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Using This Document

General

This documenprovidesinstructionsabout how toaccess and use the dime

Performance Managemertbol. Itis notintended to proviel instructions or

information abouthow to evaluate a & 2 Y Q& LIS NJF 2 Nbjettiye® For2 NJ 2y &S
Y2NBE AYF2NXIGA2Y Fo2dzi FLIIINIF A&aAy3a | LISNB2Y QA
consult the Performance Managemiewebpage 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 performanceppisal process.

The second part of this document follows a process flowrdiagthat outlines the steps
of objective setting.

Finally, the last part of this document focuses on spetafturesof the online tool
that are not included in the process ¥is and on reporting.
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Performance Appraisal Process Flow Diagram

Performance Management Workflow
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Employee: Completes Sel{ppraisal

Navigate to the SelAppraisal

Swim Lane Employee (Appraisee)

Flow Block Completes SelAppraisal

The Performance Management dine tools aren 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 directddnmnResourcest
412-624-8044.

The Employee:

1. Logsinto PRISM.
2. Selects the®HR Performance ManagemenEmployeeesponsibility.
3. Selects thd?erformance Managememenu item to access themployee Dashboard.

C)RACLE”E-Business Suite

B Favorites v Logout Preferences Help

Enterprise Search | All |Z| | Go Search Results Display Pre

Logged In As EMPLOYEEL
Oracle Applications Home Page

Main Menu Worklist
Personalize Full List
I pHR Employee Self-Service From Type Subject Sent Due
= 1 pUR Performance Management - There are no notifications in this view.
Employee ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
All Actions Awaiting Your Attention < TIP Worklist Access - Specify which users can view and act upon your notifications.
E }
B SEEITE waDT PRISM TRKS USERS: Approved timecards are due before noon on
E Appraisals Monday.

E Performance Management]

I pRISM TRKS Time

4. On theEmployee Dashboafihds theTaskfor the airrent year (the name changes each
year).
C)RACLGQPHR Performance Management - Employee

n Navigator v Bp Favorites v Home Logout Preferences Help

Appraisals | Performance Management

Logged In As Employeel, Chris
On this page, you can access your development functions and view Performance management

notification messages. Help
— Click to Access Help
Performance Management Task List Plan s
Expand Al | Colapse Al Fiscal 2016

Mon-Supervisory

@
Click here to access the Performance
Management website.

Go to
Process Start Date End Date g

21-Mar-2016 16-Apr-2016

Appraisal | 21-Mar-2016 16-Apr-2016 r;)
i

[= Fiscal 2016 Mon-Supervisory
Manage appraisal: Appraisal-
Mon-Supervisory Role w3

Subject Sent Name Department Job Effective Date Update Delete

Copyright University of Pittsburgh. All rights reserved.

6
Performance Management On-Line 4/23/2016 4:08 PM



Employee (Appraisee). Completes Self Appraisal

Navigate to the SelAppraisal

Swim Lane Employee (Appraisee)
Flow Block Completes Selfppraisal (required)
Task Navigate to the SeHAppraisal

5. Clicks theGo To Tasicon.
ORACL_E€ PHR Performance Management - Employee

n Navigator v By Favorites ¥ Home Logout Preferences Help

Appraisals | Performance Management

Logged In As Employeel, Chris
On this page, you can access your development functions and view Performance management

notification messages. Help
— Click to Access Help
Performance Management Task List Plan T T
Expand All | Collapse Al Fiscal 2016
133 Non-Supervisory
Go to Click here to access the Performance

Process Start Date End Date o
21-Mar-2016 16-Apr-2016
Non-Supervisory Role v,

Appraisal 21-Mar-2016 16-Apr-2016
Notifications Awaiting Your Attention

Subject Sent Name Department Job Effective Date Update Delete
No results found.

Management website.

= Fiscal 2016 Mon-Supervisory
Manage appraisal: Appraisal-

o

TheAppraisal Summangage will open.
7. Clicks thdJpdate SelAppraisalicon.
ORAC'_E"PHR Performance Management - Employee

N MNavigator v @B Favorites ¥ Home Logout Preferen

Appraisals | Performance Management
My Appraisals | Participant

Selected Plan Is  Fiscal 2016 Non-Supervisol
My Appraisals

Appraisals of Employeel, Chris
Appraisal Appraisal View Appraisal Details/Give Update
Initiator Date Supervisor Purpose Status Feedback Print Self-Appraisal
Employeel, 21-Mar-2016  Supervisorl, Plnned = =
Chris Pat
Completed Appraisals

Note that the search is case insensitive
Initiator Q
Lsst Name, Title, First Name
Appraisal Date I
(=mple: 21-Mar-2018)
Go Clear

Initiator Appraisal Date Period Start Date Period End Date Appraisal Purpose Details Print Plan
Mo results found.
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Employee(Appraisee). Completes SeKppraisal

Objectives General

Swim Lane Employee (Appraisee)
Flow Blak Completes SelAppraisal
Task Objectivesc General

The Performance Management dine tool can be used during the performance year to
set and track objectives. Atthe end of the performance year the obgstigsults can
be rated by the mployee @ppraisee) and/or by theugpervisor (main appraiser).

If objectives were not entered into the eime tool at the beginning or during the
performance year, they can be ered at the end as part of the performancp@aisal
process.

Objectives can be ented bythe employee orby the supervisor. 8pervisos can
always edit/update the bjectives entered by mployees. However, onlygervisos
can edit/update the bjectives that they entered.

The online tool does not require thatlgectives be entred/rated. Supervisorsan
decide whether or not utize the dojectives feature. Theyan also control who enters
the objectives into the online tool;themselves otheir employees. Onceupervisors
decide if/how they will utilize theool, they shouldprovideinstructions to their
employees.

If the dbjectives featurawill not beused, please skip to the next Flow Bl&gk 2 YLJ S Sa
SelfAppraisakv dzSa G A 2y y I A NS Q
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Employee (Appraisee): Completes SAlppraisal

Add an Objective and an Objective Results Rating

Swim Lane Employee (Appraisee)
Flow Block Completes SelAppraisal- Objectives
Task Add and Rate Objectives (optional)

If objectives were not entered into the eline tool at the beginningf or during the
performance appraisal year then théoctive ®ction of the main appraisals page will
be empty. This topic providanstructions forentering djectives to be included in the
appraisal process. tifie objectives already exist on the selpprasal then skip to the

next section.

The Employee:

NOTE:Adding dojectives into the odine tool isoptional. However, to add arnbgective,
certain fields are required. Please see the notation after each dtefhe online tool
required fields are marked by an asterisk (*).

1. Clicks theAdd Obijectivéoutton. (required)

ORACLE'PHR Performance Management - Employee

N Navigator v B Favorites ¥ Home Logout Preferences Help

]

Overview

Update Standard Appraisal: Overview

Review

Objectives

Employee Name Employeel, Chris

Organization Ermail Address  kbird@cfo.pitt.edu

Manager Supervisorl, Pat

Add Objective 1)
———

Objective Na
No results found.

Questionnaire

e Start Date Target Date  Date Completed

Questionnaire Name Self-Appraisal v2

Cancel Save as Draft Share with Supervisor Continue

Employee Mumber 166670
Department  Financial Information Systems
Job  Staff.Administrator. Il

Employee Results Rating Duplicate Update Details Quick Update

Complete Questionnaire |

Last Submitted On

2. In the Objective Naméeld, enters a descriptive name for the Objective. (required)
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Employee (Appraisee): Completes SAlppraisal

Add an Objective and an Objective Results Rating

Swim Lane Employee (Appraisee)
Flow Block Completes SelAppraisal- Objectives
Task Add and Rate Objectives (optional)

3. IntheStart Datefield, enters the date on which thebgective is scheduled to start or
the actual date if the work has already starte@equired)

4. IntheTarget Datdield, enters the datdy which the djective should be completed.
(optional)

5. If this dojective should be reviewed periodically, enters the next review date ifN#e
Review Datdield. (optional) Itis not necessary to enter a date for the annual
performance appraisal résw.

6. Selects the appropriate level from the drop down in rorityfield. (optional)

7. Enters an appropriate percent in tli@omplete %ield. If work on the djective has not
started entes 0% or leavsthe field blank. (optional)

8. More detailed infomation about the bjective can be entered into thBetailbox.
(optional)

9. Text detailing the criteria to measure the succekthe dbjective can be entered into

10. Comments about thelgjective can be entered into théanmentsbox. (optional)

the Success Criterlzox. (optional)

ORACLE'PHR Performance Management - Employee

n Navigator v @ Favorites ¥ Home Logout Preferences Help

@

Overview Review
Add Objective
- A
Indicates required field Cancel Save as Draft | Apply and Add Another \ Apply
* Objective Name IObJectNe 1 Complete (%) 100 &
Created By Employeel, Chris Date Completed [20-Mar-2016  [&

* Start Date lm =

Target Date [15-Mar-2016  [&

MNext Review Date =]
* Priority m

Description

Detai Objective 1 is to modify the existing tasks and forms to provide a
more efficient flow and faster completion of this work.

Success Criterfd  |Realze a 10% improvement in effort and improved performance.

Comments |work was actually completed on 12-MAR-16 but was not able to
obtain sign-off unti the 20th.
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Employee (Appraisee): Completes SAlppraisal

Add an Objective and an Objective Results Rating

Swim Lane Employee (Appraisee)
Flow Block Completes SelAppraisal- Objectives
Task Add and Rate Objectives (optional)

11. To add arobjective results rating, selects the appropriate value from the effopn
box in theResults Ratin§ield. (optional)

12. Enters comments supporting the rating in tBemmentdox. (required if an Bjective
Results Rating is entered, otherwise, optional)

Rate Yourself on this Objective

Resufts Rating | 3-Achieved More Than Expected Result {=| [gHide
Comments |Through the elimination of unnecessary steps and Results Rating Scale

automation of parts of the process a 20% improvement

was achieved.
Step Value Rating Scale Behavioral Indicator
1 Did Not Achieve Result
2 Achieved Result
3 Achieved More Than Expected Result

Cancel Save as Draft | Apply and Add Another | Apply |

Copyright University of Pittsburgh. All rights reserved.
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Employee (Appraisee): Completes SAlppraisal

Add an Objective and an Objective Results Rating

Swim Lane Employee (Appraisee)
Flow Block Completes SelAppraisal- Objectives
Task Add and Rate Objectives (optional)

13. Clicks theApplybutton to add the djective to the appraisal and return to the main self
appraisal page. Alternatively, clicks #pply and Add Anothdautton to commit
objective and add another one aticks theSave as Drafbutton to finish the work later

(one of these is required ohé data entered will be lost)
ORACLG'PHR Performance Management - Employee

T Navigator v @ Favorites v Home Logout Preferences Help

9]
Review

Overview
Update Standard Appraisal: Overview

Cancel Save as Draft | Share with Supervisor Continue

Employee Number 166670
Department  Financial Information Systems
Job Staff.Administrator. Il

Employee Name Employeel, Chris
Organization Email Address kbird@cfo.pitt.edu

Manager Supervisorl, Pat

Objectives
Add Objective
Objective Name Start Date Target Date Date Completed Employee Results Rating Duplicate fpdate Details\ Auick Updat}
Objective 1 15-5ep-2015 15-Mar-2016 20-Mar-2016 3-Achieved More Than Expected Result“_i"} ij 7 Vs
Questionnaire

Complete Questionnaire |

Last Submitted On

Questionnaire Mame Self-Appraisal v2

14. To modify the bjectivefrom the main appraisal pagelicks theJpdate Detailscon.
15. Employees can only editlgectives that they entered. If thebjective was entered by
their supervisor, they can use thguick Updatéconto send information about the

objective to their superviar who will have to update thehjective.
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Employee (Appraisee): Completes SAlppraisal

Update and Rate an Objective Already on the Sifipraisal Form

Swim Lane Employee (Appraisee)
Flow Blak Completes SelAppraisal- Objectives
Task Updating an Objective Already on the Performance Appraisal; and

Adding an Objective Results Rating (optional)

If objectives were entered into the oline tool at the beginningf or during the
performance ppraisal year or if incompletelpectives were automatically transferred
from the prior appraisal period then tlyewill be on the main appraisphge when the
employee opens it. This topic provides ingtions for employees updatingofectives
that have aleady been added to the aline tool.

The Employee:

1. Clicks théJpdate Detailscon to review the Objective details.
ORACLE'PHR Performance Management - Employee

Home Logout Preferences Help

. Navigator

B Favorites v

]

Overview

Update Standard Appraisal: Overview

Review

Employee Mame Employeel, Chris
Organization Email Address  kbird@cfo.pitt.edu
Manager Supervisorl, Pat

Objectives

Add Objective
Objective Name Start Date Target Date Date Completed
Objective A 15-5ep-2015 15-Mar-2016
Objective B 01-0ct-2015 30-Jan-2016 30-Jan-2016
Objective C 07-Nov-2015 11-Mar-2016

Questionnaire

Questionnaire Name  Self-Appraisal v2

Cancel

Save as Draft |

Share with Supervisor Continue

Employee Results Rating

Employee Number 166670
Department  Finandial Information Systems
Job  Staff.Administrator. I

Duplicate Opdate Details Quick Update
B va 7B
(e i &
tfj 7 o8
Complete Questionnaire

Last Submitted On
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Employee (Appraisee): Completes SAlppraisal

Update and Rate an Objective Already on the Sifipraisal Form

Swim Lane Employee (Appraee)

Flow Block Completes SelAppraisal- Objectives

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

2. Updates the bjective details as necessarlf.the page does not include any updaktge
fields,i.e. the data is displayed with no open boxes for typthgn skip to Step #7
below.

ORACI_G'PHR Performance Management - Employee

1 Navigator v @ Favorites ¥ Home Logout Preferences Help
@
Overview Review
Update Objective
* dndiates Tequred field Cancel \ Save as Draft \ Apply and Update Next \ Apply
* Objective Name IOb}ectwe A Complete (%) g5 @
Created By Employeel, Chris Date Completed B

* Start Date |15-Sep-2015 (&

Target Date [W @

Next Review Date [15-Jan-2016  [E
* Priority W

Description

Detail Objective A is to modify the existing tasks and forms to provide a
more efficient flow and faster completion of this work.

Success Criteria  |Realize 3 10% improvement in effort and improved performance

Comments |As of 15-Jan-16 the project is on track per the project plan and
expected to finish on time.
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Employee (Appraisee): Completes SAlppraisal

Update and Rate an Objective Already on the Sifipraisal Form

Swim Lane Employee (Appraisee)

Flow Block Gompletes SeHAppraisal- Objectives

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

3. Updates tle dbjective as necessary
ORACLE'PHR Performance Management - Employee

n Navigator v @ Favorites ¥ Home Logout Preferences Help
2
Overview Review
Update Objective
" Indicates required field Cancel | | SaveasDraft | [ Apply and update Next | | Apply
* Objective Name IOb]e(tNe A Complete (%) 100 &)
Created By Employeel, Chris Date Completed |18-Mar-2016  [&

= Start Date |15-Sep-2015 &

Target Date ,m &

Next Review Date a
* Priority W

Description

Detail [objective A is to modify the existing tasks and forms to provide a
more efficient flow and faster completion of this work.

Success Criteria  [Realize a 10% improvement in effort and improved performance

Comments [project work is completed.|

4. To add an bjective results rating, selects the appropriate v&aftom the dropdown
box in theResults Ratin§eld. (optional)

5. Enters comments supporting the rating in tBemmentbox. (required if an Bjective
Results Rating is entered, otherwise, optional)

Rate Yourself on This Objective
Results Rating | 2-Achieved Result |Z| BM
Comments [Metrics show a 10% improvement in effort and improved Results Rating Scale
performance.
Step Value Rating Scale Behavioral Indicator
1 Did Mot Achieve Result
2 Achieved Resuft
2 Achieved More Than Expected Resulft

Cancel | Save as Draft \ Apply and Update Next | Apply

Copyright University of Pittsburgh. All rights reserved.
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Employee (Appraisee): Completes SAlppraisal

Updateand Rate an Objective Already on the Sélppraisal Form

Swim Lane Employee (Appraisee)
Flow Block Completes SelAppraisal- Objectives
Task Updating an Objective Already on the Performance Appraisal; and

Adding an Objective Results Rating (optional)

6. dicks theApplybutton to add the djective to the appraisal and return to the main self
appraisal page. Alternatively, clicks #pply and Add Anothdautton to committhe
objective andadd another one oclicks theSave as Drafbutton to finish the wak later
(one of these is required or the data entered will be lost)

7. If the Objective Detailsection does nohave any updateable fields shown in the
screenshotbelow (G KA & YSIya GKS 2062S0O0APpSvisd | a

and cannot be ugated by the enployee.

ORACLE'PHR Performance Management - Employee

N Navigator v @ Favorites v Home Logout Preferences Help

@
Overview Review

Objective Details
Pa— -
Indicates required field Cancel | T T ‘ Apply ‘
Objective Mame Objective C Complete (%)
Created By Supervisorl, Pat Date Completed

Start Date 07-Nov-2015

Target Date 11-Mar-2016
Next Review Date

Description

Prioricy Low

Detail Objective C is to modify the existing tasks and forms to
provide a more efficient flow and faster completion of work.

Success Criteria - Realize 50% improvement in effort and performance.

Comments

Copyright University of Pittsburgh. All rights reserved.
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Employee (Appraisee): Completes SAlppraisal

Update and Rate an Objective Already on the Sifipraisal Form

Swim Lane Employee (Appraisee)

Flow Block Completes SelAppraisal- Objectives

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

8. In this caseto update the apervisor about the status of thislgective,clicks theQuick

Updateicon.
Objectives

Add Objective

Objective Name  Start Date  Target Date Date Completed Employee Results Rating Duplicate Update Details Quick Update
Objective A 15-5ep-2015 15-Mar-2016 |18-Mar-2016 2-Achieved Result'j;. e 7 S

Objective B 01-0ct-2015  30-Jan-2016  30-Jan-2016 2-Achieved Result (3 B V4 P

Objective C 07-Mov-2015  11-Mar-2016 @ J & @
9. Enterscomments that will enable the supervisor to update tHgextive.

Objective Quick Update
Objective Mame Objective C Target Date 11-Mar-2016
Measurement Style None Complete (%)  Li)

Change to Plain Text Mode
B 7 U ==

This project was completed on March 10,
comments | 2016. The results metrics have been

uploaded to Sha.rePoint.|
Dy ku
18 Cancel | Apply |
i
30 &

il T z 4
NOTEEven if the objective was entered by thgervisg and cannot be updated by
the employee, the mployee can still follow Steps 4 & 5 above tdegrtheir Objective

Results Rating.
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Employee (Appraisee): Completes SAlppraisal

Complete the

SelAppraisal Questionnaire

Swim Lane Employee (Appraisee)
Flow Block Completes SelAppraisal- Questionnaire
Task Completes the Questionnaire (optional)

The seMappraisal questionnaire hds/e questions the mployee caranswer to provide
input to the supervisor. The answers can be typed directly into the online tool or copied
and pased from aword document. Completing the questionnaire is optional and the
employee can opt to completsome, all or none of it. Supervisors can require that their

directreports complete the giestionnaire.

The Employee:

1. Clicks theComplete Questionnaitgutton at the bottom of the setappraisal.

Objectives
Add Objective
Objective Name Start Date Target Date Date Completed Employee Results Rating Duplicate Update Details Quick Update
Objective A 15-Sep-2015  15-Mar-2016 18-Mar-2016 2-Achieved Result (3 B 7 St
Objective B 01-0ct-2015  30-Jan-2016 30-Jan-2016 2-Achieved Result 3) [FE] V4 Vs
Objective C 07-Mov-2015 11-Mar-2016 @ [IE] & s
Questionnaire

Questionnaire Name Self-Appraisal v2

Complete Questionnaire
Last Submitted On

Cancel Save as Draft Share with Supervisor ‘ Continue |
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Employee (Appraisee): Completes SAlppraisal

Complete the SelAppraisal Questionnaire

Swim Lane Employee (Appraisee)
FlowBlock Completes SelAppraisal- Questionnaire
Task Completes the Questionnaire (optional)

2. Answers the gestionnaire questions by either typing in the text boxes or by copying
and pasting from a word document(s).
ORACLE”PHR Performance Management - Employee

n MNavigator B Favorites v Home Logout Preferences Help

@
Overview

Answer Questionnaire

Cancel Apply

Complete the guestionnaire and click Apply to submit the questionnaire.

This year I completed three large projects both designed to improve efficiency and speed
up processing time. Al three of these projects are listed in the Objectives section of the
seff-appraisal. 1found all three projects very challenging but also very enjoyable and 1 hope

Describe your most significant accomplishments this past year. to be able to complete similar work in the future.

Throughout the work I did this past year I often had difficulty getting time with people
who were necessary to the project. In some cases it was 3 reluctance to change
procedures that have been in place for a long time and in others these projects simply
Descrine any barriers or challenges that impacted you in effectively weren't viewed as important.

completing your job responsibilities or accomplishing your goals.

Through the work I have done this year I believe I have greatly improved my organizational
and project management skils. 1leamed to use Microsoft Project Management software
and developed an effective set of communications for project work.

Please list your area(s) of strength and area(s) of improvement.

1 think it would be helpful to take some project management training and perhaps get my
project management certification.

What skills or new knowledge would you like to develop to improve your
performance?

As mentioned above I am enjoying this project work and hope I wil be assigned additional
projects this year.|

1s there any other information you would lke to share with your supervisor
regarding your work performance?
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Employee (Appraisee): Completes SAlppraisal

Complete the SelAppraisal Questionnaire

Swim Lane Employee (Appraisee)
Flow Block Completes SelAppraisal- Questionnaire
Task Completes the Questionnaire (optional)

3. Clicks theApplybutton to save the responses and return to tAppraisalOverview

page.
NOTE: After the questionnaire is saved for the first ton¢éhe Applybutton is pressed,

a date will be defaulted into theast Submitted Ofield. This is the only indication on
the Appraisal Overviewage that the gestionnaire has baecompleted.
ORACLE’PHR Performance Management - Employee

n MNavigator v B Favorites v Home Logout Preferences Help
Q o
Overview Review
Update Standard Appraisal: Overview
Cance] Save as Draft Share with Supervisor Continue

Employee Mame Employeel, Chris Employee Number 166670

Organization Email Address  kbird@cfo.pitt.edu Department  Financial Information Systems
Manager Supervisorl, Pat Job  Staff.Administrator.IIT

Objectives
Add Objective
Objective Name Start Date Target Date  Date Completed Employee Results Rating Duplicate  Update Details  Quick Update
Objective A 15-5ep-2015  15-Mar-2016 18-Mar-2016 2-Achieved Result@ F@ _/* o0
Objective B 01-0ct-2015  30-Jan-2016  30-Jan-2016 2-Achieved Result i) e s P
Objective C 07-Nov-2015  11-Mar-2016 @ e s S8
Questi -

Lomplete Questionnaire ‘
Questionnaire Name  Self-Appraisal v2 < Last Submitted On 23-Mar-201§

Cancel Save as Draft \ Share with Supervisor | Continue \

Performance Management On-Line
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Employee (Appraisee): Shares Séippraisal with
Supervisor (Main Appraiser)

Transfer Ownership of Appraisal to Supervisor

Swim Lane Employee (Appraisee)
Flow Block Shares SelAppraisal with Supervisor (Main Appraiser)
Task Transfers Owership to Supervisor (required)

Because the Performance Management paltool is workflow driven, theystem
coni NPt a ¢K2 KI the appRaisal. SONi dhé delQon At & émwan have
F0O0Saa 2 NDhThwerefore Dk tkevmployee has comipted the selfappraisal,
they must transfer ownership to theirugervisor (Main Appraiser) to allow the
performance appraisal process to continue. This step must be d@zedkess of
whether or not the enployee has completed the sedppraisal.

The Employee:

1. Clicks theShare with Supervistwtton at the top of theAppraisal Overviewage.
ORACLE'PHR Performance Management - Employee

n Navigator ¥ B2 Favorites v Home Logout Preferences Help
Q O
Overview Review
Update Standard Appraisal: Overview
Cance] Save as Draft | Share with Supervisor Continue
Employee Name Employeel, Chris Employee Humber 166670
Organization Email Address  kbird@cfo.pitt.edu Department Financial Information Systems
Manager Supervisorl, Pat Job Staff.Administrator.II
Objectives
Add Objective
Objective Name Start Date Target Date  Date Completed Employee Results Rating Duplicate  Update Details  Quick Update
Objective A 15-Sep-2015  15-Mar-2016 18-Mar-2016 2-Achieved Resurta_;') lrj 7 =)
Objective B 01-0ct-2015  30-Jan-2016 30-Jan-2016 2-Achieved Resurté_i') ““_11 _/% _/
Objective C 07-Mov-2015  |11-Mar-2016 @ lrj _/ /I%l
Questionnaire

Complete Questionnaire
Questionnaire Name  Self-Appraisal v2 Last Submitted On  23-Mar-2016
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Employee (Appraisee): Shares Séippraisal with
Supervisor (Main Appraiser)

Transfer Ownership of Appraisal to Supervisor

Swim Lane Employee (Appraisee)
Flow Blo& Shares SelAppraisal with Supervisor (Main Appraiser)
Task Transfers Ownership to Supervisor (required)

2. If desired, enters a message to theurpervisor in theNotification Message for

Supervisobox.

ORACLE”PHR Performance Management - Employee

i Navigator v @ Favorites ¥ Home Logout Preferences Help

Share Appraisal Details with Supervisor

Click Submit to transfer ownership of this appraisal to your supervisor. Cancel Submit

Motification Message for Supervisor

1 have completed the self-appraisal. Please let me know if vou have any
questions or need additional information.

cancel |(Coubme)
———

3. Clicks theSubmitbutton.

Performance Management On-Line
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Employee (Appraisee)Shares SeHAppraisal with
Supervisor (Main Appraiser)

Transfer Ownership of Appraisal to Supervisor

Swim Lane Employee (Appraisee)
Flow Block Shares SelAppraisal with Supervisor (Main Appraiser)
Task Transfers Ownership to Supervisor (required)

4. Revews theConfirmationrmessage saying that the appraisal has been transferred to
their Supervisor/Main Appraiser. Notes that tbpdate SelAppraisalicon isnowgray.

ORACLE”PHR Performance Management - Employee

m Navigator v  [Bp Favorites v Home Logout Preferences Help

Appraisals | Performance Management
My Appraisals | Participant
Selected Plan Is  Fiscal 2016 Non-Supervison

[ confirmation

Ownership of your appraisal has transferred to your main appraiser. You cannot update the appraisal again until the main appraiser returns
ownership of the appraisal to you and requests your input.

My Appraisals

Appraisals of Employeel, Chris
Appraisal Appraisal View Appraisal
Initiator Date Supervisor Purpose Status Details/Give Feedback  Prifit Self-Appraisal
Employeel, |21-Mar-2016 Supervisorl, Ongoing with =l
Chris Pat Supervisor =
Completed Appraisals

5. Logs out of PRISM
The & LX 2 & & \@sér receivesmailandworkflow notifications saying that the mployee
has transferred ownership.
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Supervisor (Main Appraiser): Reviews the S&ppraisal

Review the Self\ppraisal

Swim Lane Supervisor (Main Appraiser)
Flow Block Reviews the SelPppraisal (required)
Task Reviews the Completed EeAppraisal

Supervisos cannot view appraisals untiirgployees trasfer ownership to them. Once
workflow/email notifications arereceived saying that an appraisas been transferred,
then the supervisor can log in to PRISM to view the sgpraisal ad continue the
performance appraisal process.

Steps:

1. Loginto PRISM
2. Select thePHR Performance Managemep$upervisoresponsibility
{ St SOG Wt SNF2N¥YI yOS SupewisclZashSoard Q

ORACLE”E-Business Suite

i2 IO

By Favorites ™ Logout Preferences Help
Enterprise Search I Al |Z| I ﬂ Search Results
Logged In As SUPERVISOR1
Oracle Applications Home Page
Main Menu Worklist
Personalize Full List
T pHR Emplovee Self-Service From Type Subject Sent Due
I pHR Performance Management - There are no notifications in this view.
Employee ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
= B3 pHR Performance Management - ¥ TIP Worklist Access - Specify which users can view and act upon your
Supervisor notifications.
E ) — )
5 a1 Actions Avaiting Your Attention PRISM TRKS USERS: Approved timecards are due before noon
Manager Actions on Monday.
Appraisals
B performance Management]
T pRISM TRKS Supervisor
I pRISM TRKS Time Favorites
_Personalize |
You have not selected any favorites.
Please use the "Personalize” button to
set up your favorites.
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Supervisor (Main Appraiser): Reviews the Séppraisal

Review the Sel\ppraisal

Swim Lane Supervisor (Main Appraiser)
Flow Block Reviews the SelPppraisal (required)
Task Reviews the Completed Selppraisal

4. Finds theTaskfor the current year (the name changes each year).
5. Clicks the5o To Taskon.

ORACLE"PHR Performance Management - Supervisor

N Navigator v @ Favorites ¥ Home Logout Preferences Help

Appraisals | Performance Management

Logged In As Supervisorl, Pat

On this page, you can access worker development functions and view performance Switch Manager
management notification messages. To perform tasks as a different manager,
Performance Management Task List select from the ist.
Switch Manager

Expand All | Collapse Al
View By Reporting Hierarchy

&
Go to Reports
Focus Task Process Start Date End Date g ® Appraisal Summary
= Fiscal 2016 Mon-Supervisory 21-Mar-2016 |16-Apr-2016 =
Manage appraisals: Appraisal- Appraisal 21-Mar-2016 16-Apr-2016 @ P
Non-Supervisory Role v3 Click to Access
Plan Help Documents
i i it . .
Notifications Awaiting Your Attention Fiscal 2016

Subject Sent Name Department Job Effective Date Update Delete Non-Supervisory

No results found.
Click here to access the Performance
Management website.

6. TheAppraisal Summaryage will open
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Supervisor (Main Appraiser): Reviews the S&ppraisal

Review the Sel\ppraisal

Swim Lane Supervisor (Main Appraiser)
Flow Block Reviews the SelPppraisal (required)
Task Reviews the Completed Selppraisd

7. Click theAppraisecon.
ORACL_& PHR Performance Management - Supervisor

m Navigator v @ Favorites ¥ Home Logout Preferences Help

Appraisals | Performance Management
Main Appraiser

Selected Plan Is Fiscal 2016 Non-Superviso
Appraisals as Supervisor

Appraisals In Progress
Employee Appraisal Date Status Appraisal Details Print fAppraise
Bt 21-Mar-2016 Ongoing with Supervisor Y4
Info Online
Topics

Performance Management Appraiser Instructions
Performance Management FAQ

Current Workers
Completed Appraisals

Fitter the list of completed appraisals using any combination of Appraisee, Appraisal Date, and Appraisal Purpose.

Employee Q
Lzst Name, Title, First Name

Appraisal Date I
(example: 23-Mar-201€6)

Go Clear
Employee Appraisal Date Period Start Date Period End Date Details Print Delete Journal
No results found.

8. Scroll to the bottom of th&upervisor Reviepage to view the selippraisal
information.
9. Click theShowlink to see the details of thebjectives
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Supervisor (Main Appraiser): Reviews the S&ppraisal

Review the SelPppraisal

Swim Lane Supervisor (Main Appraiser)

Flow Block Reviews the SelPppraisal (required)

Task Reviews the Completed Selppraisal

10. Click theShow Questionnairknk to see the responses
ORACLE‘PHR Performance Management - Supervisor

N MNavigator v g Favorites ¥ Home Logout Preferences Help

Supervisor Review

Share with Employee ‘ Update Appraisal ‘ Give Final Ratings
Employee Name Employeel, Chris Employee Number 166670
Organization Email Address  kbird@cfo.pitt.edu Department Financial Information
Systems
Manager Supervisorl, Pat Job  Staff Administrator.IIT
Setup Details
‘Change Main Appraiser
Iniiator Employeel, Chris Supervisor Supervisorl, Pat
Appraisa| Purpose Appraisal Date  21-Mar-2016
Status Next Appraisal Date
Templete Appraisal-Non-Supervisory
Role v3
‘Overall Rating and Comments
Overal Rating

Overall Comments
Employee Feedback

Manage Participants

Add Participant

Last
Full  Participation Questionnaire Participation Notified Date
Select Name Type Name Status Date Completed Comments Update Delete
Ho
results
found.
Competencies

Show All Detais | Hide All Details
Competency Supervisor Performance Rating
Core.Composure

Core.Decision Making

Core.Initiating Action

Core.Interpersonal Communication

Core.Job Knowledge/Functional and Technical Skills
Core.Organizing and Planning
Core.Quality of Work
Core.Service Orientation
Core.Work Habits

e Date Completed Employee Results Rating Supervisor Results Rating
Objective A 15-Sep-2015 152016 18-Mar-2016 2-Achieved Result

Objective B -Oct- -Jan-2016 30-Jan-2016 2-Achieved Result

Objective C 15 11-Mar-2016

Questionnaire Name Self-Appraisal v2 Last Submitted On  23-Mar-2016

(@ Show Questionnaire

Return to Summary Share with Employee | Update Appraisal Give Final Ratings

Home Logout Preferel

syright (c) 2008, Oracle. All rights reserved
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Supervisor (Main Appraiser): Reviews the S&ppraisal

Review the SeHAppraisal

Swim Lane Supervisor (Main Appraiser)
Flow Block Reviews the SelPppraisal (required)
Task Reviews the Completed Seppraisal

11. Review the bjective information completed by theraployee.

Objectives

Show All Details | Hide All Details

Details Objective Name Start Date Target Date Date Completed Employee Results Rating Supervisor Results Rating
[ Hide Objective A 15-5ep-2015 15-Mar-2016 18-Mar-2016 2-Achieved Result

Additional Details

Created By
Detail

Success Criteria
Comments
Next Review Date

Priority
Complete (%)

Additional Details: Employee

Employeel, Chris

Objective A is to modify the existing tasks and forms to
provide a more efficient flow and faster completion of this
work.

Realize a 10% improvement in effort and improved performance

Project work is completed.

Medium
100

Appraised Result  Metrics show a 10% improvement in effort and improved

performance.

Additional Details: Supervisor

Appraised Result

=
2]

show Objective B 01-0ct-2015 30-Jan-2016 30-Jan-2016 2-Achieved Result
Show Objective C 07-Mov-2015 11-Mar-2016
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Supervisor (Main Appraiser): Reviewsé¢ SeltAppraisal

Review the Sel\ppraisal

Swim Lane Supervisor (Main Appraiser)
Flow Block Reviews the SelPppraisal (required)
Task Reviews the Completed Seppraisal

12. Review the gestionnare responses completed by thenployee

Questionnaire: Employee

Questionnaire Mame Self-Appraisal v2 Last Submitted On  23-Mar-2016

=] Hide Questionnaire

Questions
Dascribe your most significant
accomplishments this past year.

Describe any barriers or challenges that
impacted you in effectively completing your
job responsibilties or accomplishing your
goals.

Please list your area(s) of strength and
area(s) of improvement.

What skills or new knowledge would you like
to develop to improve your performance?

Answers

This year I completed three large projects both designed to improve efficiency and speed
up processing time. Al three of these projects are listed in the Objectives section of the
self-appraisal. 1 found all three projects very challenging but also very enjoyable and 1 hope
to be able to complete similar work in the future.

Throughout the work I did this past year I often had difficulty getting time with people
who were necessary to the project. In some cases it was a reluctance to change
procedures that have been in place for a long time and in others these projects simply
werenyt viewed as important.

Through the work I have done this year I believe I have greatly improved my organizational
and project management skills. I learned to use Microsoft Project Management software
and developed an effective set of communications for project work.

1 think it would be helpful to take some project management training and perhaps get my
project management certification.

Is there any other information you would like As mentioned above I am enjoying this project work and hope I wil be assigned additional

to share with your supervisor regarding your
work performance?

Return £o Summary

projects this year.

Share with Employee | Update Appraisal | Give Final Ratings |

13. If the seltappraisal ades not need to go back to thergloyeefor 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)
FlowBlock Questions on SelAppraisal? Yes (optional)
Task Share Ownership Back to Employee (Appraisee)

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

Steps:

1. Click theShare with Employdautton to return ownership of the appraisal to the
Employee.

ORACL_E PHR Performance Management - Supervisor

Supervisor Review

n Navigator v B Favorites ™

Home Logout Preferences Help

Employee Mame
Organization Ermail Addrass

Manager

Setup Details

Employeel, Chris
kbird@cfo.pitt.edu

Supervisorl, Pat

Employee Mumber
Department

Job

Share with Employee Update Appraisal Give Final Ratings

166670

Financial Information
Systems
Staff.Administrator.III

Change Main Appraiser

Initiztor Employeel, Chris Supervisor Supervisorl, Pat
Appraisal Purpose Appraisal Date  21-Mar-2016
Status Mext Appraisal Date
Templte Appraisal-Non-Supervisory
Role v3
Owverall Rating and Comments

Overall Rating
Overall Cormments
Employee Feedback
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Supervisor (Main Appraiser): Questions on Self
Appraisal?- Yes

Share Ownership Back to the Empyee for Additional Work

Swim Lane Supervisor (Main Appraiser)
Flow Block Questions on SelAppraisal?q Yes (optional)
Task Share Ownership Back to Employee (Appraisee)

2. When theShare Appraisal Details with Employssge opens, chedke Update
Appraisl box in theEmployee Permissiobockby clicking on it Ensure that none of
the other boxes on the page are checked.

ORACL_& PHR Performance Management - Supervisor

n Navigator v  @p Favorites ¥ Home Logout Preferences Help

Supenvisor Review =
Share Appraisal Details with Appraisee

Cancel Submit

Details to be Shared with Employee

are with the employee (appraisee).
[ overal Rating
[C] overall Comments

Select appraisal components completed by the supervisgr
[ Competency Ratings and Comments
[T objective Ratings and Comments

Appraisal Ownership

[ Supervisor Retains Ownership

Employee Permissions

[ participant Details

Update Appraisal
[l provide Feedhzeon Overall Rating

wvou ako select Owerall Rating

Notification Message to Employee

Enter your message, and click Submit to share the appraisal with the employee.

Please complete the Questionnaire portion of the self-appraisal. Let me know if
you have any problems with the form or any guestions.

Thank you,
Pat

NOTE: if thé&Jpdate Appraisabox is not checked theneployee will not be able to
update the seHappraisal form.
3. Click theSibmit button to complete the transfer and return to th&ppraisals Summary

page.

Copyright University of Pittsburgh. All rights reserved.

31
Performance Management On-Line 4/23/2016 4:08 PM



Supervisor (Main Appraiser): Questions on Self
Appraisal?- Yes

Share Ownership Back to the Employee for Additional Work

Swim Lane Supervisor (Main Appraiser)
Flow Block Quesions on SeHAppraisal?g Yes (optional)
Task

Share Ownership Back to Employee (Appraisee)

4. TheAppraisals Summanyage will display a confirmation message that the appraisal has
been transferredo the enployeeand theAppraisecon willnow be gray.

ORACL & PHR Performance Management - Supervisor

n Navigator v @ Favorites ¥

Home Logout Preferences Help

Appraisals | Performance Management

Main Appraiser

[ confirmation

The appraisal has been transferred to the Employee

Appraisals as Supenvisor

Selected Plan Is  Fiscal 2016 Mon-Supervisol

Appraisals In Progress

Employee
Employeel, Chris

Info Online

Topics

Appraisal Date Status Appraisal Details Print fAppraise

21-Mar-2016 Transferred to Employee

= 4
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Supervisor (Main Appraiser): Invite Additional
Appraisers?- Yes

Invite Additional Appraisers

Swim Lane Supervisor (Main Appraiser)
Flow Block Invite Additional Appraisers?, Yes (optional)
Task Invite Additional Appraisers to Participate in the Apprsal

In certain diuations, the sipervisor might wish to invite additional people to participate
in the performance appraisal pcess. The cfine tool allows spervisors to easily invite
additional people to participate as either additional appraiseradditional reviewers.
Additional appraisers can rate the employee on theng set of competencies as the
supervisor. Additional reviewers canlsmit narrative text about the ¥ L 28 SSQa
performance. This chapter focuses on inviting additional appraidelsase refer to the
next chapter for information about inviting additional reviewers.

Examples of when aupervisor might invite an additional appraiser:

If the employee temporarily worked in a different areand repated to someone other
than the supervisorof recordfor part of the appraisal year; or

1 Ifthe employee transferred to the current supervisor part way through the
appraisal year.

1 If the employee actually repodd to someone other than theiupervisorof
recordfor the entire performance yeait 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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Superviso (Main Appraiser): Invite Additional
Appraisers? Yes

Invite Additional Appraisers

Swim Lane Supervisor (Main Appraiser)

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

Steps:

1. Click on theAdd Participanbutton
ORACI_E”PHR Performance Management - Supervisor

N Mavigator v P Favorites v Home Logout Preferences Help

Supervisor Review

Share with Employee | Update Appraisal Give Final Ratings
Employee Name Employeel, Chris Employee Number 166670
Organization Email Address  kbird@cfo.pitt.edu Department  Financial Information
Systems
Manager Supervisorl, Pat Job Staff.Administrator.IIT
Setup Details
Change Main Appraiser
Initiztor Employeel, Chris Supervisor Supervisorl, Pat
Appraisal Purpose Appraisal Date  21-Mar-2016
Status MNext Appraisal Date
Template Appraisal-Non-Supervisory
Role v3
Overall Rating and Comments
Overall Rating

Overal Cormments
Employee Feedback

Manage Participants

Add Participant
Last

Full Participation Questionnaire Participation Notified Date
Select Name Type Name Status Date Completed Comments Update Delete

Mo
results
found.

Competencies
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Supervisor (Main Appraiser): Invite Additional
Appraisers?- Yes

Invite Additional Appraisers

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

2. Typeallorpartof€ S | RRAGAZ2Y Il | LILIRGrtidipars Nevdieldfarda & y' I Y S
tab or click theMagnifying Glasgon.
ORACLE”PHR Performance Management - Supervisor

n Navigator v [ Favorites ¥ Home Logout Preferences Help

Supenvisor Review =
Add Participant

PR -
Indicates required field — —
* Participant Name bird| @ Participation Type
Last Name, Title, First Name v TIP ® Appraisers can update competencies and
* Participation Type I Reviewer : objectives, complete guestionnaires, and

provide overall comments.

® Reviewers can view others' evaluations and
provide comments, but cannot complete
guestionnaires.

® QOther participants can complete
questionnaires and enter overall comments.
They cannot view others evaluations. You
can select other participants for 360-degree
appraisals only.

(@]}
w
QX
>
pufi
(0p))

3. Click theQuick Select O 2 y

Search and Select: Participant Name

GKS I LILINBLINRIFGS LISNE2YQ

cancel | | Select |

Search

To find your tem, select a filter tem in the pulldown list and enter a value in the text fizld, then select the "Go" button.

Search By | Full Name |Z| Ibird Go
Results
Quick Business
Select Select  Full Name Job Department Group Email Address

= Bird, Birdy  Staff.Administrator.III Financial Information Univ of kbird@cfo.pitt.edu
= Systems Pittsburah

e Bird, Karen  Purchaser.Purchaser.Purchaser Financial Information Univ of kab178@pitt.edu
Systems Pittsburgh

4. { St SO0 W! LILINI A 4 SN T RaRtidipatiorkK T§pé@dNRendentd& 6y 02E Ay
the person must have a University Account to access the appraisal.
5. Leave theQuestionnairdemplatefield 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?, Yes (optional)
Task Invite Additional Appraisers

6. Click theApplybutton to return to theSupervisor Reviepage.
ORACLE”PHR Performance Management - Supervisor

. Navigator v @ Favorites ¥ Home Logout Preferences Help

Supenvisor Review =
Add Participant

* Indicates required field Cancel Apply
* Participant Name  |Bird, Karen Q Participation Type
Last Name, Titk, Firct Name Y TIP ® Appraisers can update competencies and
* participation Type IME objectives, complete guestionnaires, and
provide overall comments.
Questionnaire Template I : ® Reviewers can view others' evaluations and

provide comments, but cannot complete
guestionnaires.

® QOther participants can complete
questionnaires and enter overal
comments. They cannot view others
evaluations. You can select other
participants for 360-degree appraisals only.

Reset to Default
Questionnaire

7. The additional appraiser is added witllafault Participation Statu® ¥ WopD2a SR
8. To send arnvitation notificationto the additional appraiserclick theSelectheckbox
beside their name and click thiRequest Feedbadiitton.
Overall Rating and Comments

Overall Rating
Overall Comments
Employee Feedback

Manage Participants

Select Participant((_ Request Feedback) | Prevent Feedback | | | Add Participant
e —
Select Al | Select Mone

Last
Full Participation Questionnaire Participation Notified Date
felech Name Type Name Status Date  Completed Comments Update Delete
Ei;:lén Appraiser Closed ;__1] _/ @
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Supervisor (Main Appraiser): Invite Additional
Appraisers?- Yes

Invite Additional Appraisers

Swim Lane Supervisor Kain Appraiser)
Flow Block Invite Additional Appraisers?, Yes (optional)
Task Invite Additional Appraisers

9. Enter a message to the additional appraiser inNwgification Messagéext box.
C)RACLE”PHR Performance Management - Supervisor

n Mavigator*  Bp Favorites v Home Logout Preferences Help

Supernvisor Review =
Request Feedback

Cancel Submit

Selected Participants

Full Name Participation Type Last Notified Date Date Completed Questionnaire Name
Bird, Karen |Appraiser

Notification Message  [Hij Karen,

Since you were Chris' supervisor for half the year, please complete the performance
appraisal based on the work completed under your supervision. I appreciate your input.

Regards,
Karen|

=
10. Click theSubmitbutton.

11. After the request is submitted, tharticipation Statug A f £ OKI y3S (G2 ahLISyé¢d

Manage Participants

Select Participant | Request Feedback Prevent Feedback | | | Add Participant
Select All | Select None
Last
Full Participation Questionnaire Participation Notified Date
Select Name Type Name Status Date Completed Comments Update Delete
Bird, Apprai - 23-Mar-2016
F B ppraiser @ ar = P T

Karen

12. The additional appraiser will receive an email mggsasking them to appraise the
employee.

13. They must access the appraisal by clicking the link at the bottom of the email and
loggingin with their Universityogin 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?, Yes (optional)
Task Invite Additional Appraisers

14. Once he additional appraisal is completthe sipervisor will receive a workflow
notification/email andthe Participation Statu® K I y 3 S &
15. Click theCommentscon to view the additional appraisal

Manage Participants

Select Participant | Reguest Feedback Prevent Feedback | | | Add Participant |

Select All | Select Mone

Select Name Type
Bird, Appraiser
El pp

Last

Full Participation Questionnaire Participation Notified Date

Karen

G2 &/ 2YLX SGS¢ o

Name SorRe Date Completegd pdate Delete
Completed 3-Mar-2016 23-Mar-20 6

16. The supervisoshould incorporate the informatn from any additional particgmts into

their ratings of the ¥ LXf 2 2 SS Q&

17.LF RSAANBRZI GKS FRRAUGAZ2YI §

LISNF2NXYI yOSo

LI NI AOALN yiQa
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Supervisor (Main Appraiser): Invite Additional
Reviewers? Yes

Invite Additional Reviewers

Swim Lane Supervisor (Main Appraiser)
Flow Block Invite Additional Reviewers? Yes (optional)
Task Invite Additional Reviewers to Participate in the Appraisal

In certain guations, the sipervisor might wish to invite additional people to participate

in the performance appraisal press. The cfine tool allows spervisors to easily invite
additional people to participate as either additional appraisers or additional reviewers.
Additional appraisers can rate the employee on theng set of competencies as the
supervisor. Additional reviewers camismit narrative text about the ¥ L 28 SSQa
performance. This chapter focuses on inviting additional reviewers. Please refer to the
prior chapter for information about inviting additional appraisers.

Examples of when aupervisor might invite an additional reviewer:

1 The enployee worked on a proj¢or as part of a team and thaipervisor would
like input from the team members

NOTE: Aerson must have a Universitg@unt 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? Yes (optional)

Task Invite Additional Reviewers to Participate in the Appraisal
Steps:

1. Click on theAdd Participanbutton.
ORACLE’PHR Performance Management - Supervisor

. Mavigator v P Favorites Home Logout Preferences Help

Supervisor Review

Share with Employee | Update Appraisal | Give Final Ratings
Employee Name Employeel, Chris Employee Numbar 166670
Organization Email Address  kbird@cfo.pitt.edu Department  Financial Information
Systems
Manager Supervisorl, Pat Job Staff.Administrator.II

Setup Details

Change Main Appraiser

Initiator Employeel, Chris Supervisor Supervisorl, Pat
Appraisal Purpose Appraisal Date  21-Mar-2016
Status Next Appraisal Date
Template Appraisal-Non-Supervisory
Role v3

Overall Rating and Comments

Overall Rating
Overall Comments
Employee Feedback

Manage Participants

Add Participant
Last

Full  Participation Questionnaire Participation Notified Date
Select Name Type Name Status Date Completed Comments Update Delete

Mo
results
found.

Competencies

Copyright University of Pittsburgh. All rights reserved.

40
Performance Management On-Line 4/23/2016 4:08 PM




Supervisor (Main Appraiser): Invite Additional
Reviewers? Yes

Invite Additional Reviewers

Swim Lane Supervisor (Main Appraer)
Flow Block Invite Additional Reviewers? Yes (optional)
Task Invite Additional Reviewers to Participate in the Appraisal

2.¢8LJS Fff 2NJ LI NI 2F (KS IPRiRipantNamydield anddS A S 6 SND
tab or click theMagnifying Glasgon.
ORACLE”PHR Performance Management - Supervisor

n Navigator v [ Favorites ¥ Home Logout Preferences Help

Supenvisor Review =
Add Participant

P -
Indicates required fiald — —
* Participant Name bird| @ Participation Type
Last Name, Title, First Name <TIP ® Appraisers can update competencies and
* Participation Type I Reviewer : objectives, complete questionnaires, and

provide overall comments.

® Reviewers can view others' evaluations and
provide comments, but cannot complete
questionnaires.

® QOther participants can complete
questionnaires and enter overall comments.
They cannot view others evaluations. You
can select other participants for 360-degree
appraisals only.

(@]}
w
QX
>
pufi
(0p))

3. Click theQuick Select O 2 y

Search and Select: Participant Hame

GKS I LILINBLINRIFGS LISNE2YQ

cancel | | Selact |

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By | Full Mame E Ibird Go
Results
Quick Business
Select Select Full Name Job Department Group Email Address
= Bird, Birdy  Staff.Administrator.III Financial Information Univ of kbird@cfo.pitt.edu
= Systems Pittsburgh
9 Bird, Karen Purchaser.Purchaser.Purchaser Financial Information Univ of kab178@pitt.edu
Systems Pittsburah

4. { St SOUG WwwSOASHESND T NPaNcipatiirSTypdielde RémBrsbéry 02 E A Y
the person must have a Universitg@unt 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? Yes (optional)
Task Invite Additional Reviewers to Participate in the Appraisal

5. Click theApplybutton to return to the Supervisor Reviepage.
ORACLE’PHR Performance Management - Supervisor

n Navigator v @B Favorites » Home Logout Preferences Help

Supenisor Review =
Add Participant

a— -
Indicates required figld Cancel —
* Participant Mame |[Employeel12, Anthony Participation Type
Lest Name, Titk, First Name “TIP ® Appraisers can update competencies and
* participation Type IRe\fiewer : objectives, complete questionnaires, and

provide overall comments.

® Reviewers can view others' evaluations and
provide comments, but cannot complete
questionnaires.

® QOther participants can complete
guestionnaires and enter overall comments.
They cannot view others evaluations. You
can select other participants for 360-degree
appraisals only.

o2

The additional reviewer is added wittdafault Participation Statu® ¥ W/ f 2ASRQ®
7. To send a invitationnaotificationto the additional reviewerequesting their inputclick
the Selecttheckbox beside their name andcklitheRequest Feedbadiutton.

Manage Participants

Select Participant_Request Feedback)| | Prevent Feedback | | | Add participant

Select All | Select Mone

Last
Participation Questionnaire Participation Notified Date
Select Full Name Type Name Status Date Completed Comments Update Delete

o\ Bird, Karen Appraiser Completed 23-Mar-2016 23-Mar-2016 E_fl_ 04
mployeel2, Reviewer Closed —

v =]

ntmm, B |~ @
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Supervisor (Main Appraiser): Invite Additional
Reviewers? Yes

Invite Additional Reviewers

Swim Lane Supervisor (Main Appraiser)
Flow Block Invite Additional Reviewers? Yes (optional)
Task Invite Additional Reviewes to Participate in the Appraisal

8. Enter a message to the additional appraiser inNwification Messagéext box.
ORACLE'PHR Performance Management - Supervisor

N MNavigator* B Favorites v Home Logout Preferences Help

Supenisor Review =
Request Feedback

Cancel < Su bmigz

Selected Participants

Full Name Participation Type Last Notified Date Date Completed Questionnaire Name
Employeel2, Anthony Reviewer

Notification Message [wj Anthony,
Please provide feedback about Chris' performance as part of the QTK Team earlier in the
year.
Thank you,
Pat]

9. Click theSubmitbutton.
10. After the request is submitted, thRarticipation Statug A t € OKIF y3S (2 dahLISYyE£d

Manage Participants

Select Participant | Request Feedback | | Prevent Feedback || | Add Participant

Select Al | Select Mone

Last

Participation Questionnaire Participation Notified Date
Select Full Name Type Name Status Date Completed Comments Update Delete
[F] Bird, Karen Appraiser 23-Mar-2016 23-Mar-2016  [g
Ermployeel2, Reviewer Open 23-Mar-2016
[ Employeel2, P = s | W

Anthony

11. The additional reviewer Witeceive an email mesge 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 tRarticipation Satuswill change to
G/ 2YLX SGS¢ o

14. Click theCommentscon to view the additionallS @A S g SN A A y LJdzi &
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Supervisor (Main Appraiser): Invite Additional
Reviewers? Yes

Invite Additional Reviewers

Swim Lane Supervisor (Main Appraiser)
Flow Block Invite Additional Reviewers?; Yes (optional)
Task Invite Additional Reviewers to Participate in the Appraisal

15. The sipervisor should incorporate the information from any additional partiais into

their ratings ofthe ¥ LJf 2 8 SSQa

16. If desired, the additiondlJ- NJi A OA LJ- y G Q& Ay LJdzi

LISNF2NXYI yOSo

Oy ©S
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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 online performarce appraisal tool has three main sections as follows:
1 Competencies
1 Objectives
9 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 spdically for staff who supervise others.

Steps:

1. Review the previous chapters for instructions on logging in and navigating through the
dashboard, theAppraisal Summargage to theSupervisor Reviepage.
2. From theSupervisor Reviepage, click th&Jpdate Aopraisalbutton to open theUpdate

Appraisalpage.
ORACLE”PHR Performance Management - Supervisor

n Navigator v B Favorites v Home Logout Preferences Help

Supervisor Review —

Share with Employee (Update Appra'tsam Submit for Approval |
Employee Name Employeel, Chris Employee Number 166670
Organization Email Address  kbird @cfo.pitt.edu Department  Financial Information
Systems
Manager Supervisorl, Pat Job  Staff.Administrator.IIT
Setup Details

Change Main Appraiser

Initiztor Employeel, Chris Supervisor Supervisorl, Pat
Appraisal Purpose Appraisal Date  21-Mar-2016
Status Mext Appraisal Date
Template Appraisal-Non-Supervisory
Role v3
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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. TheUpdate Appraisgbage will open.
ORACL_E PHR Performance Management - Supervisor

N Navigator ¥ @B Favorites Home Logout Preferences Help

Supenvisor Review >
Undate Appraisal

Cancel | | SaveasDraft | | Apply |

Employee Name  Employeel, Chris Employee Number 166670
Organization Email Address  kbird@cfo.pitt.edu Department  Financial Information Systems
Manager Supervisorl, Pat Job  Staff. Administrator T

Competencies

This performance appraisal process is designed to evaluate an employee's performance over a specified period of time. When the process works well,
the employee and his/her supervisor plan together to build on strengths and develop those areas needing improvement. During the performance
appraisal session, time is set aside to: 1) Restate about job ¢ i and performance standards; 2) Evaluate job performance
against previous expectations; and 3) Discuss future development opportunities and relate them to organizational needs.

In evaluating an employee's performance, you are to identify strengths and areas of performance which require improvement. You are asked to provide
exomples of the employee's performance to illustrate the ratings you give. Examples based on your own observations work best. However, second-hand
observations are permissible if you have verified the information. Such examples clarify your message.

Each Competency is composed of two segments: Type.Name and has behavioral factors. Consider each of the behavioral factors when selecting the
rating for the Competency. Examples that support the rating can be provided by clicking the Update Detalls icon and entering them in the Comments box.

Competency Supervisor Performance Rating Update Details Delete
Core.Composure P
Core.Deciion Making/ 2
Core.Inftiatng Action 2
Core. Interpersonal Communicatio 2
Core.Job Knowledge/Functional and Technical Skils 2
Core.Organizing and Plnning 2
Core.Quality of Wor 2
Core.Service Orientatio 2
/
Core.Work Habits 7 2
Objectives
Add Objective
j Target Date Employee Results  Supervisor Results Update
Start Date Date Completed  Rating Rating Duplicate  Comments  Delete
15-Sep-2015 15-Mar-2016 18-Mar-2016  2-Achieved Result B 2
01-0ct-2015 30-Jan-2016 30-Jan-2016  2-Achieved Result B 2
« Objective ¢ 07-Nov-2015 11-Mar-2016 B 2
Questionnaire: Employee
Questionnaire Name ~ Self-Appraisal v2 Last Submitted On  23-Mar-2016

[ Show Questionnaire

Feedback

The Employee (Appraisee) sees these comments ff the Supervisor (Main Appraiser) selects to share participant ratings and comments on appraisal completion.
Comments

Overall Rating and Comments

Overal Rating -

Overal Comments

Cancel | | saveas Draft | | Apply |

t (c) 2008, Oracle. All rights
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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 spervisor can click th&how Questionnairnk towards the bttom of
the page to reviewthe¥ L 228 SSQa NBalLRyaSao

5. The competencies will be listed in tR®mmpetenciesection. To appraise the

competencies, click thepdate Detaildink.

ORACLE'PHR Performance Management - Supervisor

n Navigator v @ Favorites v Home Logout Preferences Help

Supenvisor Review =
Update Appraisal

Cancel | Save as Draft | Apply
Employee Mame Employeel, Chris Employee Number 166670
Organization Ermail Address  kbird@cfo.pitt.edu Department  Financial Information Systems
Manager Supervisorl, Pat Job  Staff.Administrator.TIT

Competencies

This performance appraisal process is designed to evaluate an employee's performance over a specified period of time. When the process works well,
the employee and his/her supervisor plan together to build on strengths and develop those areas needing improvement. During the performance
appraisal session, time is set aside to: 1) Restate expectations about job responsibilities and performance standards; 2) Evaluate job performance
against previous expectations; and 3) Discuss future development opportunities and relate them to organizational needs.

In evaluating an employee's performance, you are to identify strengths and areas of performance which require improvement. You are asked to provide
examples of the employee's performance to illustrate the ratings you give. Examples based on your own observations work best. However, second-hand
observations are permissible if you have verified the information. Such examples clarify your message.

Each Competency is composed of two segments: Type.Name and has behavioral factors. Consider each of the behavioral factors when selecting the
rating for the Competency. Examples that support the rating can be provided by clicking the Update Details icon and entering them in the Comments box.

Competency Supervisor Performance Rating Update Details Delete
Core.Compasure )

J E','

Core.Decision Mak\ngﬁ)
Core.Initiating Actiuné_'i;.

Core.Interpersonal Cummunimtiunﬁ)

Core.Job Knowledge/Functional and Technical Skllls@

) B B

Core.Organizing and Planmngﬁ)

Core.Quality of Workﬁ;.
Core.Service Orientation (3 D

Core.Work Habits

ANANANA NS NAYAN

B E

0
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Supervisor (Main Appaiser): Appraises Performance

Appraise Performance

Swim Lane Supervisor (Main Appraiser)
Flow Block Appraises Performance
Task Completes the Performance Appraisal (optional)

6. TheCompetency Detailzage will open displaying t@ompetency Namand the

Behavioral Indicatorshat should be considered when determining a performance rating
for the competency.
ORAC'_E”PHR Performance Management - Supervisor

1 Mavigator v @ Favorites v Home Logout Preferences Help

Supervisor Review = Update Appraisal =
Competency Details

Cancel Save as Draft | Apply and Update Next | Apply |

Competency Core.Composure
Behavioral Indicator

havioral Factors for Comp e:
® Maintains effective performance under pressure,
® Copes effectively and develops effective approaches to deal with pressure or stress.
® Presents a positive disposition and maintains constructive interpersonal relationships when under stress.

Rate Appraisee On This Competency

Consider the Behavioral F: listed above when determining the Performance Rating for this competency. Examples should be
included in the Comments box.

Examples MUST be included in the Comments box if the Performance Rating is "Unsatisfactory” or "Needs Development.”

Competency Mame Core.Composure
Performance Rating = Hide

Comments Performance Rating Scale

Step

Value Rating Scale Behavioral Indicator

1 Unsatisfactory  Employee must demonstrate improved work
performance within immediate period of time (e.qg.,
3 months).

2 Needs Performance standards are not fully achieved;

Development employee needs to improve performance during
the next appraisal period (e.g., 12 months).

3 Successful ‘Waork is fully satisfactory; employee consistently
meets and occaisionally may exceed performance
standards. This represents the expected level of
performance as established by the supervisor.

4 Above ‘Waork is fully satisfactory and often exceeds
Expectations  performance standards.
5 Exceptional ‘Waork performance consistently exceeds

performance standards.

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

Appraise Perbrmance

Swim Lane Supervisor (Main Appraiser)
Flow Block Appraises Performance
Task Completes the Performance Appraisal (optional)

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

C)RACLE"PHR Performance Management - Supervisor

m Navigator v @ Favorites ¥ Home Logout Preferences Help

Supenvisor Review = Update Appraisal =
Competency Details

Cancel Save as Draft \ Apply and Update Next | Apply |

Competency Core.Composure
Behavioral Indicator

havioral Factors for C e:

p

® Maintains effective performance under pressure.
® Copes effectively and develops effective approaches to deal with pressure or stress.
® Presents a positive disposition and maintains constructive interpersonal relationships when under stress.

Rate Appraisee On This Competency

Consider the Behavioral Factors listed above when determining the Performance Rating for this comp y. E pl hould be
included in the Comments box.

E les MUST be included in the G ts box if the Performance Rating is "Unsatisfactory” or "Needs Development.”

Competency Mame Core.Composure

Performance Rating |3-Succe55ful : BH\de

Comments [Handles the heavy volume that flows through the Performance Rating Scale
department every day without becoming flustered or
unprofessional. Is very good at handling issues and
emergencies that come up weekly. Is always professional Step

and pleasant with cowarkers,| Value Rating Scale Behavioral Indicator
1 Unsatisfactory Employee must demonstrate improved wark
performance within immediate period of time (e.g.,
3 months).
2 Meeds Performance standards are not fully achieved;

Development  employee needs to improve performance during
the next appraisal period (e.g., 12 months).

3 Successful ‘Work is fully satisfactory; employee consistently
meets and occaisionaly may exceed performance
standards. This represents the expected level of
performance as established by the supenvisor.

4 Above ‘Work is fully satisfactory and often exceeds
Expectations  performance standards.
5 Exceptional Work performance consistently exceeds

performance standards.

9. When finished the input for the first competenaylick theApply and Update Next
button to move to rate the next competency. Alternatively, click Applybutton to
return to the Update Appraisabage orclick theSave as Dratbutton to save the work
for later.

Copyright University of Pittsburgh. All rights reserved.

49
Performance Management On-Line 4/23/2016 4:08 PM



Supervisor (Main Appraiser): AppraiseBerformance

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 ob/guate Appraisal
page.
ORACLEBPHR Performance Management - Supervisor

T MNavigator v B Favorites ¥ Home Logout Preferences Help

Supenvisor Review =
Update Appraisal

Cance| | Save as Draft | Apply
Employee Name Employeel, Chris Employee Number 166670
Organization Ermail Address  kbird@cfo.pitt.edu Department  Financial Information Systems
Manager Supervisorl, Pat Job  Staff.Administrator.III

Competencies

This performance appraisal process is designed to evaluate an employee's performance over a specified period of time. When the process works well,
the employee and his/her supervisor plan together to build on strengths and develop those areas needing improvement. During the performance
appraisal session, time is set aside to: 1) Restate expectations about job responsibilities and performance standards; 2) Evaluate job performance
against previous expectations; and 3) Discuss future development opportunities and relate them to organizational needs.

In evaluating an employee's performance, you are to identify strengths and areas of performance which require improvement. You are asked to provide
examples of the employee's performance to illustrate the ratings you give. Examples based on your own observations work best. However, second-hand
observations are permissible if you have verified the information. Such examples clarify your message.

Each Competency is composed of two segments: Type.Name and has behavioral factors. Consider each of the behavioral factors when selecting the
rating for the Competency. Examples that support the rating can be provided by clicking the pdate Detailsicon and entering them in the Comiments box.

Competency =) Supervisor Performance Rating Update Details Delete
Core.Composure@ 3—Successfulg_i) s
Core.Decision Making!"_i‘) 3-Su[[essfulg_i) _/
Core.Initiating Actiong_i) 3—Successfulg_i) s
Core.Interpersonal Communication (3 2-Needs Development 3 Vs
Core.Job Knowledge/Functional and Technical Skil\sg_i;. 3-Successfulg_i~; _/
Core.Organizing and Ptanningﬁ;, 4-Above Expecmtions&;, 7
Core.Quality of Work,"_i-; 3-Successfulg_i~; g
Core.Service Or\enntlonﬁ) 3-Successfulg_i) _/
Core.Work Habits 3 @ 7

11. TheDeletebutton has been inactivated so it is not possible to delete a competency.
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Supervisor (Main Appraiser): Appraises Performance

Rate Objective Results

Swim Lane Supervisor (Main Appraiser)
Flow Block Appraises Performance
Task Rates Objectie Results (optional)

The online performance appraisal tool has three main sections as follows:
1 Competencies
1 Objectives
9 Questionnaire
This chapter focuses on tl@bjectivesection.
If the Objectivesection is not utilized for thismployee, skip tolie next chapter.
Steps:

1. Reviewthed YL 2@ SSQa frof thelselfagpraisal. G A y 3
2. Click theShowlink to see the details of thebjective.
3. Click theUpdate Comment®on to open theObjective Detailpage.

Objectives
Add Objective
Objective Target Date Employee Results Supervisor Update
Details Name Start Date Date Completed Rating Results Rating Duplicate Coi nts Delete
[ Show Objective A | 15-5ep-201515-Mar-2016 18-Mar-2016  2-Achieved Result B @
[ Show Objective B 01-Oct-2015 30-Jan-2016 30-Jan-2016  2-Achieved Result B 7
= Show Objective C  07-Mov-201511-Mar-2016 _] 7

Review the details of thelgective
Selectthe appropriate value from the drop down list in tResults Ratingeld.

ok
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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 (aphal)

6. Enter examples or other information in tf@mmentdox in support of the results
rating.

ORACLG"PHR Performance Management - Supervisor

N Mavigatorv B Favorites ¥ Home Logout Preferences Help

Supervisor Review = Update Appraisal =
Update Objective Details
Click Add Objective to create objectives against which you measure

Save as Apply and Update
Eerfor.mance. . Cancel Draft Next Apply
Indicates required field
* Objective Name |Object'rve A Complete (%) 100 &
Created By Employeel, Chris Date Completed |18-Mar-2016

* Start Date |15-Se|3-2015

Target Date IlS-Mar-EDlﬁ

Next Review Date I—
Priority WE’

Description

Detail [Dbjective A is to modify the existing tasks and forms to provide a
more efficient flow and faster completion of this work.

Success Criteria  |Realize a 10% improvement in effort and improved performance

Comments |project work is completed.

Results Rating I 2-Achieved Result |Z| ELdE
Comments |confirmed that the project is complete and that a 10% Results Rating Scale
improvement in performance has been achieved.
Step Behavioral
Value Rating Scale Indicator
1 Did Mot Achieve Result
2 Achieved Result
3 Achieved More Than Expected
Result
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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 theApply and Update Nexiutton to rate the next objective. Alternatively, click
the Applybutton to return to theUpdate Appraisgbage orclick theSave as Draft
button to save the work for later.

Objectives
Add Objective
Objective Target Date Employee Supervisor Results Update
Details Name Start Date Date Completed Results Rating Rating Duplicate Comments Delete
[ Show Objective A |15-5ep-201515-Mar-2016 18-Mar-2016 | 2-Achieved Resultt 2-Achieved Result e 7
[ Show Objective B 01-Oct-2015 30-Jan-2016 30-Jan-2016  2-Achieved Result 2-Achieved Result B Y4
[ Show Objective C  07-Nov-201511-Mar-2016 3-Achieved More Than 72
Expected Result e

8. Objectives thatvere not completed will be automatically moved to the next
performance year as long as tBate Completedield is blank.

9. To prevent an incomplete objective from automatically transferring to the next
performance year, enter 30UNXX (the current yearpithe Date Completefleld and
enter comments in th&€ommentgox.

10. When the appraisal form is complete or to save the work to complete at a later date,
click theSave as Dratbutton.

NOTE: The oline appraisa MUST NOT be forwarded to thergloyee unti after the
supervisor has met and reviewed thelLJt 2 8 SSQa LISHFaeNX | yOS FI OS
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Supervisor (Main Appraiser): Appraises Performance

Summarize Participant Input and Give Final Rating

Swim Lane Supervisor (Main Appraiser)
Flow Block Appraises Performare
Task Summarize Participant Input and Give Final Rat{ogtional)

There are two remaining steps to complete the performance apptaihe first is to

summarize éedback from any additional participants and the second is to select an

overall performae rating and supporting comments.

Steps:

1. Summarize comments from additional participants in @@mmentsox in the
Feedbaclsection.
NOTE: The superviscain control whether or not the employee sees teedback

comments. Instructions can be foundin®h W{ dzLJSNIIA A2 NJ 6al Ay

[AYS LN A&lFfT 6k! LILINY AAaSSQ OKI LG SN®
Feedback

The Employee (Appraises) sees these comments if the Supervisor (Main Appraiser) selects to share participant ratings and comments on
appraisal completion.
Comments [Received input from Chris' prior supervisor who gave an overall rating of 'Satisfactory’ citing that Chris consistently

performed all of the job requirements in a professional and competent manner. Also received input from the
project manager on the TWM project last year stating that Chris made significant contributions to the project and
got along well with the rest of the team. Chris met all of the established deadlines and the PM stated that he
would welcome working with Chris on another project.

2. Select the appropriate value from the drglown box in theDverall Ratingield.
3. Enter supporting comments in ti@verall Commentsox.
Overall Rating and Comments

Overall Rating |3-Succe ssful E

Overall Comments |Based on the commeants from Chris' prior supervisor and also on my observations during the st six months, Chris is

successfully completing most the job requirements. There have been a few issues with written communications
but I wil be working with Christ during the upcoming performance year to remedy those and wil see about
getting Chris started on PMP certification.

Chris has become a valuable member of the team.

4. Click theApplybutton to save the apraisal.
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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 competed appraisal:

ORACL_E PHR Performance Management - Supervisor

M Navigator v B Favorites ¥ Home Logout Preferences Help

Update Appraisal

Cancel | | Saveas Draft | [ Apply

Employee Name  Employeel, Chris Employee Number 166670
Organization Email Address ~ kbird@cfo pitt.edu Department ~ Financial Information
Manager Supervisor, Pat Job  Staff.Administrator.Ill

Competencies

This performance appraisal process is designed to evaluate an employee's performance over a specified period of time, When the
process works well, the employee and his/her supervisor plan together to build on strengths and develop those areas needing
improvement. During the performance appraisal session, time is set aside to: 1) Restate expectations about job responsibilities
and performance standards; 2) Evaluate job performance against previous expectations; and 3) Discuss future development
opportunities and relate them to organizational needs.

In evaluating an employee's performance, you are to identfy strengths and areas of performance which require improvement. You
are asked to provide examples of the employee's performance to illustrate the ratings you give. Examples based on your own
observations work best. However, second-hand observations are permissible if you have verified the information. Such examples
dlarify your message.

Each Competency is composed of two segments: Type.Name and has behavioral factors, Consider each of the behavioral factors

when selecting the rating for the Competency. Examples that support the rating can be provided by dlicking the tjpdate Detailsicon
and entering them in the Comments box.

Competency Supervisor Performance Rating Update Details Delete

Core.Composure 3-Successful g 2
Core.Decision Making 3-Successful g 2
Core.Initiating Action 3-Successful ;) 72
Core.Interpersonal Communication 2-tlzeds Development 2
Core.Job Knowledge/Functional and Technical Skills 3-Successful 2
Core.Organizing and Planning 4-Above Expectations 72
Core.Qualty of Work 3-Successful g 2
Core Service Orientatio 3-Successful s 7
Core.Work Habits (3 2
Objectives
Add Objective
Objective Target  Date Employee  Supervisor Results Update
Details Name Start Date Date Complated Results Rating Rating Duplicate Comments Delete
Objective A 15-Sep-2015 15-Mar-2016 18-Mar2016 2-Achieved  2-Achieved Result D o
Result
v Objective B 01-0ct-2015 30-Jan-2016 30-Jan-2016  2-Achieved  2-Achieved Result B 2
Result
Objective C 07-Nov-2015 11-Mar-2016 3-Achieved More
Than Expected B 4
Result
Questionnaire: Employee
Questionnare Name  Self-Appraisal v2 Last Subritted On  23-Mar-2016

Show Questionnaire

Feedback

The Employee (Appraisee) sees these comments F the Supervisor (Main Appraiser) selects to share participant ratings and comments on
appraisal completion.
Comments [Received input from Chris’ prior supervisor who gave an overall rating of ‘Satisfactory” citing that Chris consistently
performed al of the job requirements in a professional and competent manner. Ao received input from the
project manager on the TVM project last year stating that: Chris made significent contributions to the project and
got: along well with the rest of the team. Chris met al of the establshed deadines and the PM stated that he
would welcome working with Chris on another project.

Overall Rating and Comments

Overal Rating | 3-Successful =]

Overal Comments [Based on the comments from Chris' prior supenvisor and also on my abservations during the last six months, Chris is
successfully completing most the job requirements. There have been a few issues with written communications
but I wil be working with Christ during the upcoming performance year to remedy those and wil see about
getting Chris startad on PMP certification.

Chris has become a valuable member of the team.
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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 enployees are entitled to have a fate-face discussion abawheir performance

with their supervisor. Once the eline appraisal is complete theipervisor should
schedulesuch 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 an@oyee sign a printed copy of the

appraisal and a paper copy is nottii@d inthe & LIt 2@ SSQa FAf So I FGSNI J
the online appraisal wiltontinue tobe accessibléo both theemployee and the

current upervisor.

The online appraisal must not be shared with the mployee until after the faceto-
face performance review has been completed.
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Supervisor (Main Appraiser): Shares Qhine Appraisal

w/Appraisee

Transfer Ownership of te Appraisal to the Employee for Review and

Feedback

Swim Lane Supervisor (Main Appraiser)

Flow Block Shares OrLine Appraisal w/Appraisee

Task Transfer Ownership of the Appraisal to the Employee for Review &
Feedback (required)

Once the facdo-face peformance eview has been completed, thegervisor must

then share the odine performance appraisal with theneployee.

Steps:
1.

T Navigator v B Favorites ¥

Gupervisor Review

Follow the steps outlined in the previous chapters to navigate tdPtdormance
Management Dashboardelect the current appraal task; select the employee and
open theSupervisor Reviepage.
ORACLE'PHR Performance Management - Supervisor

Home Logout Preferences Help

Share with Employee |

Update Appraisal |

Submit for Approval

Employee Mame Employeel, Chris Employee Number
QOrganization Email Address kbird@cfo.pitt.edu Department

Job

Manager Supervisorl, Pat

Setup Details

Initiator Employeel, Chris Supervisor

166670
Financial Information Systems
staff.Administrator. III

Change Main Appraiser

Supervisorl, Pat

Appraisal Purpose
Status
Template

Appraisal Date  21-Mar-2016
Next Appraisal Date

Appraisal-Non-Supervisory Role

v3

Overall Rating and Comments

Overzll Rating
Overall Comments
Employee Feedback

Manage Participants

Select Participant | Request Feedback | | Prevent Feedback ||| Add Participant

Select All | Select Mone

Last
Participation Questionnaire Participation Notified Date
Select Full Hame Type Name Status Date Completed Comments Update Delete
[F] Bird, Karen  Appraiser Completed 23-Mar-2016 23-Mar-2016 =]
Employeel2, Reviewer Open 23-Mar-2016 =
Anthony = 4 m
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Supervisor (Main Appraiser): Shares Qhine Appraisal

w/Appraisee

Transfer Ownership of the Appraisal to the Employee for Review and

Feedback

Swim Lane Supervisor (Main Appraiser)

Flow Block Shares Orline Appraisal w/Appraisee

Task Transfer Ownership of the Appraisal to the Employee for Review &
Feedback (required)

2. Click theShare with Employedautton to transfer the appraisal to theraployee.
ORACI_G’PHR Performance Management - Supervisor

Supervisor Review

n Navigator v @ Favorites ¥

Home Logout Preferences Help

e
< Share with Employee Update Appraisal Submit for Approval

Employee Name Employeel, Chris Employee Number 166670
Organization Email Address kbird@cfo.pitt.edu Department Financial Information Systems

Manager Supervisorl, Pat

Setup Details

3. On theShare Appraisdbetailswith Enployeepage, ensure that the first four boxes at

Job Staff.Administrator.IIl

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

ORACLE”PHR Performance Management - Supervisor

m Mavigator v @B Favorites ¥

Home Logout Preferences Help

Supenvisor Review =
Share Appraisal Details with Appraisee

Details to be Shared with Employee

Select appraisal components completed by the supervisor {main appraiser) to share with the employee (appraisee).

Cancel Submit

Competency Ratings and Comments Overall Rating
Objective Ratings and Comments Overall Comments

Appraisal Ownership

Select Supervisor Retains Ownership to continue updating the appraisal.

[T supenvisor Retains Ownership

Employee Permissions

4. To allowthe employee to provide feedback, check tReovide Feedback on Overall

Ratingbox. This is a required step asth¥ ¢.Jf 2 8 SS Q&

signature acknowledging receipt of the appraisal.

FSSRol O}
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Supervisor (Main Appraiser): Shares QGhine Appraisal
w/Appraisee

Transfer Ownership of the Appraisal to the Employee for Review and

Feedback

Swim Lane Supervisor (Main Appraiser)
Flow Block Shares Orline Appraisal w/Appraisee
Task Transfer Ownership of the Appraisal to the Employee for Review &

Feedback (required)

5. DO NOT check tHdpdate Appraisabox at ths point as this will allow theneployee to

change the data entered by thsaipervisor.

ORACL_E PHR Performance Management - Supervisor

n Navigatorv @B Favorites ¥ Home Logout Preferences Help

Supernvisor Review =
Share Appraisal Details with Appraisee

Cancel Submit

Details to be Shared with Employee

Select appraisal components completed by the supervisor (main appraiser) to share with the employee (appraisea).

Competency Ratings and Comments

Overall Rating

Objective Ratings and Comments Overall Comments
Appraisal Ownership

Select Supervisor Retains Ownership to continue updating the appraisal.
] Supervisor Retains Ownership

Employee Permissions

Indicate whether the employee (appraisee) can update the appraisal, provide feedback on the overall rating, and view and add participant

name
(q§ u [ participant Details

[# provide Feedback on Overal Rating

Select onhy if you also select Oversll Rating

MNotification Message to Employee

Enter your message, and click Submit to share the appraisal with the employee.

If the appraisal included additional paribants and you would like thevgloyee tosee
the additior-

LI NI A OA LI y G Q aPanicipanSetailbak.K Sy OKS O]
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Supervisor (Main Appraiser): Shares Qhine Appraisal
w/Appraisee

Transfer Ownership of the Appraisal to the Employee for Review and
Feedback

Swim Lane Supervisor (Main Appraiser)

Flow Block Shares Orline Appraisal w/Appraisee

Task Transfer Ownership of the Appraisal to the Employee for Review &
Feedback (required)

7. IntheNotification Message to Employéex, enter a message to thenployee
requesting that they review the appraisal and pide/feedback ackneledging receipt.
The enployee can also include any additional information they would like to become a
permanent part of the performance appraisal.

Notification Message to Employee

Enter your message, and click Submit to share the appraisal with the employee.

Chris,

As we discussed, please review this year's performance appraisal and provide

feedback confirming that you have received it. Also, feel free to include any
additional information that you would like to become a permanent part of the
appraisal. Thank you.

Pat]

8. Click theSubmitbutton to transfer the appraisal to thereployeeand return to the

Main Appraiseipage
9. There will be a confirmation that the appraisal has been transferred to the Employee.
TheAppraiseicon willnow be gray.

ORACLE'PHR Performance Management - Supervisor

n Mavigator @ Favorites ¥ Home Logout Preferences Help

Appraisals | Performance Management

Main Appraiser
Selected Plan Is  Fiscal 2016 Mon-Supervisc

C‘a Confirmation
The appraisal has been transferred to the employee (appraisee)

Appraisals as Supervisor

Appraisals In Progress

Employee Appraisal Date Status Appraisal Details Printf Appraise
Employeel, Chris 21-Mar-2016 Transferred to Employee @
Info Online

Topics
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Employee: Completes Self Appraisal

Review OnLine Appraisd

Swim Lane Employee (Appraisee)

Flow Block Reviews OrLine Appraisal

Task Employee Reviews Ghine Appraisal (required)

When the sipervisor transfers the péormance appraisal back to the employee, the
employee will receive an email message and a wovkinotification that the appraisal
has been returned to them. The employee must review the appraisal and has the
option to print a hard copy. Itis not necessary tinpthe appraisal because the
employeewill always have access toah the Appraisaldab.

The Employee:

1. Logs into PRISM and selects 1R Performance ManagemenEmployee
responsibility to access tiemployee Dashboard

2. Selects th&5o To Taskon on the activEaskto open theMy Appraisalpage.

3. Clicks the/iew Appraisals Detail/GaiFeedbaclcon.

ORACL_E PHR Performance Management - Employee

n Mavigator v B Favorites ™ Home Logout Preferences Help

Appraisals | Performance Management
My Appraisals | Participant

Selected Plan Is  Fiscal 2016 Non-Superviso
My Appraisals

Appraisals of Employeel, Chris

Appraisal Appraisal View Appraisal Details/ Give Update
Initiator Date Supervisor  Purpose Status Feedback Pint Self-Appraisal
Ermployeel, 21-Mar-2016  Supervisord, Transferred to = B ]
Chris Pat Ermployes B -
Completed Appraisals
Mote that the search is case insensitive
Tritiator Q
Last Mame, Title, First Mame
Appraisal Date |
[example: 25-Mar-2016)
Go Clear
Initiator Appraisal Date Period Start Date Period End Date Appraisal Purpose Details Print Plan

Mo results found.
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Employee (Appraisee): Reviews ume Appraisal

Review OnLine Appraisal

Swim Lane Employee (Appraisee)
Flow Block Reviews OrLine Appraisal
Task Employee Reviews Ghine Appraisal (required)

4. Reviews the details of the completed apfwal.

ORACL_E PHR Performance Management - Employee

B F Home Logout P

Details: Employee

Back | Share with Supervisor \ Printable Page |
Employee Mame  Employeel, Chris Ermployee Mumnber 166670
Crganization Email Address  khird@cfo.pitt.edu Departrment  Financial Information Systems
Manager Supervisorl, Pat Job Staff.Administrator 111

Overall Rating and Comments

Overall Rating  3-Successful
Cwveral Comments  Based on the comments from Chris' prior supervisor and also on my observations
during the last six months, Chris is successfully completing most the job
requirements. There have been a few issues with written communications but I
will be working with Christ during the upcoming performance year to remedy
those and will see about getting Chris started on PMP certification.

Chris has become a valuable member of the team.

Employes Feedback

Competencies

Show 4l Detalls | Hide &) Detais

Competency Supervisor Performance Rating
Core, ComposLre 2-Successful

Care, Derision Making 3-Surcessul

Core Initiating Action 3-Successiul

Core, Interpersonal Communication 2-Meeds Development

Core, Job KnowledgeFunctional and Technical Skills 3-Successful

Core, Organizing and Flanning 4-above Expectations

Core, Quality of work 3-Successful

Core Service Orientation 3-Successful

Core Work Habits

Objectives

Show &l Detalls | Hide 4 Detais
Details Objective Name Start Date Target Date Date Completed Employee Results Rating Supervisor Results Rating

Shiowr Chjective A 15-5ep-2015 15-Mar-2016 18-Mar-2016 2-trhigved Result 2-Achieved Result
Show Objective B 01-0ct-2015 30-Jan-2016 30-Jan-2016 2-Achieved Result 2-Achieved Result
Shiow Objective C 07-Mow-2015 11-Mar-2016 3-Achieved More Than Expected Result

Questionnaire: Employee

Questionnaire Name  Self-Appraisal v2 Last Submitted On 23-Mar-2016

Showy Cuestionnaire

Back | Share with Supervisor Printable Page

Hame
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Employee (Appraisee): Reviews ume Appraisal

Review OnLine Appraisal

Swim Lane Employee (Appraisee)
Flow Block Reviews OrLine Appraisal
Task Employee Reviews Ghine Appraisal (required)

5. Can click thérintable Pagéutton to print a copyof the performance appraisal,
however printing from théPrinticon on theMy Appraisalpage produces a bette
result. Please refer to théhapter on Printing for more information.

ORACL_& PHR Performance Management - Employee

N Mavigatorv  @p Favorites Home Logout Prefe

Details: Empl

Back | Share with Supervisor (Printable Pagh

Employves Marme  Employeel, Chris Employvee Mumber 166670
Organization Emnall Address  khird@cfo.pitt. edu Department  Financial Information Systems

Manager Supervisorl, Pat Job  Staff.Aadministrator. IIT

Overall Rating and Comments

COwerall Rating  3-Successful
Cverall Corments  Based on the comments from Chris' prior supervisor and also on my observations
during the last six months, Chris is successfully completing most the job
requirements. There have been a few issues with written communications but I
will be working with Christ during the upcoming performance year to remedy
those and will see about getting Chris started on PMP certification.

Chris has become a valuable member of the team.

Ermployee Feedback

Competencies

Show All Details | Hide Al Detais

Competency Supervisor Performance Rating
Core, ComposuUre 3-Successful

Core.Decision Making 2-Successful

Core, Initiating Action 3-5uccessful

Core. Interpersonal Communication 2-Needs Developrnent

Core, Job Knowledge/Functional and Technical Skills 3-5uccessful

Core.Organizing and Flanning 4-phove Expectations

Core.Quality of Work 3-Successful
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Employee (Appraisee): Provides Feedback to Appraiser

Provide Feedbacko Supervisor

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

After reviewing the compled performance appraisal, thexloyee must trasfer the
appraisal back to theupervisor with feedback confirming that they received and
reviewedthe completed appraisal. Themployee can also include any additional
information/comments they would like to become a permanent part of the appraisal.

The Employee:

1. Clicks theshare with Suervisorbutton on theAppraisal Detailpage. (See the previous
chapter for instructions on navigating to tiAgpraisal Detailpage.)

ORACL_E PHR Performance Management - Employee

igator v Bp Favorites v Home Logout Prefer

Details: Empl I —
Back ( Share with Superyvisor D Printable Page
Employes Mame  Employeel, Chris Ermployes 70
Organization Emall Address  kbird@cfo.pitt, edu Departrnent  Financial Information Systems
Manager Supervisorl, Pat Job  Staff.Administrator.IIT

Overall Rating and Comments

COwerall Rating  3-Successful
COwerall Cornments  Based on the comments from Chris® prior supervisor and also on my observations
during the last six months, Chris is successfully completing most the job
requirements. There have been a few issues with written communications but I
will be working with Christ during the upcoming performance year to remedy
those and will see about getting Chris started on PMP certification.

Chris has become a valuable member of the team.

Employes Feedback

Competencies

show All Details | Hide Al Details

Competency Supervisor Performance Rating
Core, Composure 3-Successful

Core.Decision Making 3-Successful

Core. Initiating Action 3-Successful

Core. Interpersonal Communication 2-Meeds Development

Core, Job KnowledgeFunctional and Technical Skills 3-Successful

Core.Organizing and Flanning 4-Above Expectations

2. Enters acknowledgement of the appraisal and any additional comment into the
Feedback on Overall Ratibgx.
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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. Canalso enter a message to themgervisor inthe Notification Message for Supervisor

box.

NOTE: Only the text in tieeedback on Overall Ratibgx will be saved in the finalized
appraisal. Any message in tNetification Message for Supervidawx is only included
in the email and workflow notiatiors to the sipervisor.

ORACL_E PHR Performance Management - Employee

B Favorites v Home Logout Preferences Help

Details: Employee =
Share Appraisal Details with Supervisor

D

Click Subrnit to transfer ownership of this appraisal to your supervisor, Cancel < Suhmit)

Feedback on Overall Rating

Hi Pat,

I have received and reviewed this vear's performance appraisal, 1

don't have anything to add.
Thariks,
Chiis]

This field iz disabled i the supervizor (main appraizef] does nat require ywour Feedback at this time,

Notification Message for Supervisor

4. Clicks thesubmitbutton.
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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 Supsor (required)

5. The enployee will be returned to thély Appraisalpage where there will be a message
confirming that the appras has been transferred to theipervisor.

ORACL_E PHR Performance Management - Employee

ator v B Favorites Home Logout Preferences Help

Appraisals | Performance Management

My Appraisals | Participant
Selected Plan Is  Fiscal 2016 MNon-Superyisory

D Confirmation

Cwernership of your appraisal has transferred to your supervisor (main appraiser ), oo cannot update the aporaisal again until
WOLF sUpErisar (rmain appraiser) returns ownership of the appraisal to you and requests your input,

My Appraisals

Appraisals of Employee1, Chris

Appraisal Appraisal View Appraisal Update

Initiator Date Supervisor Purpose Status Details/ Give Feedback Print Self-Appraisal
Ermployesl, 21-Mar-2016  Superyisorl, Ongoing with = £
Chiis Pat SUpErvisor E 4

Completed Appraisals

6. Logs out.

7. Atthispoint,the L 288804 62N] 2y GKS EIENF2NXYIyOS
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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 Revi ews EReedbackamdkeSosnits Appraisal for Approval

(required)

Supervisors will receive email anabrkflow notifications informing them that the

employee has transferred the completed appraisatk to them. After reviewinthe
@ SS0a TpeRisanusDsutimit tih&KcBmpieted appraisal to their
supewisor for review and approval.

SYLX 2

Steps:

1.
2.

Follow the steps in prior chapters to navigate to ain Appraisetab.
Click theAppraiseicon for the enployee whose appraisal is to be finalized.

ORACL & PHR Performance Management - Supervisor

N Mavigator ™ B Favorites ™

Appraisals | Performance Management
Main Appraiser

Appraisals as Supervisor

Home Logout Preferences

Selected Plan Is  Fiscal 2016 Mon-Superyisor

Appraisals In Progress

Employee Appraisal Date Status
Employeel, Chiris 21-Mar-2016 Ongoing with Supervisor
Info Online

Topics

Performance Management Appraiser Instructions
Performance Management FALQ

Current Workers
Completed Appraisals

Appraisal Details Printf Appraise

E V4

Filter the list of completed appraisals using any combination of &ppraisee, Appraisal Date, and &ppraisal Purpose,

Ernployes
Last Marne, Title, First Marne
Appraisal Date I
[example; 26-Mar-2016]
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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 WS@OASga 9YLX 28 SS Qi AthfaiSaRiar Agprpvall y R
(required)

3. Review the comments in theeedbackox.

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

employee did not include any feedback. Click®mare with Employdautton and

followthe iy & G NUzOG A 2 y & A[YA YAS/ !GLELINIYA{ 3Kl ENBs AhlyK 9 Y LI 2
5. If the feedback is sufficient, click tisaibmit for Approvadjutton to forward the

appraisal for approval.

bh¢9oY ¢KS FLILINIA&LE gAftf 0SS F2NwWaNRSR G2 G
6. TheGive Final Ratings: Supervipage shows a summary of the performance

appraisal.
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