Questionnaire 

Swim Lane Employee (Appraisee) 
Flow Block Completes Self-Appraisal - Questionnaire 

Task Completes the Questionnaire (optional) 

3. Clicks the Apply button to save the responses and return to the Appraisal Overview 
page. 
NOTE:  After the questionnaire is saved for the first time or the Apply button is pressed, 
a date will be defaulted into the Last Submitted On field.  This is the only indication on 
the Appraisal Overview page that the questionnaire has been completed. 
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Employee (Appraisee): Shares Self-Appraisal with 

Supervisor (Main Appraiser) 

Transfer Ownership of Appraisal to Supervisor 

Swim Lane Employee (Appraisee) 

Flow Block Shares Self-Appraisal with Supervisor (Main Appraiser) 

Task Transfers Ownership to Supervisor (required) 

Because the Performance Management online tool is workflow driven, the system 
conǘǊƻƭǎ ǿƘƻ Ƙŀǎ ΨƻǿƴŜǊǎƘƛǇΩ ƻŦ the appraisal.  Only one person at a time can have 
ŀŎŎŜǎǎ ƻǊ ΨƻǿƴŜǊǎƘƛǇ.Ω  Therefore, once the employee has completed the self-appraisal, 
they must transfer ownership to their supervisor (Main Appraiser) to allow the 
performance appraisal process to continue.  This step must be done regardless of 
whether or not the employee has completed the self-appraisal. 

The Employee: 

1. Clicks the Share with Supervisor button at the top of the Appraisal Overview page. 
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Employee (Appraisee): Shares Self-Appraisal with 

Supervisor (Main Appraiser) 

Transfer Ownership of Appraisal to Supervisor 

Swim Lane Employee (Appraisee) 

Flow Block Shares Self-Appraisal with Supervisor (Main Appraiser) 

Task Transfers Ownership to Supervisor (required) 

2. If desired, enters a message to their supervisor in the Notification Message for 
Supervisor box. 

 
3. Clicks the Submit button. 
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Employee (Appraisee): Shares Self-Appraisal with 

Supervisor (Main Appraiser) 

Transfer Ownership of Appraisal to Supervisor 

Swim Lane Employee (Appraisee) 

Flow Block Shares Self-Appraisal with Supervisor (Main Appraiser) 

Task Transfers Ownership to Supervisor (required) 

4. Reviews the Confirmation message saying that the appraisal has been transferred to 
their Supervisor/Main Appraiser.  Notes that the Update Self-Appraisal icon is now gray. 

 
5. Logs out of PRISM. 

The eƳǇƭƻȅŜŜΩǎ supervisor receives email and workflow notifications saying that the employee 
has transferred ownership.  
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Supervisor (Main Appraiser): Reviews the Self-Appraisal 

Review the Self-Appraisal 

Swim Lane Supervisor (Main Appraiser) 
Flow Block Reviews the Self-Appraisal (required) 

Task Reviews the Completed Self-Appraisal 

Supervisors cannot view appraisals until employees transfer ownership to them.  Once 
workflow/email notifications are received saying that an appraisal has been transferred, 
then the supervisor can log in to PRISM to view the self-appraisal and continue the 
performance appraisal process. 

Steps: 

1. Log in to PRISM. 
2. Select the PHR Performance Management ς Supervisor responsibility. 
3. {ŜƭŜŎǘ ΨtŜǊŦƻǊƳŀƴŎŜ aŀƴŀƎŜƳŜƴǘΩ ǘƻ ŀŎŎŜǎǎ ǘƘŜ Supervisor Dashboard. 
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Supervisor (Main Appraiser): Reviews the Self-Appraisal 

Review the Self-Appraisal 

Swim Lane Supervisor (Main Appraiser) 
Flow Block Reviews the Self-Appraisal (required) 

Task Reviews the Completed Self-Appraisal 

4. Finds the Task for the current year (the name changes each year). 
5. Clicks the Go To Task icon. 

 
6. The Appraisal Summary page will open. 
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Supervisor (Main Appraiser): Reviews the Self-Appraisal 

Review the Self-Appraisal 

Swim Lane Supervisor (Main Appraiser) 
Flow Block Reviews the Self-Appraisal (required) 

Task Reviews the Completed Self-Appraisal 

7. Click the Appraise icon. 

 
8. Scroll to the bottom of the Supervisor Review page to view the self-appraisal 

information. 
9. Click the Show link to see the details of the objectives. 
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Supervisor (Main Appraiser): Reviews the Self-Appraisal 

Review the Self-Appraisal 

Swim Lane Supervisor (Main Appraiser) 
Flow Block Reviews the Self-Appraisal (required) 

Task Reviews the Completed Self-Appraisal 

10. Click the Show Questionnaire link to see the responses. 
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Supervisor (Main Appraiser): Reviews the Self-Appraisal 

Review the Self-Appraisal 

Swim Lane Supervisor (Main Appraiser) 
Flow Block Reviews the Self-Appraisal (required) 

Task Reviews the Completed Self-Appraisal 

11. Review the objective information completed by the employee. 
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Supervisor (Main Appraiser): Reviews the Self-Appraisal 

Review the Self-Appraisal 

Swim Lane Supervisor (Main Appraiser) 
Flow Block Reviews the Self-Appraisal (required) 

Task Reviews the Completed Self-Appraisal 

12. Review the questionnaire responses completed by the employee. 

 
13. If the self-appraisal does not need to go back to the employee for additional work, skip 

to the next chapter. 
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Supervisor (Main Appraiser): Questions on Self-

Appraisal? - Yes 

Share Ownership Back to Employee for Additional Work 

Swim Lane Supervisor (Main Appraiser) 

Flow Block Questions on Self-Appraisal? ς Yes (optional) 

Task Share Ownership Back to Employee (Appraisee) 

If the supervisor determines that additional work must be done on the self-appraisal 
before they can complete their part of the performance appraisal then the appraisal 
must be transferred back to the employee. 

Steps: 

1. Click the Share with Employee button to return ownership of the appraisal to the 
Employee. 
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Supervisor (Main Appraiser): Questions on Self-

Appraisal? - Yes 

Share Ownership Back to the Employee for Additional Work 

Swim Lane Supervisor (Main Appraiser) 

Flow Block Questions on Self-Appraisal? ς Yes (optional) 

Task Share Ownership Back to Employee (Appraisee) 

2. When the Share Appraisal Details with Employee page opens, check the Update 
Appraisal box in the Employee Permissions block by clicking on it.  Ensure that none of 
the other boxes on the page are checked. 

  
NOTE: if the Update Appraisal box is not checked the employee will not be able to 
update the self-appraisal form.   

3. Click the Submit button to complete the transfer and return to the Appraisals Summary 
page. 
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Supervisor (Main Appraiser): Questions on Self-

Appraisal? - Yes 

Share Ownership Back to the Employee for Additional Work 

Swim Lane Supervisor (Main Appraiser) 

Flow Block Questions on Self-Appraisal? ς Yes (optional) 

Task Share Ownership Back to Employee (Appraisee) 

4. The Appraisals Summary page will display a confirmation message that the appraisal has 
been transferred to the employee and the Appraise icon will now be gray. 
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Supervisor (Main Appraiser): Invite Additional 

Appraisers? - Yes 

Invite Additional Appraisers 

Swim Lane Supervisor (Main Appraiser) 

Flow Block Invite Additional Appraisers? ς Yes (optional) 

Task Invite Additional Appraisers to Participate in the Appraisal 

In certain situations, the supervisor might wish to invite additional people to participate 
in the performance appraisal process.  The on-line tool allows supervisors to easily invite 
additional people to participate as either additional appraisers or additional reviewers.  
Additional appraisers can rate the employee on the same set of competencies as the 
supervisor.  Additional reviewers can submit narrative text about the eƳǇƭƻȅŜŜΩǎ 
performance.  This chapter focuses on inviting additional appraisers.  Please refer to the 
next chapter for information about inviting additional reviewers. 

Examples of when a supervisor might invite an additional appraiser: 

If the employee temporarily worked in a different area and reported to someone other 
than the supervisor of record for part of the appraisal year; or 

¶ If the employee transferred to the current supervisor part way through the 
appraisal year. 

¶ If the employee actually reported to someone other than their supervisor of 
record for the entire performance year, it might be more appropriate to change 
the Main Appraiser.   

NOTE:  A person must have a University Account to participate in the performance 
appraisal process. 

If it is not necessary to invite additional appraisers, skip to the next chapter.   
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Supervisor (Main Appraiser): Invite Additional 

Appraisers? - Yes 

Invite Additional Appraisers 

Swim Lane Supervisor (Main Appraiser) 
Flow Block Invite Additional Appraisers? ς Yes (optional) 

Task Invite Additional Appraisers 

Steps: 

1. Click on the Add Participant button 
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Supervisor (Main Appraiser): Invite Additional 

Appraisers? - Yes 

Invite Additional Appraisers 

Swim Lane Supervisor (Main Appraiser) 

Flow Block Invite Additional Appraisers? ς Yes (optional) 

Task Invite Additional Appraisers 

2. Type all or part of tƘŜ ŀŘŘƛǘƛƻƴŀƭ ŀǇǇǊŀƛǎŜǊΩǎ ƭŀǎǘ ƴŀƳŜ ƛƴ ǘƘŜ Participant Name field and 

tab or click the Magnifying Glass icon. 

 
3. Click the Quick Select ƛŎƻƴ ōŜǎƛŘŜ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ǇŜǊǎƻƴΩǎ ƴŀƳŜΦ 

 
4. {ŜƭŜŎǘ Ψ!ǇǇǊŀƛǎŜǊΩ ŦǊƻƳ ǘƘŜ ŘǊƻǇ Řƻǿƴ ōƻȄ ƛƴ ǘƘŜ Participation Type field.  Remember, 

the person must have a University Account to access the appraisal. 

5. Leave the Questionnaire Template field blank. 
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Supervisor (Main Appraiser): Invite Additional 

Appraisers? - Yes 

Invite Additional Appraisers 

Swim Lane Supervisor (Main Appraiser) 

Flow Block Invite Additional Appraisers? ς Yes (optional) 
Task Invite Additional Appraisers 

6. Click the Apply button to return to the Supervisor Review page. 

 
7. The additional appraiser is added with a default Participation Status ƻŦ Ψ/ƭƻǎŜŘΦΩ 

8. To send an invitation notification to the additional appraiser, click the Select checkbox 

beside their name and click the Request Feedback button. 
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Supervisor (Main Appraiser): Invite Additional 

Appraisers? - Yes 

Invite Additional Appraisers 

Swim Lane Supervisor (Main Appraiser) 

Flow Block Invite Additional Appraisers? ς Yes (optional) 

Task Invite Additional Appraisers 

9. Enter a message to the additional appraiser in the Notification Message text box. 

 
10. Click the Submit button. 

11. After the request is submitted, the Participation Status ǿƛƭƭ ŎƘŀƴƎŜ ǘƻ άhǇŜƴέΦ 

 
12. The additional appraiser will receive an email message asking them to appraise the 

employee. 

13. They must access the appraisal by clicking the link at the bottom of the email and 

logging in with their University login and password.   
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Supervisor (Main Appraiser): Invite Additional 

Appraisers? - Yes 

Invite Additional Appraisers 

Swim Lane Supervisor (Main Appraiser) 

Flow Block Invite Additional Appraisers? ς Yes (optional) 
Task Invite Additional Appraisers 

14. Once the additional appraisal is complete, the supervisor will receive a workflow 

notification/email and the Participation Status ŎƘŀƴƎŜǎ ǘƻ ά/ƻƳǇƭŜǘŜέΦ 

15. Click the Comments icon to view the additional appraisal. 

 
16. The supervisor should incorporate the information from any additional participants into 

their ratings of the eƳǇƭƻȅŜŜΩǎ ǇŜǊŦƻǊƳŀƴŎŜΦ 

17. LŦ ŘŜǎƛǊŜŘΣ ǘƘŜ ŀŘŘƛǘƛƻƴŀƭ ǇŀǊǘƛŎƛǇŀƴǘΩǎ ƛƴǇǳǘ Ŏŀƴ ōŜ ǇǊƛƴǘŜŘΦ 
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Supervisor (Main Appraiser): Invite Additional 

Reviewers? - Yes 

Invite Additional Reviewers 

Swim Lane Supervisor (Main Appraiser) 

Flow Block Invite Additional Reviewers? ς Yes (optional) 

Task Invite Additional Reviewers to Participate in the Appraisal 

In certain situations, the supervisor might wish to invite additional people to participate 
in the performance appraisal process.  The on-line tool allows supervisors to easily invite 
additional people to participate as either additional appraisers or additional reviewers.  
Additional appraisers can rate the employee on the same set of competencies as the 
supervisor.  Additional reviewers can submit narrative text about the eƳǇƭƻȅŜŜΩǎ 
performance.  This chapter focuses on inviting additional reviewers.  Please refer to the 
prior chapter for information about inviting additional appraisers. 

Examples of when a supervisor might invite an additional reviewer: 

¶ The employee worked on a project or as part of a team and the supervisor would 
like input from the team members 

NOTE:  A person must have a University account to participate in the performance 
appraisal process. 

If it is not necessary to invite additional reviewers, skip to the next chapter.   
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Supervisor (Main Appraiser): Invite Additional 

Reviewers? - Yes 

Invite Additional Reviewers 

Swim Lane Supervisor (Main Appraiser) 
Flow Block Invite Additional Reviewers? ς Yes (optional) 

Task Invite Additional Reviewers to Participate in the Appraisal 

Steps: 

1. Click on the Add Participant button. 
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Supervisor (Main Appraiser): Invite Additional 

Reviewers? - Yes 

Invite Additional Reviewers 

Swim Lane Supervisor (Main Appraiser) 

Flow Block Invite Additional Reviewers? ς Yes (optional) 

Task Invite Additional Reviewers to Participate in the Appraisal 

2. ¢ȅǇŜ ŀƭƭ ƻǊ ǇŀǊǘ ƻŦ ǘƘŜ ŀŘŘƛǘƛƻƴŀƭ ǊŜǾƛŜǿŜǊΩǎ ƭŀǎǘ ƴŀƳŜ ƛƴ ǘƘŜ Participant Name field and 
tab or click the Magnifying Glass icon. 

 
3. Click the Quick Select ƛŎƻƴ ōŜǎƛŘŜ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ǇŜǊǎƻƴΩǎ ƴŀƳŜΦ 

 
4. {ŜƭŜŎǘ ΨwŜǾƛŜǿŜǊΩ ŦǊƻƳ ǘƘŜ ŘǊƻǇ Řƻǿƴ ōƻȄ ƛƴ ǘƘŜ Participation Type field.  Remember, 

the person must have a University account to access the appraisal. 
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Supervisor (Main Appraiser): Invite Additional 

Reviewers? - Yes 

Invite Additional Reviewers 

Swim Lane Supervisor (Main Appraiser) 

Flow Block Invite Additional Reviewers? ς Yes (optional) 

Task Invite Additional Reviewers to Participate in the Appraisal 

5. Click the Apply button to return to the Supervisor Review page. 

 
6. The additional reviewer is added with a default Participation Status ƻŦ Ψ/ƭƻǎŜŘΩΦ 
7. To send an invitation notification to the additional reviewer requesting their input, click 

the Select checkbox beside their name and click the Request Feedback button. 
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Supervisor (Main Appraiser): Invite Additional 

Reviewers? - Yes 

Invite Additional Reviewers 

Swim Lane Supervisor (Main Appraiser) 

Flow Block Invite Additional Reviewers? ς Yes (optional) 

Task Invite Additional Reviewers to Participate in the Appraisal 

8. Enter a message to the additional appraiser in the Notification Message text box. 

 
9. Click the Submit button. 
10. After the request is submitted, the Participation Status ǿƛƭƭ ŎƘŀƴƎŜ ǘƻ άhǇŜƴέΦ 

 
11. The additional reviewer will receive an email message asking them to review the 

employee. 
12. They must access the appraisal by clicking the link at the bottom of the email and log in 

with their University login and password.   
13. Once the additional review is complete the Participation Status will change to 
ά/ƻƳǇƭŜǘŜέΦ 

14. Click the Comments icon to view the additional ǊŜǾƛŜǿŜǊΩǎ ƛƴǇǳǘΦ 
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Supervisor (Main Appraiser): Invite Additional 

Reviewers? - Yes 

Invite Additional Reviewers 

Swim Lane Supervisor (Main Appraiser) 

Flow Block Invite Additional Reviewers? ς Yes (optional) 

Task Invite Additional Reviewers to Participate in the Appraisal 

15. The supervisor should incorporate the information from any additional participants into 
their ratings of the eƳǇƭƻȅŜŜΩǎ ǇŜǊŦƻǊƳŀƴŎŜΦ 

16. If desired, the additional ǇŀǊǘƛŎƛǇŀƴǘΩǎ ƛƴǇǳǘ Ŏŀƴ ōŜ ǇǊƛƴǘŜŘΦ 
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Supervisor (Main Appraiser): Appraises Performance 

Appraise Performance 

Swim Lane Supervisor (Main Appraiser) 
Flow Block Appraises Performance 

Task Completes the Performance Appraisal (optional) 

The on-line performance appraisal tool has three main sections as follows: 

¶ Competencies 

¶ Objectives 

¶ Questionnaire 

This chapter focuses on the Competencies section. 

There are nine core competencies that apply to all staff.  There are an additional three 
competencies that are specifically for staff who supervise others. 

Steps: 

1. Review the previous chapters for instructions on logging in and navigating through the 
dashboard, the Appraisal Summary page to the Supervisor Review page. 

2. From the Supervisor Review page, click the Update Appraisal button to open the Update 
Appraisal page. 
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Supervisor (Main Appraiser): Appraises Performance 

Appraise Performance 

Swim Lane Supervisor (Main Appraiser) 
Flow Block Appraises Performance 

Task Completes the Performance Appraisal (optional) 

3. The Update Appraisal page will open. 
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Supervisor (Main Appraiser): Appraises Performance 

Appraise Performance 

Swim Lane Supervisor (Main Appraiser) 

Flow Block Appraises Performance 

Task Completes the Performance Appraisal (optional) 

4. If desired, the supervisor can click the Show Questionnaire link towards the bottom of 
the page to review the eƳǇƭƻȅŜŜΩǎ ǊŜǎǇƻƴǎŜǎΦ 

5. The competencies will be listed in the Competencies section.  To appraise the 
competencies, click the Update Details link. 
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Supervisor (Main Appraiser): Appraises Performance 

Appraise Performance 

Swim Lane Supervisor (Main Appraiser) 
Flow Block Appraises Performance 

Task Completes the Performance Appraisal (optional) 

6. The Competency Details page will open displaying the Competency Name and the 
Behavioral Indicators that should be considered when determining a performance rating 
for the competency. 

 
7. Select the appropriate value from the drop down list in the Performance Rating field. 
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Supervisor (Main Appraiser): Appraises Performance 

Appraise Performance 

Swim Lane Supervisor (Main Appraiser) 
Flow Block Appraises Performance 

Task Completes the Performance Appraisal (optional) 

8. In the Comments box, enter examples in support of the selected rating. 

 
9. When finished the input for the first competency, click the Apply and Update Next 

button to move to rate the next competency.  Alternatively, click the Apply button to 
return to the Update Appraisal page or click the Save as Draft button to save the work 
for later. 
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Supervisor (Main Appraiser): Appraises Performance 

Appraise Performance 

Swim Lane Supervisor (Main Appraiser) 
Flow Block Appraises Performance 

Task Completes the Performance Appraisal (optional) 

10. Once a rating is entered for a competency, that rating is visible on the Update Appraisal 
page. 

 
11. The Delete button has been inactivated so it is not possible to delete a competency. 

 
 

 

 



 Copyright University of Pittsburgh. All rights reserved.  

51 
Performance Management On-Line  4/23/2016 4:08 PM 

 

Supervisor (Main Appraiser): Appraises Performance 

Rate Objective Results 

Swim Lane Supervisor (Main Appraiser) 
Flow Block Appraises Performance 

Task Rates Objective Results (optional) 

The on-line performance appraisal tool has three main sections as follows: 

¶ Competencies 

¶ Objectives 

¶ Questionnaire 

This chapter focuses on the Objectives section.   

If the Objectives section is not utilized for this employee, skip to the next chapter. 

Steps: 

1. Review the 9ƳǇƭƻȅŜŜΩǎ wŜǎǳƭǘǎ wŀǘƛƴƎ from the self-appraisal. 
2. Click the Show link to see the details of the objective. 
3. Click the Update Comments icon to open the Objective Details page. 

 
4. Review the details of the objective. 
5. Select the appropriate value from the drop down list in the Results Rating field. 
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Supervisor (Main Appraiser): Appraises Performance 

Rate Objective Results 

Swim Lane Supervisor (Main Appraiser) 
Flow Block Appraises Performance 

Task Rates Objective Results (optional) 

6. Enter examples or other information in the Comments box in support of the results 
rating. 
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Supervisor (Main Appraiser): Appraises Performance 

Rate Objective Results 

Swim Lane Supervisor (Main Appraiser) 
Flow Block Appraises Performance 

Task Rates Objective Results (optional) 

7. Click the Apply and Update Next button to rate the next objective.  Alternatively, click 
the Apply button to return to the Update Appraisal page or click the Save as Draft 
button to save the work for later. 

 
8. Objectives that were not completed will be automatically moved to the next 

performance year as long as the Date Completed field is blank. 
9. To prevent an incomplete objective from automatically transferring to the next 

performance year, enter 30-JUN-XX (the current year) in the Date Completed field and 
enter comments in the Comments box. 

10. When the appraisal form is complete or to save the work to complete at a later date, 
click the Save as Draft button. 
 
NOTE:  The on-line appraisal MUST NOT be forwarded to the employee until after the 
supervisor has met and reviewed the eƳǇƭƻȅŜŜΩǎ ǇŜǊŦƻǊƳŀƴŎŜ ŦŀŎŜ-to-face. 
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Supervisor (Main Appraiser): Appraises Performance 

Summarize Participant Input and Give Final Rating 

Swim Lane Supervisor (Main Appraiser) 
Flow Block Appraises Performance 

Task Summarize Participant Input and Give Final Rating (optional) 

There are two remaining steps to complete the performance appraisal.  The first is to 
summarize feedback from any additional participants and the second is to select an 
overall performance rating and supporting comments. 

Steps: 

1. Summarize comments from additional participants in the Comments box in the 
Feedback section. 
NOTE: The supervisor can control whether or not the employee sees the feedback 
comments.  Instructions can be found in thŜ Ψ{ǳǇŜǊǾƛǎƻǊ όaŀƛƴ !ǇǇǊŀƛǎŜǊύΥ {ƘŀǊŜǎ hƴ-
[ƛƴŜ !ǇǇǊŀƛǎŀƭ ǿκ!ǇǇǊŀƛǎŜŜΩ ŎƘŀǇǘŜǊΦ 

 
2. Select the appropriate value from the drop-down box in the Overall Rating field. 
3. Enter supporting comments in the Overall Comments box. 

 
4. Click the Apply button to save the appraisal. 
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Supervisor (Main Appraiser): Appraises Performance 

Summarize Participant Input and Give Final Rating 

Swim Lane Supervisor (Main Appraiser) 
Flow Block Appraises Performance 

Task Summarize Participant Input and Give Final Rating (optional) 

A completed appraisal: 
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Supervisor (Main Appraiser): Meets with Appraisee to 

Review Appraisal 

Meet with Employee to Review Performance and Performance Appraisal 

Swim Lane Supervisor (Main Appraiser) 

Flow Block Meets w/Appraisee to Review Appraisal 

Task Meet with the Employee to Review Performance and Review Appraisal 
Form (required) 

All employees are entitled to have a face-to-face discussion about their performance 
with their supervisor.  Once the on-line appraisal is complete the supervisor should 
schedule such a meeting.  During the course of the appraisal meeting the performance 
appraisal should be discussed by either projecting it on a monitor or by printing a copy 
as a reference.  Since the University has a green initiative, projecting the form on a 
monitor is preferable. 

It is not necessary to have the supervisor or employee sign a printed copy of the 
appraisal and a paper copy is not required in the eƳǇƭƻȅŜŜΩǎ ŦƛƭŜΦ  !ŦǘŜǊ ƛǘ ƛǎ ŎƻƳǇƭŜǘŜŘΣ 
the on-line appraisal will continue to be accessible to both the employee and the 
current supervisor. 

The on-line appraisal must not be shared with the employee until after the face-to-
face performance review has been completed. 
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Supervisor (Main Appraiser): Shares On-Line Appraisal 

w/Appraisee 

Transfer Ownership of the Appraisal to the Employee for Review and 

Feedback 

Swim Lane Supervisor (Main Appraiser) 

Flow Block Shares On-Line Appraisal w/Appraisee 
Task Transfer Ownership of the Appraisal to the Employee for Review & 

Feedback (required) 

Once the face-to-face performance review has been completed, the supervisor must 
then share the on-line performance appraisal with the employee. 

Steps: 

1. Follow the steps outlined in the previous chapters to navigate to the Performance 
Management Dashboard; select the current appraisal task; select the employee and 
open the Supervisor Review page. 
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Supervisor (Main Appraiser): Shares On-Line Appraisal 

w/Appraisee 

Transfer Ownership of the Appraisal to the Employee for Review and 

Feedback 

Swim Lane Supervisor (Main Appraiser) 

Flow Block Shares On-Line Appraisal w/Appraisee 
Task Transfer Ownership of the Appraisal to the Employee for Review & 

Feedback (required) 

2. Click the Share with Employee button to transfer the appraisal to the employee. 

 
3. On the Share Appraisal Details with Employee page, ensure that the first four boxes at 

the top of the page are checked.  This is necessary to allow the employee to see the 
Competency and Objective ratings and comments.  If the boxes are not checked, then 
click each one to check it. 

 
4. To allow the employee to provide feedback, check the Provide Feedback on Overall 

Rating box.  This is a required step as the eƳǇƭƻȅŜŜΩǎ ŦŜŜŘōŀŎƪ ǊŜǇƭŀŎŜǎ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ 
signature acknowledging receipt of the appraisal. 
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Supervisor (Main Appraiser): Shares On-Line Appraisal 

w/Appraisee 

Transfer Ownership of the Appraisal to the Employee for Review and 

Feedback 

Swim Lane Supervisor (Main Appraiser) 

Flow Block Shares On-Line Appraisal w/Appraisee 
Task Transfer Ownership of the Appraisal to the Employee for Review & 

Feedback (required) 

5. DO NOT check the Update Appraisal box at this point as this will allow the employee to 
change the data entered by the supervisor. 

 
6. If the appraisal included additional participants and you would like the employee to see 

the additionŀƭ ǇŀǊǘƛŎƛǇŀƴǘΩǎ ƴŀƳŜǎΣ ǘƘŜƴ ŎƘŜŎƪ ǘƘŜ Participant Details box. 
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Supervisor (Main Appraiser): Shares On-Line Appraisal 

w/Appraisee 

Transfer Ownership of the Appraisal to the Employee for Review and 

Feedback 

Swim Lane Supervisor (Main Appraiser) 

Flow Block Shares On-Line Appraisal w/Appraisee 
Task Transfer Ownership of the Appraisal to the Employee for Review & 

Feedback (required) 

7. In the Notification Message to Employee box, enter a message to the employee 
requesting that they review the appraisal and provide feedback acknowledging receipt.  
The employee can also include any additional information they would like to become a 
permanent part of the performance appraisal. 

 
8. Click the Submit button to transfer the appraisal to the employee and return to the 

Main Appraiser page. 
9. There will be a confirmation that the appraisal has been transferred to the Employee.  

The Appraise icon will now be gray. 
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Employee: Completes Self Appraisal 

Review On-Line Appraisal 

Swim Lane Employee (Appraisee) 
Flow Block Reviews On-Line Appraisal 

Task Employee Reviews On-Line Appraisal (required) 

When the supervisor transfers the performance appraisal back to the employee, the 
employee will receive an email message and a workflow notification that the appraisal 
has been returned to them.  The employee must review the appraisal and has the 
option to print a hard copy.  It is not necessary to print the appraisal because the 
employee will always have access to it on the Appraisals tab. 

The Employee: 

1. Logs in to PRISM and selects the PHR Performance Management ς Employee 
responsibility to access the Employee Dashboard. 

2. Selects the Go To Task icon on the active Task to open the My Appraisals page. 
3. Clicks the View Appraisals Detail/Give Feedback icon. 
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Employee (Appraisee): Reviews On-Line Appraisal 

Review On-Line Appraisal 

Swim Lane Employee (Appraisee) 
Flow Block Reviews On-Line Appraisal 

Task Employee Reviews On-Line Appraisal (required) 

4. Reviews the details of the completed appraisal. 
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Employee (Appraisee): Reviews On-Line Appraisal 

Review On-Line Appraisal 

Swim Lane Employee (Appraisee) 
Flow Block Reviews On-Line Appraisal 

Task Employee Reviews On-Line Appraisal (required) 

5. Can click the Printable Page button to print a copy of the performance appraisal, 
however printing from the Print icon on the My Appraisals page produces a better 
result.  Please refer to the chapter on Printing for more information. 
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Employee (Appraisee): Provides Feedback to Appraiser 

Provide Feedback to Supervisor 

Swim Lane Employee (Appraisee) 
Flow Block Provides Feedback to Appraiser 

Task Employee Provides Feedback to Supervisor (required) 

After reviewing the completed performance appraisal, the employee must transfer the 
appraisal back to the supervisor with feedback confirming that they received and 
reviewed the completed appraisal.  The employee can also include any additional 
information/comments they would like to become a permanent part of the appraisal. 

The Employee: 

1. Clicks the Share with Supervisor button on the Appraisal Details page.  (See the previous 
chapter for instructions on navigating to the Appraisal Details page.) 

 
2. Enters acknowledgement of the appraisal and any additional comment into the 

Feedback on Overall Rating box. 
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Employee (Appraisee): Provides Feedback to Appraiser 

Provide Feedback to Supervisor 

Swim Lane Employee (Appraisee) 
Flow Block Provides Feedback to Appraiser 

Task Employee Provides Feedback to Supervisor (required) 

3. Can also enter a message to their supervisor in the Notification Message for Supervisor 
box. 
NOTE:  Only the text in the Feedback on Overall Rating box will be saved in the finalized 
appraisal.  Any message in the Notification Message for Supervisor box is only included 
in the email and workflow notifications to the supervisor. 

 
4. Clicks the Submit button. 
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Employee (Appraisee): Provides Feedback to Appraiser 

Provide Feedback to Supervisor 

Swim Lane Employee (Appraisee) 
Flow Block Provides Feedback to Appraiser 

Task Employee Provides Feedback to Supervisor (required) 

5. The employee will be returned to the My Appraisals page where there will be a message 
confirming that the appraisal has been transferred to the supervisor. 

 
6. Logs out. 
7. At this point, the eƳǇƭƻȅŜŜΩǎ ǿƻǊƪ ƻƴ ǘƘŜ ǇŜǊŦƻǊƳŀƴŎŜ ŀǇǇǊŀƛǎŀƭ ƛǎ ŎƻƳǇlete. 
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Supervisor (Main Appraiser): Reviews Feedback & 

Submits Appraisal for Approval 

Review Feedback and Submit Appraisal for Approval 

Swim Lane Supervisor (Appraiser) 

Flow Block Reviews Feedback & Submits Appraisal for Approval 

Task Reviews Employeeôs Feedback and Submits Appraisal for Approval 

(required) 

Supervisors will receive email and workflow notifications informing them that the 
employee has transferred the completed appraisal back to them.  After reviewing the 
ŜƳǇƭƻȅŜŜΩǎ ŦŜŜŘōŀŎƪΣ ǘƘŜ ǎupervisor must submit the completed appraisal to their 
supervisor for review and approval. 

Steps: 

1. Follow the steps in prior chapters to navigate to the Main Appraiser tab. 
2. Click the Appraise icon for the employee whose appraisal is to be finalized. 
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Supervisor (Main Appraiser): Reviews Feedback & 

Submits Appraisal for Approval 

Review Feedback and Submit Appraisal for Approval 

Swim Lane Supervisor (Appraiser) 

Flow Block Reviews Feedback & Submits Appraisal for Approval 

Task wŜǾƛŜǿǎ 9ƳǇƭƻȅŜŜΩǎ CŜŜŘōŀŎƪ ŀƴŘ {ǳōƳƛǘs Appraisal for Approval 
(required) 

3. Review the comments in the Feedback box. 

 
4. If necessary, the appraisal can be sent back to the employee.  For example, if the 

employee did not include any feedback.  Click the Share with Employee button and 
follow the iƴǎǘǊǳŎǘƛƻƴǎ ƛƴ ƛƴ ǘƘŜ Ψ{ƘŀǊŜ hƴ-[ƛƴŜ !ǇǇǊŀƛǎŀƭ ǿƛǘƘ 9ƳǇƭƻȅŜŜΩ ŎƘŀǇǘŜǊΦ 

5. If the feedback is sufficient, click the Submit for Approval button to forward the 
appraisal for approval.   
bh¢9Υ ¢ƘŜ ŀǇǇǊŀƛǎŀƭ ǿƛƭƭ ōŜ ŦƻǊǿŀǊŘŜŘ ǘƻ ǘƘŜ {ǳǇŜǊǾƛǎƻǊΩǎ {ǳǇŜǊǾƛǎƻǊ ŦƻǊ ŀǇǇroval. 

6. The Give Final Ratings: Supervisor page shows a summary of the performance 
appraisal. 








































































































































