Employee Evaluation Process — Job Aid for Employees @Performance Resources

Beginning July 1, 2010, employees and managers will begin the employee evaluation
process using the e-Performance system (in Teamworks/employee self-service).

The employee, manager, and manager’s manager all have an active role in the
evaluation process.

This document includes the steps that employees should follow to complete and finalize
the evaluation in the system.

Employee: Steps to Complete the Employee Self-Evaluation

1. Loginto Employee Self Service.
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2. Click on “Self Service”
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3. Click on Performance Management
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4. Click on My Performance Documents
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5. Click on Current Documents
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6. Click on Annual Performance Review

< Current Documents - Windows Internet Explorer provided by Ga Department of Public Safety
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7. In the “Complete Self Evaluation” Step, click Start to open your self-evaluation.
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8. Enter ratings and comments for each section where applicable. Again, be sure to save
often — the system will time-out after a period of inactivity and you will lose any work that has
not been saved.
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9. When you have finished updating the evaluation, select the [Complete| button to make
the document available to your manager.

> Manager Self Service
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1> Global Payroll & Absence
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— Chanae My Password

— My Personalizations
— Wy System Profile Save | Complete Cancal | Returm to Document Detail
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@ Inbox - Micro... | ™ e-Perf Report ... | B RE: Speaker -... | @ Evaluation pr... 2 Current Docu... ) ~ 4:23 PM

10. To ensure that you did not click Complete| by mistake, the system will ask you to click
Complete one more time to finalize the self-evaluation. The system will send an email to
your manager that communicates that you have completed the self-evaluation.
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= Wy Performance at the bottom of this page
Documents
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< Current Documents - Windows Internet Explorer provided by Ga Department of Public Safety
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I Leaming and Annual Performance Review: 07/01/2009 - 08/30/2010

Development
< Performance Wanagement [ You have successfully completed your evaluation.

You can log in and review your

= Wy Performance
Documents

e Employee: Lisa Grifin Job Title: TS: HR Transactions Tech (AL) | d/ If I i
~ Historical Documents Document Type: Annual Performance Review Period: 07/01/2009 - 06/30/2010 p an and/or yOUI’ self evaluation
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1 Manager Self Senvice [Document Progress

I Workforce Administration step Status Due Date
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Template Name: Annual Performance Review

Pl fo North America Complete Self Evaluation ¥ Completed 073112010 view
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Mgmt
> Workforce Development
I Organizational Development Returnto Select Documents

Your manager will receive an email notifying him/her that you have completed your self-
evaluation (see below).

MANAGER EMAIL

From: Employee Self Service Email [mailto:SAO_PS_email@sao.ga.gov]
Sent: Wednesday, June 23, 2010 4:35 PM

To: Angie Ledford

Subject: Your employee Lisa Griffin has completed their self evaluation

Your employee Lisa Griffin has completed their self evaluation for Annual Performance Review :

https://team.state.ga.us/psp/saopa/EMPLOYEE/EMPL/h/?tab=PAPP GUEST

12. This completes the self-evaluation process.

Your manager will now review the self-evaluation that you submitted and complete his/her
evaluation.

Employee: Steps to Finalizing the Employee Evaluation

Atfter all required approvals have been received the manager will mark the evaluation as
“available for review” in the system, and will schedule a meeting to discuss the evaluation in
detail with you.

13. Log in to the e-performance system (following steps 1 —5) to review your completed
performance evaluation.


https://team.state.ga.us/psp/saopa/EMPLOYEE/EMPL/h/?tab=PAPP_GUEST
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14. Click on Annual Performance Review

My Employee Self Service TeamWorks Homepage

MENU

> My Help

[ Quick Links

= Self Service

> Time Reporting

[ Personal Information

[ Payroll and Compensation

[» Benefits

[- Learning and
Development

« Performance Management
= My Performance

Documents

‘Wednesday, June 30, 2010 10:24 AM Welcome Griffin Lisa W My Links | Select One . | Site Search Sign out

Mew Window | Help | /&,
Current Performance Documents
Lisa Griffin

Listed below are your current gérformance documents.

Performance Documents
Document Type

Status Manager

Begin Date End Date Job Title

Available for

Annual Performance Review 07/01/2009 06/30/2010 Angela Ledford
Tech (AL

TS: HR Transactions
(AL)

Current Documents =
— Historical Documents
— Performance Notes
15. In Review Manager Evaluation, click View.
My Employee Selt Senice Eamworks Homepage
‘Wednesday, June 30,2010 5:32 PN Welcome: Griffin Lisa W My Links | Select One v | Site Search Sign out
MENU New Window | Help | 1=,
- My Help
[ Quick Links
= Self Service Current Performance Decuments
[ Time Reporting :
[» Personal Information Document Details
Egsﬁ:’r‘:{:”d Compensation Lisa Griffin, TS: HR Transactions Tech (AL)
b Leaming and Annual Performance Review: 07/01/2009 - 06/30/2010
Development
« Performance Management
= My Performance Employee: Lisa Griffin Job Title: TS: HR Transactions Tech (AL)
Documents Document Type: Annual Performance Review Period: 07/01/2009 - 06/30/2010
CurremDocumems Manager: Angela Ledford Status: Available for Review
— Historical Documents
— Performance Notes Template Name: Annual Performance Review
- W et Document Progress
— Personal Leave Election
> Manager Self Service Step v Status Due Date
I> Workforce Administration Establish Evaluation Criteria Completed 01/01/2010 View
I+ Benefits Complete Solf Eyaluat & C 070340040 =
[- Compensation Available for
1> Payroll for Morth America Review Manager Evaluation L e 07/31/2010 View
[- Global Payroll & Absence
Magmt
[~ Waorkforce Development Return to Select Documents
My Employee Self Service TeamWorks Homepage
Wednesday, June 30,2010 10:24 AN Welcome Griffin Liza W Wy Links | Select One v | Site Search Sign out

MENU

- My Help

[ Quick Links

= Self Service

[ Time Reporting

[ Personal Information

> Payroll and Compensation

[> Benefits

[- Learning and
Development

= Performance Management
= My Perfarmance

Documents

New Window | Help | B, ~

Performance Document - Annual Perfermance Review
Manager Evaluation

Lisa Griffin, TS: HR Transactions Tech (AL)
Annual Performance Review: 07/01/2009 - 08/30/2010

Author: Angela Ledford
Status: Available for Review

Role: Manager
Due Date: 07/31/2010

Current Documents
— Historical Documents
— Performance Notes
— Leave Balance
— Persanal Leave Election
- Manager Self Senvice
[ Workforce Administration
[» Benefits
[» Compensation
> Payroll for Morth America
I Global Payroll & Absence
Mgmt
> Workforce Development
- Organizational Development
[ Enterprise Learning
[ Set Up HRMS
> Administrative Systems
- My Content
[ Worklist
- Reporting Tools
[ HCM Reporting Tools
> PeopleTools
— Change WMy Password
— lly Personalizations
— Wv Sstemn Prafile

PP PP

The status ofthis evaluation is Available for Review. In this status, you may enter comments in the
Employee Comments section, if applicable.

At any time you can save any entries you make on the evaluation by selecting the Save button.

Cancel | Retumn to Document Detail
Q\ﬂew Printable Evaluation [E7 Motify

Secticn 1 - Statewide Core Competencies

Customer Service

)

Description: Understands that all employees have external andior internal customers that
they provide semnices and information to; honors all of the State’s commitments to
customers by providing helpful, courteous, accessible, responsive, and knowledgeable
senice

* Critical" Yes
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17. If you would like to print the evaluation, click on the View Printable Evaluation link.

My Employee Self Service TeamWaorks Homepage

Wednesday, June 30,2010 10:24 AN Welcome: Griffin Lisa W v Links | Select One: v Site Search Sign out
5]

MENU New window | Help | /& A
> My Help
[+ Quick Links
> Self Service Performance Document - Annual Performance Review

[> Time Reporting -

[» Personal Information Manager Evaluation

b Payroll and Compensation Lisa Griffin, TS: HR Transactions Tech (AL

)
b Benefts Annual Performance Review: 07/01/2009 - 06/30/2010

[ Learning and
Development

< Performance Management Author: Angela Ledford Role: Manager
= My Performance Status: Available for Review Due Date: 07/31/2010
| Documents Approval: Approved

Current Documents
— Historical Documents
— Perfarmance MNotes
— Leave Balance
— Bersonal Leave Election
[> Manager Self Service
> Workforce Administration At any time you can save any entries you make on the, luation by selecting the Save button
[> Benefits /a
- Compensation
- Payroll for Morth America
[- Global Payroll & Absence
Mgmt
I» Workforce Development &5 View Printable Evaluation ET Notify
I Organizational Development
- Enterprise Learning

The status of this evaluation is Available for Review. In this status, you may enter comments in the
Employee Comments section, if applicable

ancel |ReturntoDo:umemDetai\

[+ Set Up HRMS Section 1 - Statewide Core Competencies
[- Administrative Systems

[* My Content Customer Service

[ Worklist

18. Right Click on your mouse to show the drop down menu. Scroll down and click on
“Print”.

Self Service
7 Manager Self Senvice
> Time Management Return to Evalution
Pfﬂ'“ 3”“‘%'5“"5‘ Perfermance Document - Annual Performance Review
nformation
= Performance Management Employee Evaluation
= Performance
Documents Lisa Griffin, TS: HR Transactions Tech (AL)
Current Documents Annual Performance Review: 07/01/2009 - 06/30/2010
— Historical Documents
~ Approve Dosuments Manager: Lisa Griffin Department: Personnel
— View Aporoval Status Status: Gompleted Due Date: 07/31/2010
~ Aporover Doc Status
:‘VE’D“ Stalus Approval: Not Submitted Back
~ Approver Review Ratin
0 Score the performance in each job fact:
~ Manager Review Rating i
Report 5 = Exceptional Performer - Employes & ¥ Bookmark this page e was an exceptional
_ Mass Approval contributor to the success of hisher depz 52 Email this page to Friend nstrated role model
~ Maintain Performance behaviors
Notes 4= Successful Performer - Plus - Empl; %) of the: established
Workforce
Benefits 3= Successful Performer - Employee ™ exceeded some (less than
Compensation 509%). Employee was a solid contributor t tate of Geargia
Payrol for Nerth America 2= Successful Performer - Minus - Emg mest some (less than 50%)
Glabal Payroll & Absence performance expectations. Employee nee  Select All expected job resuilts or
Jgmt behavioral competencies
Worklorce D 1 y Performer - Employe the established performance
o Employee needs significan results or behavioral
Enterprise Leaming competencies Create Shortcut
Workdorce Monitoring N = Not Rated - Atthe agency’s discretion  add to Favorites... e end of the perform;
SetUp HRIS period may or may not receive a performz
Administrative Systems View Source
1y Content . .
Workist Section 1 - Statewide Core o Encoding 3
Reporting Tools
HCM Reparting Tools Rating
PeopleTools Print Previ
- Chanae Hy Password rint Preview...
- Wy Personalizations 1) Customer Service Refresh 4
L L e
[ I Syslem Prafle 9 Description: Understands that all smg - s that
i Uiclonan ! they provide senices and information | Export to Microsoft Excel
s 2 customers by providing helpful, courte ble v
Properties

@ Evaluation pr...

19. Attend the meeting scheduled by your manager to discuss in detail the performance
evaluation.

Once the meeting has been held, your manager will log-in to the system and mark the
evaluation status as “Review Held”. This confirms that he/she has met with you to discuss the
evaluation. You will receive an email from the system to let you know that the status has
changed and that you need “acknowledge” that the meeting has been held (see below).
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EMPLOYEE EMAIL

From: Employee Self Service Email [mailto:SAO_PS_email@sao.ga.gov]
Sent: Tuesday, June 22, 2010 10:26 AM

To: Lisa Griffin

Subject: Your Annual Performance Review form is ready for your acknowledgement.

This automatic notification is to remind you that your Annual Performance Review has been held and the

document is ready for your final comments and acknowledgement.

review was held and was discussed in detail with you).

You may click on this link to go directly to the application:
https://team.state.ga.us/psp/saopa/EMPLOYEE/EMPL/h/?tab=PAPP GUEST

(Please do not respond to this automatic notification.)

(Your acknowledgement affirms that this

20.Log in to the e-performance system (following steps 1 - 5).

21. Click on the Annual Performance Review link

My Employee Self Service TeamWorks Homepage

5]
MENU
> My Help
[+ Quick Links
= Self Service
[ Time Reporting
[» Personal Information
[ Payroll and Compensation
[ Benefits
[ Learning and
Development
=~ Performance Management
= My Performance
Documents

Current Documents
— Historical Documents
— Perfarmance MNotes

22. Click on the Acknowledge link

MENU
> My Help
[+ Quick Links
= Self Service
[ Time Reporting
[» Personal Information
[ Payroll and Compensation
[» Benefits
[> Learning and
Development
« Performance Management
= My Performance
Documents
Current Documents
— Historical Documents
— Performance Notes
— Leave Balance
— Personal Leave Election
- Manager Self Senvice
[ Workforce Administration
[» Benefits
[» Compensation
> Payroll for Morth America
> Global Payroll & Absence
Mgmt
- Workforce Development

Friday, June 25, 2010 11:40 AM Welcome Griffin,Lisa W v Links | Select One: v
Current Performance Documents
Lisa Griffin
Listed below are your current performance documents.
p D (4] 4 054 [¥]
Document Type. eqin Date End Date  Job Title Status Manager
Annual Performance Review  P7/01/2009 06/30/2010 15 HR Transactions  poiol vialg Angela Ledford
Tech (AL}
Friday, June 25, 2010 11:40 AM Welcome Griffin,Lisa W Ui Links | Select One v

Current Performance Documents
Document Details

Lisa Griffin, TS: HR Transactions Tech (AL)
Annual Performance Review: 07/01/2009 - 06/30/2010

Job Title: TS: HR Transactions Tech (AL)
Period: 07/01/2009 - 08/30/2010
Status: Review Held

Employee: Lisa Griffin

Document Type: Annual Performance Review
Manager: Angela Ledford

Template Name: Annual Performance Review

Document Progress

Step Status Due Date

Establish Evaluation Criteria ' Completed 01/01/2010 View

Complete Self Evaluation " Completed 07/31/2010 View

Review Manager Evaluation ' Review Held 0713112010 View Acknowledge

Return to Select Documents

Site Search Sign out

New Window | Helo | i

Site Search Sign out

New Window | Helo | i



https://team.state.ga.us/psp/saopa/EMPLOYEE/EMPL/h/?tab=PAPP_GUEST

Employee Evaluation Process — Job Aid for Employees

éPerformance Resources INIEIEIEGE

23. Click on the |Acknowledge Review| button

Site Search Sign out

MENU
- My Help
[ Quick Links
= Self Service
[ Time Reporting
[» Personal Information
> Payroll and Compensation
[ Benefits
[ Learning and
Development
= Performance Management
<= My Performance
Documents
Current Documents
— Histarical Documents
— Perfarmance MNotes
— Leave Balance
— Personal Leave Election
> Manager Self Service
[> Workforce Administration
[» Benefits
- Compensation
- Payroll for Morth America
[ Global Payroll & Absence
Mamt
> Workforce Development
- Organizational Development

I Entarnrica | asrminn

24. Click the

Friday, June 25, 2010 11:40 AN Welcome Griffin Lisa W My Links | Select One v

Performance Document - Annual Performance Review
Manager Evaluation

Lisa Griffin, TS: HR Transactions Tech (AL)
Annual Performance Review: 07/01/2009 - 08/30/2010

Role: Manager
Due Date: 07/31/2010

Author: Angela Ledford
Status: Review Held
Approval: Approved

The status ofthis evaluation is Review Helgeln this status, you may enter comments in the

Employee Comments section, if applica

ou make on the evaluation by using the Save button. If you are
n, select the Acknowledge button.

At any time you can save any entrie;
ready to acknowledge the evalug)

Save IAcknowIedgeReviem Cancel

Beturn to Document Detail

é\ﬂew Printable Evaluation = Motify

button

New Window | Help | [, |4

My Employee Self Service TeamWaorks Homepage

Friday, June 25, 2010 11:40 AM Welcome: Griffin Lisa W My Links | Select One v | Site Search Sign out
MENU New Window | Help | 1=,
> My Help
[ Quick Links
 Self Service Performance Document - Annual Performance Review
[> Time Reporting N
> Persanal Information Acknowledge Document Review
> Payroll and Compensation B .
I Benefits Lisa Griffin, TS: HR Tyansactions Tech (AL)
> Learning and Annual PerformangZ Review: 07/01/2009 - 06/30/2010
Development
= Performance Management You have chosené acknowledge your performance evaluation. To confirm this acknowledgement,
= My Performance click the OK bupdn
Documents
Current Documents
— Historical Documents Cancel
— Perfarmance MNotes
— Leave Balance
— Parsnnal | pave Flartinn
“ ”
The status now changes to “acknowledged”.
Friday, June 25, 2010 11:40 AN Welcome Griffin Liza W Wy Links | Select One v Site Search Sian cut

MENU
> My Help
[> Quick Links
= Self Service
[ Time Reporting
[» Personal Information
[> Payroll and Compensation
[ Benefits
[ Learning and
Development
= Performance Management
= My Performance
Documents
Current Documents
— Historical Documents
— Perfarmance MNotes
— Leave Balance
— Bersonal Leave Election
[* Manager Self Service
[ Workforce Administration
[+ Benefits
- Compensation
- Payroll for Morth America
[- Global Payroll & Absence
Magmt
[» Workforce Development
[ Oraanizational Develooment

Current Performance Documents
Document Details

Lisa Griffin, TS: HR Transactions Tech (AL)
Annual Performance Review: 07/01/2009 - 06/30/2010

[ You have successfully acknowledged your evaluation.

Job Title: TS: HR Transactions Tech (AL)
Period: 07/01/2009 - 06/30/2010
Status: Acknowledged

Employee: Lisa Griffin

Document Type: Annual Performance Review
Manager: Angela Ledford

Template Name: Annual Performance Review

Document Progress

Step Status Due Date
Establish Evaluation Criteria ' Completed 01/01/2010 View
Comolete Self Eyaluation ¥ C 073402040 Micw,

Review Manager Evaluation O Acknowledged 07/31/12010 View

Return to Select Documents

New Window | Help | B,
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Your manager will receive an email to let him/her know that you have acknowledged the
performance evaluation (see below).

MANAGER EMAIL

From: Employee Self Service Email [mailto:SAO_PS_email@sao.ga.gov]

Sent: Tuesday, June 22, 2010 10:28 AM

To: Angie Ledford

Subject: Lisa Griffin has acknowledged the Annual Performance Review form.

This automatic notification is to alert you that Lisa Griffin has formally acknowledged the recent review
of the Annual Performance Review document.

You may click on this link to go directly to this Annual Performance Review and click complete to finalize
the document: https://team.state.ga.us/psp/saopa/EMPLOYEE/EMPL/h/?tab=PAPP GUEST
(Please do not respond to this automatic notification.)

Your manager will now complete the evaluation, and the status will change to “Completed”.
After this, you may view and/or print the evaluation at any time by clicking in Historical
Documents.

~ Base Navigation Page - Windows Internet Explorer provided by Ga Department of Public Safety
@? ~ & https://team.state.ga.us/psp/saopa/EMPLOYEE/EMPL/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP" ¥ | £

File Edit View Favorites Tools Help

= - & '| Q'|Wl3b Search [ Bookmarks - FSettings ~ B Mail -~ @My Yahoo! - EjFall TV - C)Answers - & Games -
- o »
w o I@Base Navigation Page I I G- B8 @& - [zrPage v = & Tools v
= TEAM GEORGIA
( CONNECTION
FASTER. FRIENDLIER. EASIER
oA TEAM GEORGIA ESIATUVLETCHN CUSTOMER SERVICE FLEX-GABREEZE
My Employee Self Service TeamWorks Homepage
Friday, June 25, 2010 11:46 AM Welcome Griffin Lisa W My Links | Select One: v Site Search Sign sut
=

MENU Main Menu = Self Service = Performance Wanagement =
I Wy Help K]
b QuickLinks My Performance Documents
= Self Service Create, update, or view your performance documents /

[ Time Reporting )

> Personal Information E Current Documents E Historical Documents

b Payroll and Compensation Update or view your performance documents for the current period View your completed performance documents.

[ Benefits

[ Learning and

Development
= Performance Management



https://team.state.ga.us/psp/saopa/EMPLOYEE/EMPL/h/?tab=PAPP_GUEST

