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Using This Document

General

This document provides instructions about how to access and use the on-line
Performance Management tool. Itis notintended to provide instructions or
information about how to evaluate a person’s performance or on set objectives. For
more information about appraising a person’s performance or setting objectives please
consult the Performance Management webpage at:
http://www.hr.pitt.edu/managers/0040

Organization

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

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

Finally, the last part of this document focuses on specific features of the on-line tool
that are not included in the process flows and on reporting.
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Performance Appraisal Process Flow Diagram
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Employee: Completes Self-Appraisal

Navigate to the Self-Appraisal

Swim Lane

Employee (Appraisee)

Flow Block

Completes Self-Appraisal

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

412-624-8044.

The Employee:

1. Logsinto PRISM.
2. Selects the PHR Performance Management — Employee responsibility.

3. Selects the Performance Management menu item to access the Employee Dashboard.

C)RACLE”E-Business Suite

B Favorites v Logout Preferences

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
B EJpHR 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 personal Actions

PRISM TRKS USERS: Approved timecards are due before noon on

Appraisals Monday.

E Performance Management]

I pRISM TRKS Time

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

ORACLGQPHR Performance Management - Employee

n Navigator v Bp Favorites v Home Logout Preferences Help

Appraisals | Performance Management

On this page, you can access your development functions and view Performance management

Logged In As Employeel, Chris

notification messages. Help
— Click to Access Help

Performance Management Task List Plan s
Expand Al | Colapse Al Fiscal 2016
B Mon-Supervisory
3

Go to Click here to access the Performance

Focus Je® Process Start Date End Date g Management website.

[= Fiscal 2016 Mon-Supervisory

21-Mar-2016 16-Apr-2016

Appraisal | 21-Mar-2016 16-Apr-2016 =

Manage appraisal: Appraisal- 3
i

Mon-Supervisory Role w3

Sent Name Department Job Effective Date Update Delete
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Employee (Appraisee): Completes Self Appraisal

Navigate to the Self-Appraisal

Swim Lane Employee (Appraisee)
Flow Block Completes Self-Appraisal (required)
Task Navigate to the Self-Appraisal

5. Clicks the Go To Task icon.
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

<& Non-Supervisory
Go to Click here to access the Performance
Process Start Date End Date paq Management website.

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.

= Fiscal 2016 Mon-Supervisory
Manage appraisal: Appraisal-

6. The Appraisal Summary page will open.
7. Clicks the Update Self-Appraisal icon.
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 Self-Appraisal

Objectives - General

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

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

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

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

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

If the objectives feature will not be used, please skip to the next Flow Block ‘Completes
Self-Appraisal — Questionnaire’.
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Employee (Appraisee): Completes Self-Appraisal

Add an Objective and an Objective Results Rating

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

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

The Employee:

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

1. Clicks the Add Objective button. (required)

ORACLE'PHR Performance Management - Employee

N Navigator v B Favorites ¥ Home Logout Preferences Help

Q &
Overview Review
Update Standard Appraisal: Overview

Cancel Save as Draft Share with Supervisor Continue
Employee Name Employeel, Chris Employee Mumber 166670
Organization Ermail Address  kbird@cfo.pitt.edu Department  Financial Information Systems
Manager Supervisorl, Pat Job  Staff.Administrator.III
Objectives
Add Objective )
———
ObjectiVe Mame Start Date Target Date  Date Completed Employee Results Rating Duplicate Update Details Quick Update
No results found.
Questionnaire

Complete Questionnaire |

Questionnaire Name Self-Appraisal v2 Last Submitted On

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

Add an Objective and an Objective Results Rating

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

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

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

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

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

7. Enters an appropriate percent in the Complete % field. If work on the objective has not
started enters 0% or leaves the field blank. (optional)

8. More detailed information about the objective can be entered into the Detail box.
(optional)

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

10. Comments about the objective can be entered into the Comments box. (optional)

the Success Criteria box. (optional)

ORACLE'PHR Performance Management - Employee

n Navigator v @ Favorites ¥ Home Logout Preferences Help

@

Overview Review
Add Objective
- -
Indicates required field Cancel Save as Draft | Apply and Add Another \ Apply
* Objective MName IObJectNe 1 Complete (%) 100 @
Created By Employeel, Chris Date Cormpleted [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 Self-Appraisal

Add an Objective and an Objective Results Rating

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

11. To add an objective results rating, selects the appropriate value from the drop-down
box in the Results Rating field. (optional)
12. Enters comments supporting the rating in the Comments box. (required if an Objective

Results Rating is entered, otherwise, optional)
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.

11
Performance Management On-Line 4/23/2016 4:08 PM




Employee (Appraisee): Completes Self-Appraisal

Add an Objective and an Objective Results Rating

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

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

ORACLG'PHR Performance Management - Employee

T Navigator v @ Favorites v Home Logout Preferences Help
¢ O
Overview Review
Update Standard Appraisal: Overview
Cancel Save as Draft | Share with Supervisor Continue
Employee Name Employeel, Chris Employee Number 166670
Organization Email Address kbird@cfo.pitt.edu Department  Financial Information Systems
Manager Supervisorl, Pat Job  Staff.Administrator.ITT
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@ ij 7 Vs
Questionnaire
Complete Questionnaire |
Questionnaire Mame Self-Appraisal v2 Last Submitted On

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

their supervisor, they can use the Quick Update icon to send information about the
objective to their supervisor who will have to update the objective.
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Employee (Appraisee): Completes Self-Appraisal

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

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

Adding an Objective Results Rating (optional)

If objectives were entered into the on-line tool at the beginning of or during the

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

The Employee:

1. Clicks the Update Details icon to review the Objective details.
ORACLE'PHR Performance Management - Employee

. Navigator

B Favorites v

Home Logout Preferences Help

]

Overview

Update Standard Appraisal: Overview

Review

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

Cancel

Save as Draft |

Share with Supervisor Continue

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

Objectives
Add Objective
Objective Name Start Date Target Date Date Completed Employee Results Rating Duplicate Opdate Details Quick Update
Objective A 15-5ep-2015 15-Mar-2016 @ LD & Pl
Objective B 01-0ct-2015 30-Jan-2016 30-Jan-2016 16] Llj / J‘E
Objective C 07-Nov-2015 11-Mar-2016 @ ij i _/é'
Questionnaire
Complete Questionnaire
Questionnaire Name  Self-Appraisal v2 Last Submitted On
Copyright University of Pittsburgh. All rights reserved.
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Employee (Appraisee): Completes Self-Appraisal

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

Swim Lane Employee (Appraisee)

Flow Block Completes Self-Appraisal - Objectives

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

2. Updates the objective details as necessary. If the page does not include any updateable
fields, i.e. the data is displayed with no open boxes for typing, then skip to Step #7
below.

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 Self-Appraisal

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

Swim Lane Employee (Appraisee)

Flow Block Completes Self-Appraisal - Objectives

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

3. Updates the objective as necessary.
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 objective results rating, selects the appropriate value from the drop-down
box in the Results Rating field. (optional)

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

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
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Employee (Appraisee): Completes Self-Appraisal

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

Swim Lane Employee (Appraisee)

Flow Block Completes Self-Appraisal - Objectives

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

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

7. If the Objective Details section does not have any updateable fields as shown in the

screen shot below, this means the objective was created by the employee’s supervisor

and cannot be updated by the employee.

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
Prioricy Low

Description

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 Self-Appraisal

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

Swim Lane Employee (Appraisee)

Flow Block Completes Self-Appraisal - Objectives

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

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

Update icon.
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-Nov-2015  11-Mar-2016 @ & & @

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

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 i= || :i=

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

D4 ku
18 Cancel | Apply |

4
30 &

il | z
NOTE: Even if the objective was entered by the supervisor and cannot be updated by
the employee, the employee can still follow Steps 4 & 5 above to enter their Objective

Results Rating.
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Employee (Appraisee): Completes Self-Appraisal

Complete the Self-Appraisal Questionnaire

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

The self-appraisal questionnaire has five questions the employee can answer to provide
input to the supervisor. The answers can be typed directly into the online tool or copied
and pasted from a word document. Completing the questionnaire is optional and the

employee can opt to complete some, all or none of it. Supervisors can require that their

direct reports complete the questionnaire.

The Employee:

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

Objectives

Add Objective

Objective Name
Objective A

Start Date
15-5ep-2015

Target Date
15-Mar-2016

Date Completed
18-Mar-2016

Objective B 01-0ct-2015 30-Jan-2016 30-Jan-2016

Objective C 07-Mov-2015 11-Mar-2016

Questionnaire

Questionnaire Name Self-Appraisal v2

Employee Results Rating Duplicate  Update Details  Quick Update
2-Achieved Result (3 B & S
2-Achieved Result 3 [} & o
® & & o

Complete Questionnaire
Last Submitted On

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

Complete the Self-Appraisal Questionnaire

Swim Lane Employee (Appraisee)

Flow Block

Completes Self-Appraisal - Questionnaire

Task

Completes the Questionnaire (optional)

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

@
Overview
Answer Questionnaire

- Employee

n MNavigator B Favorites v Home Logout Preferences Help

Complete the guestionnaire and click Apply to submit the questionnaire.

Describe your most significant accomplishments this past year.

Describe any barriers or challenges that impacted you in effectively
completing your job responsibilities 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?

1s there any other information you would lke to share with your supervisor
regarding your work performance?

Apply

Cancel

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
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
weren't viewed as important.

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.

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

As mentioned above I am enjoying this project work and hope I wil be assigned additional
projects this year.|
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Employee (Appraisee): Completes Self-Appraisal

Complete the Self-Appraisal Questionnaire

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

3. Clicks the Apply button to save the responses and return to the Appraisal Overview

page.
NOTE: After the questionnaire is saved for the first time or the Apply button is pressed,

a date will be defaulted into the Last Submitted On field. This is the only indication on
the Appraisal Overview page that the questionnaire has been completed.

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 Number 166670
Department  Financial Information Systems
Job Staff.Administrator.II

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 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 \
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Employee (Appraisee): Shares Self-Appraisal with

Supervisor (Main Appraiser)

Transfer Ownership of Appraisal to Supervisor

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

Because the Performance Management online tool is workflow driven, the system
controls who has ‘ownership’ of the appraisal. Only one person at a time can have
access or ‘ownership.” Therefore, once the employee has completed the self-appraisal,
they must transfer ownership to their supervisor (Main Appraiser) to allow the
performance appraisal process to continue. This step must be done regardless of
whether or not the employee has completed the self-appraisal.

The Employee:

1. Clicks the Share with Supervisor button at the top of the Appraisal Overview page.
ORACLE'PHR Performance Management - Employee

n Navigator ¥ B2 Favorites v Home Logout Preferences Help

@]

Overview
Update Standard Appraisal: Overview

Review

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
Objective A 15-5ep-2015 |15-Mar-2016 18-Mar-2016
Objective B 01-0ct-2015  30-Jan-2016 30-Jan-2016
Objective C 07-Mov-2015  |11-Mar-2016
Questionnaire

Questionnaire Name  Self-Appraisal v2

Save as Draft | ( Share with Supervisor [) = Continue

Employee Humber 166670
Department Financial Information Systems
Job  Staff.Administrator.II

Employee Results Rating Duplicate  Update Details  Quick Update
2-Achieved Result 5y B 7 =)
2-Achieved Result 5, B 4 b

[E| 7 S

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

Transfer Ownership of Appraisal to Supervisor

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

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

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.

Motification Message for Supervisor

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

Cancel Submit

cancel |(Coubme)
———

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

Transfer Ownership of Appraisal to Supervisor

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

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

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

Review the Self-Appraisal

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

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

Steps:

1. Loginto PRISM.
2. Select the PHR Performance Management — Supervisor responsibility.
3. Select ‘Performance Management’ to access the Supervisor Dashboard.

ORACLE”E-Business Suite

By Favorites ™ Logout Preferences Help
Enterprise Search I All |Z| I Go Search Results
Logged In As SUPERVISOR1
Oracle Applications Home Page
Main Menu Worklist
Personalize Full List
I pHR Emplovee Seff-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.
= CJ 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
1 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 Self-Appraisal

Review the Self-Appraisal

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

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

ORACLE"PHR Performance Management - Supervisor

N Navigator v @ Favorites ¥

Appraisals | Performance Management

Home Logout Preferences Help

On this page, you can access worker development functions and view performance
management notification messages.

Performance Management Task List
Expand All | Collapse Al
_‘:_B

Go to

Focus Task Process Start Date End Date .o

= Fiscal 2016 Mon-Supervisory 21-Mar-2016 |16-Apr-2016

Manage appraisals: Appraisal- Appraisal 21-Mar-2016 16-Apr-2016 @
Mon-Supervisory Role v3

Notifications Awaiting Your Attention
Subject Sent Name Department Job Effective Date Update Delete
No results found.

6. The Appraisal Summary page will open.

Logged In As Supervisorl, Pat
Switch Manager
To perform tasks as a different manager,
select from the list.

Switch Manager

View By Reporting Hierarchy

Reports
® Appraisal Summary
Help
Click to Access
Plan Help Documents
Fiscal 2016

Non-Supervisory

Click here to access the Performance
Management website.
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Supervisor (Main Appraiser): Reviews the Self-Appraisal

Review the Self-Appraisal

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

7. Click the Appraise icon.
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 2
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 Mame, Titke, 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 the Supervisor Review page to view the self-appraisal
information.

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

Review the Self-Appraisal

Swim Lane Supervisor (Main Appraiser)

Flow Block Reviews the Self-Appraisal (required)

Task Reviews the Completed Self-Appraisal

10. Click the Show Questionnaire link to see the responses.
ORACLE‘PHR Performance Management - Supervisor

N MNavigator v g Favorites ¥ Home Logout Preferenc

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

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

Details Competency Supervisor Performance Rating
Core.Composure

Core.Decision Making

Show 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
~2016 |18-Mar-2016 2-Achieved Result

Show Objective B - -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 Prefe

Oracle. Al rig
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Supervisor (Main Appraiser): Reviews the Self-Appraisal

Review the Self-Appraisal

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

11. Review the objective information completed by the employee.

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

m Show Objective B 01-0ct-2015 30-Jan-2016 30-Jan-2016 2-Achieved Result
lﬂ'S"-:"-. Objective C 07-Mov-2015 11-Mar-2016
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Supervisor (Main Appraiser): Reviews the Self-Appraisal

Review the Self-Appraisal

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

12. Review the questionnaire responses completed by the employee.

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

13. If the self-appraisal does not
to the next chapter.

projects this year.

Share with Employee | Update Appraisal | Give Final Ratings |
need to go back to the employee for additional work, skip
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Supervisor (Main Appraiser): Questions on Self-
Appraisal? - Yes

Share Ownership Back to Employee for Additional Work

Swim Lane Supervisor (Main Appraiser)
Flow Block Questions on Self-Appraisal? — Yes (optional)
Task Share Ownership Back to Employee (Appraisee)

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

Steps:

1. Click the Share with Employee button to return ownership of the appraisal to the
Employee.

ORACL_E PHR Performance Management - Supervisor

N Navigator v @ Favorites Home Logout Preferences Help|

Supervisor Review

Share with Employee Update Appraisal Give Final Ratings
Employee Mame Employeel, Chris Employee Number 166670
Organization Email Address  kbird@cfo.pitt.edu Department  Financial Information
Systems
Manager Supervisorl, Pat Job  Staff.Administrator.III
Setup Details
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 Employee for Additional Work

Swim Lane Supervisor (Main Appraiser)
Flow Block Questions on Self-Appraisal? — Yes (optional)
Task Share Ownership Back to Employee (Appraisee)

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

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

Update Appraisal [ participant Details

[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 the Update Appraisal box is not checked the employee will not be able to
update the self-appraisal form.
3. Click the Submit button to complete the transfer and return to the Appraisals Summary

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

Share Ownership Back to the Employee for Additional Work

Swim Lane Supervisor (Main Appraiser)
Flow Block Questions on Self-Appraisal? — Yes (optional)
Task Share Ownership Back to Employee (Appraisee)

4. The Appraisals Summary page will display a confirmation message that the appraisal has
been transferred to the employee and the Appraise icon will now be gray.

ORACL & PHR Performance Management - Supervisor

n Navigator v @ Favorites ¥ Home Logout Preferences Help

Appraisals | Performance Management
Main Appraiser
Selected Plan Is  Fiscal 2016 Mon-Supervisol

[ confirmation

The appraisal has been transferred to the Employee

Appraisals as Supenvisor

Appraisals In Progress
Employee Appraisal Date Status Appraisal Details Print fAppraise
Employeel, Chris 21-Mar-2016 Transferred to Employee |§| V4
Info Online
Topics
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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 Appraisal

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

Examples of when a supervisor might invite an additional appraiser:

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

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

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

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

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

Invite Additional Appraisers

Swim Lane Supervisor (Main Appraiser)

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

Steps:

1. Click on the Add Participant button

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. Type all or part of the additional appraiser’s last name in the Participant Name field and

tab or click the Magnifying Glass icon.

ORACL_& PHR Performance Management - Supervisor

m Navigator ¥

Supenvisor Review =
Add Participant

B Favorites v Home Logout Preferences Help

* Indicates required field

* Participant Name bird| @

Last Name, Titke, First Name

* Participation Type I Reviewer :

Cancel Apply

Participation Type

<TIP e

Appraisers can update competencies and
objectives, complete guestionnaires, and
provide overall comments.

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

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

3. Click the Quick Select icon beside the appropriate person’s name.

Search and Select: Participant Name

Search

Cancel Select

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
Select Select Full Name Job

= Bird, Birdy Staff.Administrator.Ill

Bird, Karen  Purchaser.Purchaser.Purchaser

Business
Department Group Email Address
Financial Information Univ of kbird@cfo.pitt.edu
Systems Pittsburah
Financial Information Univ of kab178@pitt.edu
Systems Pittsburgh

4. Select ‘Appraiser’ from the drop down box in the Participation Type field. Remember,
the person must have a University Account to access the appraisal.

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

Invite Additional Appraisers

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

6. Click the Apply button to return to the Supervisor Review page.
ORACLE”PHR Performance Management - Supervisor

7.
8.

. 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

The additional appraiser is added with a default Participation Status of ‘Closed.’
To send an invitation notification to the additional appraiser, click the Select checkbox
beside their name and click the Request Feedback button.
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
Name Type Name Status Date  Completed Comments Update Delete
Bird, Appraiser Closed =
5 7 @
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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

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

11. After the request is submitted, the Participation Status will change to “Open”.

Manage Participants

Select Participant | Request Feedback Prevent Feedback | | | Add Participant
Select Al | Select None
Last
Full Participation Questionnaire Participation Notified Date
Select Name Type Name Status Date Completed Comments Update Delete
[ Bid, Appraiser 23-Mar-2016 5 PR

Karen

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

13. They must access the appraisal by clicking the link at the bottom of the email and
logging in with their University login and password.
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Supervisor (Main Appraiser): Invite Additional
Appraisers? - Yes

Invite Additional Appraisers

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

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

15.

16.

notification/email and the Participation Status changes to “Complete”.
Click the Comments icon to view the additional appraisal.

Manage Participants

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

Select All | Select Mone
Last

Full Participation Questionnaire Participation Notified Date

Select Name Type Name e Date Completegd pdate Delete
& Bird, Appraiser Completed 3-Mar-2016 23-Mar-206

Karen

The supervisor should incorporate the information from any additional participants into

their ratings of the employee’s performance.

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

Examples of when a supervisor might invite an additional reviewer:

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

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

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

Invite Additional Reviewers

Swim Lane Supervisor (Main Appraiser)

Flow Block Invite Additional Reviewers? — Yes (optional)

Task Invite Additional Reviewers to Participate in the Appraisal
Steps:

1. Click on the Add Participant button.
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
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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

2. Type all or part of the additional reviewer’s last name in the Participant Name field and
tab or click the Magnifying Glass icon.

ORACL_& PHR Performance Management - Supervisor

n Navigator v [ Favorites ¥ Home Logout Preferences Help

Supenvisor Review =
Add Participant

Pa— -
Indicates required fiald Cancel Apply
* Participant Name |bird| @ Participation Type
Lot Name, Tite, First Name < TIP ® Appraisers can update competencies and
* participation Type lm‘z objectives, complete guestionnaires, and
provide overall comments.

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

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

3. Click the Quick Select icon beside the appropriate person’s name.

Search and Select: Participant Hame

Cancel Select

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. Select ‘Reviewer’ from the drop down box in the Participation Type field. Remember,
the person must have a University account to access the appraisal.
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Supervisor (Main Appraiser): Invite Additional
Reviewers? - Yes

Invite Additional Reviewers

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

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

6. The additional reviewer is added with a default Participation Status of ‘Closed’.
7. To send an invitation notification to the additional reviewer requesting their input, click
the Select checkbox beside their name and click the Request Feedback button.

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 @ 4
mployeel2, Reviewer Closed —
v =l
- nthony ‘—'I ‘/? Eﬁ]
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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
8. Enter a message to the additional appraiser in the Notification Message text 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 the Submit button.
10. After the request is submitted, the Participation Status will change to “Open”.

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 will receive an email message asking them to review the
employee.

12. They must access the appraisal by clicking the link at the bottom of the email and log in
with their University login and password.

13. Once the additional review is complete the Participation Status will change to
“Complete”.

14. Click the Comments icon to view the additional reviewer’s input.
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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 supervisor should incorporate the information from any additional participants into
their ratings of the employee’s performance.
16. If desired, the additional participant’s input can be printed.
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Supervisor (Main Appraiser): Appraises Performance

Appraise Performance

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

The on-line performance appraisal tool has three main sections as follows:
e Competencies
e Objectives
e Questionnaire

This chapter focuses on the Competencies section.

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

Steps:

1. Review the previous chapters for instructions on logging in and navigating through the
dashboard, the Appraisal Summary page to the Supervisor Review page.
2. From the Supervisor Review page, click the Update Appraisal button to open the Update

Appraisal page.
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. The Update Appraisal page 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 supervisor can click the Show Questionnaire link towards the bottom of
the page to review the employee’s responses.

5. The competencies will be listed in the Competencies section. To appraise the

competencies, click the Update Details link.

ORACLE”PHR Performance Management - Supervisor

T Navigator v B Favorites ™ 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 )

) | B

Core.Decision Mak\ngﬁ)

Core.Initiating Actiung_‘i;.

Core.Interpersonal Cummunimtiun@

Core.Job Knowledge/Functional and Technical Skl||5£D

MEIE

Core.Organizing and Planmngﬁ)

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

Core.Work Habits

ANANANA NS NAYAN

B E
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Supervisor (Main Appraiser): Appraises Performance

Appraise Performance

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

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

for the competency.
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

h

ioral 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 the Performance Rating field.
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Supervisor (Main Appraiser): Appraises Performance

Appraise Performance

Swim Lane Supervisor (Main Appraiser)
Flow Block Appraises Performance
Task Completes the Performance Appraisal (optional)
8. Inthe Comments box, 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

h

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

Appraise Performance

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

10. Once a rating is entered for a competency, that rating is visible on the Update Appraisal
page.
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. The Delete button 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 Objective Results (optional)

The on-line performance appraisal tool has three main sections as follows:
e Competencies
e Objectives
e (Questionnaire
This chapter focuses on the Objectives section.
If the Objectives section is not utilized for this employee, skip to the next chapter.
Steps:

1. Review the Employee’s Results Rating from the self-appraisal.
2. Click the Show link to see the details of the objective.
3. Click the Update Comments icon to open the Objective Details page.

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

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

Rate Objective Results

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

6. Enter examples or other information in the Comments box in support of the results
rating.

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

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 ;ﬁg}fgji;ﬁf Than B 72

8. Objectives that were not completed will be automatically moved to the next
performance year as long as the Date Completed field is blank.

9. To prevent an incomplete objective from automatically transferring to the next
performance year, enter 30-JUN-XX (the current year) in the Date Completed field and
enter comments in the Comments box.

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

click the Save as Draft button.

NOTE: The on-line appraisal MUST NOT be forwarded to the employee until after the
supervisor has met and reviewed the employee’s performance face-to-face.
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Supervisor (Main Appraiser): Appraises Performance

Summarize Participant Input and Give Final Rating

Swim Lane Supervisor (Main Appraiser)
Flow Block Appraises Performance
Task Summarize Participant Input and Give Final Rating (optional)

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

Steps:

1. Summarize comments from additional participants in the Comments box in the
Feedback section.
NOTE: The supervisor can control whether or not the employee sees the feedback
comments. Instructions can be found in the ‘Supervisor (Main Appraiser): Shares On-
Line Appraisal w/Appraisee’ chapter.
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 drop-down box in the Overall Rating field.

3. Enter supporting comments in the Overall Comments box.
Overall Rating and Comments

Overall Rating |3-Succe ssful E

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

Summarize Participant Input and Give Final Rating

Swim Lane Supervisor (Main Appraiser)

Flow Block Appraises Performance

Task Summarize Participant Input and Give Final Rating (optional)

A completed appraisal:
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 clicking the Update 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 K-Su((e!EﬂA\LD /
Core.Interpersonal Communication 2-Heeds Development (3, 2
Core.Job Knowledge/Functional and Technical Skills 3-Successful 2
Core.Organizing and Planning( 4-Above Expectations /
Core.Quaity of Work g 3-Successful g 2
Core Service Orientatio 3-Successful s 7
Core.Work Hahms@ /
Objectives
Add Objective
Objective Target  Date Employee  Supervisor Results Update
Details Name Start Date Date Completed Results Rating Rating Duplicate Comments Delete
Objective A 15-Sep-2015 15-Mar-2016 18-Mar-2016  2-Achieved 2-Achieved Result =
[E] 7
Result
v Objective B 01-Oct-2015 30-Jan-2016 30-12n-2016  2-Achieved 2-Achieved Resuft =
B 7
Result
Objective C 07-Nov-2015 11-Mar-2016 3-Achieved More N
Than Expected (=] V4
Result
Questionnaire: Employee
Questionnaire Name ~ Salf-Appraisal v2 Last Submitted On  23-Mar-2016

(1 Show Questionnare

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

It is not necessary to have the supervisor or employee sign a printed copy of the
appraisal and a paper copy is not required in the employee’s file. After itis completed,
the on-line appraisal will continue to be accessible to both the employee and the
current supervisor.

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

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

Swim Lane Supervisor (Main Appraiser)

Flow Block Shares On-Line Appraisal w/Appraisee

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

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

Steps:

1. Follow the steps outlined in the previous chapters to navigate to the Performance

Management Dashboard; select the current appraisal task; select the employee and

open the Supervisor Review page.
ORACLE'PHR Performance Management - Supervisor

T Navigator v B Favorites ¥ Home Logout Preferences Help

Gupervisor Review

Share with Employee | Update Appraisal | Submit for Approval

Employee Mame Employeel, Chris Employee Number 166670
QOrganization Email Address kbird@cfo.pitt.edu Department  Financial Information Systems
Manager Supervisorl, Pat Job staff.Administrator.III
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
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 = 2 i}

Anthony
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Supervisor (Main Appraiser): Shares On-Line Appraisal
w/Appraisee

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

Swim Lane Supervisor (Main Appraiser)

Flow Block Shares On-Line Appraisal w/Appraisee

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

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

ORACI_G’PHR Performance Management - Supervisor

n Navigator v @ Favorites ¥ Home Logout Preferences Help

Supervisor Review 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 Job Staff.Administrator.IIl

Setup Details
3. Onthe Share Appraisal Details with Employee page, ensure that the first four boxes at
the top of the page are checked. This is necessary to allow the employee to see the
Competency and Objective ratings and comments. If the boxes are not checked, then
click each one to check it.

ORACLE”PHR Performance Management - Supervisor

m Mavigator v @B Favorites ¥ Home Logout Preferences Help

Supenvisor 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 (appraisee).

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

Rating box. This is a required step as the employee’s feedback replaces the employee’s
signature acknowledging receipt of the appraisal.
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Supervisor (Main Appraiser): Shares On-Line Appraisal
w/Appraisee

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

Swim Lane Supervisor (Main Appraiser)

Flow Block Shares On-Line Appraisal w/Appraisee

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

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

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).

Overall Rating

Competency Ratings and Comments
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.

6. If the appraisal included additional participants and you would like the employee to see
the additional participant’s names, then check the Participant Details box.
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Supervisor (Main Appraiser): Shares On-Line Appraisal

w/Appraisee

Transfer Ownership of the Appraisal to the Employee for Review and

Feedback

Swim Lane Supervisor (Main Appraiser)

Flow Block Shares On-Line Appraisal w/Appraisee

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

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

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 the Submit button to transfer the appraisal to the employee and return to the
Main Appraiser page.
9. There will be a confirmation that the appraisal has been transferred to the Employee.

The Appraise icon will now be gray.

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 On-Line Appraisal

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

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

The Employee:

1. Logsinto PRISM and selects the PHR Performance Management — Employee
responsibility to access the Employee Dashboard.

2. Selects the Go To Task icon on the active Task to open the My Appraisals page.

3. Clicks the View Appraisals Detail/Give Feedback icon.

ORACL_E PHR Performance Management - Employee

I tor v Bp Favorites v 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 On-Line Appraisal

Review On-Line Appraisal

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

4. Reviews the details of the completed appraisal.

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 On-Line Appraisal

Review On-Line Appraisal

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

5. Canclick the Printable Page button to print a copy of the performance appraisal,
however printing from the Print icon on the My Appraisals page produces a better
result. Please refer to the chapter on Printing for more information.

ORACL_& PHR Performance Management - Employee

I B 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 Feedback to Supervisor

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

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

The Employee:

1. Clicks the Share with Supervisor button on the Appraisal Details page. (See the previous

chapter for instructions on navigating to the Appraisal Details page.)

ORACL_E PHR Performance Management - Employee

Details: E

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

Competencies

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

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

Provide Feedback to Supervisor

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

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

ORACL_E PHR Performance Management - Employee

B Favorites v Home Logout Preferences Help

Details: Employee =

Share Appraisal Details with Supervisor _—
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 the Submit button.
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Employee (Appraisee): Provides Feedback to Appraiser

Provide Feedback to Supervisor

Swim Lane Employee (Appraisee)
Flow Block Provides Feedback to Appraiser
Task Employee Provides Feedback to Supervisor (required)
5. The employee will be returned to the My Appraisals page where there will be a message
confirming that the appraisal has been transferred to the supervisor.
ORACL_E PHR Performance Management - Employee
Haome Logout Prefe
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 = 4
Completed Appraisals
6. Logsout.
7. At this point, the employee’s work on the performance appraisal is complete.
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Supervisor (Main Appraiser): Reviews Feedback &
Submits Appraisal for Approval

Review Feedback and Submit Appraisal for Approval

Swim Lane Supervisor (Appraiser)

Flow Block Reviews Feedback & Submits Appraisal for Approval

Task Reviews Employee’s Feedback and Submits Appraisal for Approval
(required)

Supervisors will receive email and workflow notifications informing them that the
employee has transferred the completed appraisal back to them. After reviewing the
employee’s feedback, the supervisor must submit the completed appraisal to their
supervisor for review and approval.

Steps:

1. Follow the steps in prior chapters to navigate to the Main Appraiser tab.
2. Click the Appraise icon for the employee whose appraisal is to be finalized.

ORACL & PHR Performance Management - Supervisor

N Mavigator ™ B Favorites Home Logout Prefer

Appraisals | Performance Management
Main Appraiser

Selected Plan Is  Fiscal 2016 Mon-Superyisor
Appraisals as Supervisor

Appraisals In Progress

Employee Appraisal Date Status Appraisal Details Printf Appraise
Employeel, Chiris 21-Mar-2016 Ongoing with Supervisor =] 2
Info Online

Topics

Performance Management Appraiser Instructions
Performance Management FALQ

Current Workers
Completed Appraisals

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 Reviews Employee’s Feedback and Submits Appraisal for Approval

(required)

3. Review the comments in the Feedback box.

ORACL_E PHR Performance Management - Supervisor

Supervisor Review

N MNavigato Home Logout Preferences

B Favorites v

Employes Mame
Orgarization Ernail Addreass

Manager

Setup Details
Initiator
Appraisal Purpose

Status
Termplate

Overall Rating and Comments

Cwerall Rating
Crwerdl Comments

Employes Feedback

Share with Employee | Update Appraisal | Submit for Approval |

Employeel, Chris Ernployes Murnber 166670
khird@cfo. pitt. edu Departrnent  Financial Information
Systems
Supervisorl, Pat lob  Staff.administrator JIT
Change Main Appraiser
Employeel, Chris Supervisor - Superyisorl, Pat

Appraisal Date 21-Mar-2016
Mext Appraisal Date
Appraisal-

Non-Supervisory Role v3

F-Successful

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.

Hi Pat,

1 have received and reviewed this year's performance appraisal. I
don't have anything to add.

Thanks,

Chris

If necessary, the appraisal can be sent back to the employee. For example, if the
employee did not include any feedback. Click the Share with Employee button and
follow the instructions in in the ‘Share On-Line Appraisal with Employee’ chapter.
If the feedback is sufficient, click the Submit for Approval button to forward the

appraisal for approval.

NOTE: The appraisal will be forwarded to the Supervisor’s Supervisor for approval.
The Give Final Ratings: Supervisor page shows a summary of the performance

appraisal.
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Supervisor (Main Appraiser): Reviews Feedback &
Submits Appraisal for Approval

Review Feedback and Submit Appraisal for Approval

Swim Lane Supervisor (Appraiser)

Flow Block Reviews Feedback & Submits Appraisal for Approval

Task Reviews Employee’s Feedback and Submits Appraisal for Approval
(required)

7. Besure to scroll to the bottom of the page and ensure that the Provide Feedback on
Overall Rating box is UNCHECKED (not checked).

ORACLE" PHR Performance Management - Supervisor

it navgator v B Favomes v Home Logout Preferancas Help

Give Final Ratings: Supervisor

Cancal | | Saveas Draft | | Continue

e Employeel, Chris Employee Number 166670
dbclo.pit ed Department Fi

; inancial Information Systems
Mar porvisorl, Pat Job Staft Administrator. 11T
aisoe's), and all participants’ raings.

Show All Detals | Hide All Datails
Defalls Objective Name  StartDate  TargetDale  Date Completed  Comments

Objectiva A 155ep 2015 15Mar2016  20-Mar 2016 Work was actually complsted on 12-Mar-16 but was ot able

10 abtan sign-off untd the 20
e Objective B 01042015 30Jan2016  30-Jan-2016

Objective C O7-Nov-2015  11-Mar-2016

Overall Rating and Comments

Overall Rating ]

Overall Commants

Emplayes Feedback

Details to be shared with Employee

Selact appraisal components to shars with the appraises when the appraisalis complate
Addmonal Detads

8. If the Provide Feedback on Overall Rating box is checked, uncheck it. The Additional
Details box should also be unchecked.
Details to be Shared with Employee

Select appraisal components to sharg s Ren the appraisal is complete.
Li

- Cappld
[] additional Details

v 0 Q0

ticipant Comments

Cancel Save as Draft Continue
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Supervisor (Main Appraiser): Reviews Feedback &
Submits Appraisal for Approval

Review Feedback and Submit Appraisal for Approval

Swim Lane Supervisor (Appraiser)

Flow Block Reviews Feedback & Submits Appraisal for Approval

Task Reviews Employee’s Feedback and Submits Appraisal for Approval
(required)

9. Click the Continue button.

ORACL_E PHR Performance Management - Supervisor

N Navigator ™ B Favorites Home Logout Preferences Help

Supervisor Review =

Give Final Ratings: Supervisor | —
Cancel | Save as Draft |< Continue D
Ermployee Mame  Employeel, Chris Ermployes Mumber 166670
Crganization Email address  kbird@cfio,pitt, edu Department  Financial Information
Systems
Manager Supervisorl, Pat Job  Staff.Administrator.III

Competency Ratings

Click Show to wiew the supervisor's (main appraiser's), the emplovee's (appraisee's), and all participants' ratings.
Show All Details | Hide &)l Details

Details Competency Score
Shiowy Core, Composure ‘.s_;’. 3
Shiowy Core, Decision Making @ 3
Shiowy Core, Initiating Action ‘.‘_;’, 3
Shiowe Core, Interpersonal Communication @® 3
Shiowy Core, Job Knowledgef/Functional and Technical Skillsg_i;, 2.5
Shiowy Core, Organizing and Planning @ 3.5
Shiowy Core, Quality of work @ 3
Show Core. Service Orientationﬁ) 3
Shiow Core. Wark Habits @ 3

Objective Ratings
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Supervisor (Main Appraiser): Reviews Feedback &

Submits Appraisal for Approval

Review Feedback and Submit Appraisal for Approval

Swim Lane Supervisor (Appraiser)
Flow Block Reviews Feedback & Submits Appraisal for Approval
Task Reviews Employee’s Feedback and Submits Appraisal for Approval

(required)

10. The Give Final Ratings: Review Page has a Printable Page button which allows the
supervisor to print the performance appraisal.

NOTE: The Print icon on the Main Appraiser page gives a better printout than the
Printable Page button. Refer to the chapter on Printing for more information.

ORACL_E PHR Performance Management - Supervisor

Supervisor Review = Give Final Ratings: Supenisor =

Give Final Ratings: Review

B Favorites w

Home Logout Preferences Help

To make changes to the appraisal, click Back, To complete the

appraisal, click Subrmit,

Employes Mame  Employeel, Chris
Organization Email Address  kbird@cfo.pitt, edu

Mahager Supervisorl, Pat

Competency Ratings

Showe &)l Details | Hide Al Detals

Printable q - )
Cancel B Back Submit

Ermployes Mumber 166670
Department  Financial Information
Systems
Job Staff.Administrator.II1

Details Competency Score
[ Show Care.Compasure 3

= Shiowy Core.Decision Making 3

[ Show Core.Initiating Action 3

= Shiowr Core.Interpersonal Cornmunication 3

= Shiove Care, Job Knowledge/Functional and Technical Skills 3.5

= Shiowy Core.Organizing and Planning 3.5

[ Showr Core.Quality of Wark 3

= Shiowr Core.Service Orientation ]

[ Show Core.Woark Habits 3

Dbjectives
11. Click the Submit button to continue.
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Supervisor (Main Appraiser): Reviews Feedback &
Submits Appraisal for Approval

Review Feedback and Submit Appraisal for Approval

Swim Lane Supervisor (Appraiser)

Flow Block Reviews Feedback & Submits Appraisal for Approval

Task Reviews Employee’s Feedback and Submits Appraisal for Approval
(required)

12. When the submittal warning pops up, click the Yes button to continue.

ORACL_E PHR Performance Management - Supervisor

B Favorites v Home Logout Preferences

/4y VWarning
You have chosen to complete this appraisal.

You cannot update a completed appraisal. Do you want to continue?,

Home Logout Preferences

13. On the Main Appraiser page, the status of the appraisal has changed to ‘Pending
Approval’ and the Appraise icon is grayed out.

14. At this point the supervisor’s work on the performance appraisal is complete unless
their supervisor rejects the appraisal.

15. The system sends the supervisor’s supervisor email and workflow notifications
notifying them that the appraisal has been submitted to them for approval.
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Supervisor’s Supervisor (Approver): Approves Appraisal

Review and Approve Appraisal

Swim Lane Supervisor’s Supervisor (Approver)
Flow Block Approves Appraisal
Task Reviews Performance Appraisal and Approves Appraisal (required)

The Supervisor’s Supervisor will receive workflow and email notifications that the
performance appraisal has been submitted for approval.

The Supervisor’s Supervisor:
1. Opens the email notification.

PRISM Workflow ... Action Required: Appraisal for Employeel, Chris [proposed by Supervisorl, Pat)
From Supervisorl, Pat To Approverl, S5am

2. Clicks the Please click here to Respond link at the bottom left corner of the email.

[Action History

Sequence Name Action
1 Supervisorl, Pat Submit
2 Approverl, Sam Pending
[Related Applications

|=| View Action

|=| Return For Correction

@ck here to R.e@

If prompted, logs in with University account user name and password.

Reviews the performance appraisal.

5. Alternatively, logs in to PRISM and clicks on the workflow notification to review the
performance appraisal.

dw
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Supervisor’s Supervisor (Approver): Approves Appraisal

Review and Approve Appraisal

ORACLE’

gator ¥ @ Faworit ome ut Preferen

Appraisal for Employee1, Chris (proposed by Supervisor 1, Pat)

Approve | [ Reject | [ Reassign

From  Supervisord, Pat Attachments
To Approverl, Sam
Sent 26-Mar-2016 18:00:20
Due 26-Mar-2017 18:00:20
D 14350763

Overall Rating and Comments

Overal Rating - 3-Successful
Oversl 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 1
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.

Appraisee Feedback  Hi Pat,
1 have received and reviewed this year's performance appraisal. 1
don't have anything to add.
Thanks,
Chris

Advancement Potential

Readiness Level
Retention Level
Shart-Term Waork Opporturity
Long-Term Work Opporturity
Potential Detals

Details Shared with Appraisee

0O Addtiondl Detalls & 0 Overal Rating
O Participant Names O overall Comments
O Participart: Ratings O Participant Comments

Appraisee Feedback
IR Provide Feedback on Overal Rating

Competency Ratings

Total Scare Camments

Show 4l Detals | Hde Al Detais

Details Competency Current Proficiency Level New Proficiency Level Score
how Core.Composire
how Core, Decision Making 3
how Core.Initiating Action 3
hov Core. Interpersonal Communication 3
how Core.Job Knowledge fFunctional and Techrical Skils as
how Core. Orgarizing and Planning as
how Core. Quality of Work 3
how Core, Service Orientation 3
how Care,Wark Habits 3

Objectives
Totdl Score Comments

Show 4l Detals | Hde Al Detais

Details Objective Name Start Date  Target Date  Achievement Date  Comments Store
how Objective A 155802015 15-Mar-2016  16-Mar-2016 Project work s completed. 2
how Objective B 01-0ct-2015  30-1an-2016  30-Jan-2016 Wetrics show a 10%

improvernent in effort and
performance.
Show Objective C 07-Mow-2015  11-Mar-2016 3
Participants

Full Name Participation Type Questionnaire Name Last Notified Date Date Completed

Bird, Karen Appraiser 23-Mar-2016 Z3MEr-2016

Employee12, Anthony Reviewrer 23-Har-2016

Action History,

Sequence  Name Action  Da Notes

te
Supervisorl, Pat Stbmit  22-Mar-2016 15:15:45
2 Approvert, sam Pencing

Related Applications

& view action
[E] Retun For Conection

Response

Note

Return to Workist approve | [ Reject | [ Reassign
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Supervisor’s Supervisor (Approver): Approves Appraisal

Review and Approve Appraisal

Swim Lane Supervisor’s Supervisor (Approver)
Flow Block Approves Appraisal
Task Reviews Performance Appraisal and Approves Appraisal (required)

6. If desired, enters a message in the Note box in the Response section.

Response

Mote

Returt to worklist Approve | Reject | Reassign

Home Logout Prefere

7. Clicks the Approve button to approve and finish the performance appraisal.

Alternatively, clicks the Reject button to send the appraisal back to the supervisor for
additional work.

8. If the appraisal should be approved by someone other than the supervisor’s supervisor,

clicks the Reassign button to send the appraisal to the person who should approve it.

ORACLE

Home Logout Preferer

Appraisal for Employee, Chris (proposed by Supenvisor1, Pat)

Fram
To
Sent
Dl
jin]

Approve Reject Reassign

Supervisorl, Pat Attachments
Approverl, Sam

26-Mar-2016 18:00:20

26-Mar-2017 18:00:20

14350763

Dverall Rating and Comments

Cweral Rating  3-Successful
Overall Cormments  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 1
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.

Appraisee Feedback  Hi Pat,
I have received and reviewed this year's performance appraisal. 1
don't have anything to add.
Thanks,
Chris

9. Once the appraisal is approved, the Performance Management process is complete and
no further work can be done on the appraisal.
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Supervisor (Main Appraiser): Views Approved
Performance Appraisals

Review Approved Appraisals

Swim Lane N/A
Flow Block N/A
Task Supervisor Views Approved Performance Appraisals (optional)

Once a performance appraisal has been approved, it can no longer be viewed under the
Appraisals in Progress section of the Main Appraiser’s page. Instead it can be found in
the Completed Appraisals section at the bottom of the page.

Steps:

1. Loginto PRISM and select the PHR Performance Management — Supervisor
responsibility and select Performance Management to access the Supervisor Dashboard.
Click the Go To Task icon to open the Main Appraiser page.

ORACLE”PHR Performance Management - Supervisor

2.

i Navigator v @ Favorites ¥ Home Logout Preferences Help

Appraisals | Performance Management

Logged In As Supervisorl, Pat

0On 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 list,
Switch Manager
Expand Al | Collapse Al
~ View By Reporting Hierarchy
s
Go to Reports
Foous Task Process Start Date End Date g ® Appraisal Summary
= Fiscal 2016 Mon-Supervisory 21-Mar-2016 16-Apr-2016 G
Manage appraisals: Appraisal- Appraisal 21-Mar-2016 16-Apr-2016 @ p fick
Non-Supervisory Role v3 Click to Access
- - — - Plan Help Documents
Notifications Awaiting Your Attention Fiscal 2016
Subject Sent Name Department Job Effective Date Update Delete MNon-Supervisory

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

3. Scroll to the bottom of the page to the Completed Appraisals section.

ompleted appraisals

Filter the list of completed appraisals wsing arny combination of Appraisee, Appraisal Date, and Appraisal Purpose,
Ernployes Q
Last Marne, Title, First Mame

Appraisal Date I
lexarmple: 27-Mar-201E)

Go Clear
Employee Appraisal Date Period Start Date Period End Date Details Print Delete Journal
Ermployeel, Chris 21-Mar-20165 21-Mar-2016 18-4pr-2016 @ m
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Supervisor (Main Appraiser): Views Approved
Performance Appraisals

Review Approved Appraisals

Swim Lane N/A
Flow Block N/A
Task Supervisor Views Approved Performance Appraisals (optional)

4. Find the employee’s name in the list and click the Details icon to view the completed
appraisal.

ORACL_E PHR Performance Management - Supervisor

[ Home Logout Prefer

Appraisals | Performance Management
Main Appraiser

Selected Plan Is  Fiscal 2016 Non-Supervisol
Appraisals as Supervisor

Appraisals In Progress

Employee Appraisal Date Status Appraisal Details Print  Appraise
Mo results found.

Info Online

Topics

Performance Management Appraiser Instructions
Performance Management FAQ

Current Workers
Completed Appraisals

Filker the list of cormpleted appraisals using any cornbination of Appraisee, Appraisal Date, and Appraizal Purpose,
Ernployes
Last Marne, Title, First Marne

Appraizal Date |
[exarnple: 27-Mar-201E]

Go Clear
Employee Appraisal Date Period Start Date Period End Date Journal
Ernployesl, Chris 21-Mar-2016 21-Mar-2016 16-Apr-2016
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Supervisor (Main Appraiser): Views Approved
Performance Appraisals

Review Approved Appraisals

Swim Lane N/A
Flow Block N/A
Task Supervisor Views Approved Performance Appraisals (optional)

5.

If the list of employees is very long, enter the employee’s name in the Employee field
and click the Go button to search for the employee. The search can be further
narrowed by entering a date in the Appraisal Date field.

NOTE: The appraisal date is the start of the performance appraisal process — usually May
first of the fiscal year being appraised.

Current Workers
Completed Appraisals

Filter the e cormpleted appraisals using any commestion of Appraises, Appraisal Date, and Appraisal Purpose,
Employes

Lazt Marnz, Title, First Marne

=
@ I Clear

Employee AppraisalDate Period Start Date Period End Date Details Print Delete Journal
Ernployesl, Chris 21-Mar-2016 21-Mar-2016 16-Apr-2016 lﬂ £ = Eﬂ

sLgizal Date
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Objective Setting Process Flow Diagram

Objective Setting Workflow

Entered by
Employee?

Shares Objectives
No——p Form with m—
Supervisor

Yes

Tracks Progress ——

Adds Objectives for
Fiscal Year

Employee (Appraisee)

v
Approves Objectives
Adds/Reviews/Edits Additional Work > & Transfers ¢
Objectives by Employee? N Objectives Form

Back to Employee

Supervisor (Main Appraiser)
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Objective Setting - General

General Information About Setting Objectives and the Objectives Form

Swim Lane N/A
Flow Block N/A
Task N/A

Objective Setting and the Objectives Form

Setting, tracking and rating objectives during the performance appraisal year (July 1 —
June 30) is an optional step in the Performance Appraisal process.

The on-line Objectives form can be used to record individual objectives at the start of
and throughout each appraisal year. It can then be used at the end of the year to rate
and describe the results of each objective. The Objectives form, updated with results
and ratings, will become part of the self-appraisal form used in preparation for the
annual performance appraisal.

The manner in which the Objectives form is used is determined by individual supervisors
or by their management. Options for utilizing the Objectives form are:

e Objectives can be entered by the employee and then be reviewed and edited by
the supervisor;

e Objectives can be entered by the supervisor and then be viewed but NOT edited
by the employee

e Objectives entered by the employee can be updated to record progress by either
the employee or the supervisor

e Objectives entered by the supervisor cannot be updated by the employee.
However, the employee can send progress updates to the supervisor who can
then update the objective.

e Objectives can be entered into the Objectives form at the beginning of the year
and updated throughout the year;

e Objectives can be entered into the Objectives form at the beginning of the year
and then not updated again until the end of the year;

e Objective setting can be skipped altogether;

e If objectives are not set at the beginning of or during the year, they can still be
added to the performance appraisal and rated;

e If objectives are not set at the beginning of or during the year, they can still be
added to the performance appraisal and NOT be rated;
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Objective Setting - General

General Information About Setting Objectives and the Objectives Form

In summary, objective setting is optional and the Objectives form is a tool that can be
used at the discretion of supervisors and their management in a way that best supports
management needs.

Definition of an Objective

An objective is a result that is expected to be accomplished in the course of performing
a job. Objectives ensure that both employees and Supervisors agree on the primary
areas where efforts should be focused each year and the criteria with which success will
be measured. Objectives should be written in conjunction with supervisory and, if
applicable, departmental and/or divisional goals.
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Employee: (Objectives) Entered by Employee - Yes

Navigate to the Objectives Form

Swim Lane Employee (Appraisee)
Flow Block Entered by Employee - Yes
Task Employee Navigates to the Objectives Form (optional)

Objective setting is optional so if the Objectives form is not being used, no action is
required.

However, if objectives are to be entered, some steps are required.

When the objective setting periods starts, the ownership of the Objectives form will be
with the employee. This chapter provides instructions for entering objectives when
they are to be entered by the employee. If objectives are to be entered by the
supervisor, please skip to the next chapter.

The Employee:

1. Logsinto PRISM.
2. Selects the PHR Performance Management — Employee responsibility.
3. Selects the Performance Management menu item to access the Employee Dashboard.

ORACLE'E-Business Suite

B Favorites ¥ Logout Preferences Help

Enterprise Search I All |Z| I Go Search Results Display Pre
Logged In As EMPLOYEE1

Oracle Applications Home Page

Main Menu Worklist
Personalize Full List
[ CJpHR Employee Self-Service From Type Subject Sent Due
= EJpuR performance Management - There are no notifications in this view.
Emploves ¥ 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 i .
B L et PRISM TRKS USERS: Approved timecards are due before noon on
Appraisals Monday.

E Performance Management]
& T prISM TRKS Time

4. Onthe Employee Dashboard finds the Task for the current year (the name changes each
year).
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Employee: (Objectives) Entered by Employee - Yes

Navigate to the Objectives Form

Swim Lane Employee (Appraisee)
Flow Block Entered by Employee - Yes
Task Employee Navigates to the Objectives Form

5. Clicks the Go To Task icon.
ORACLG"PHR Performance Management - Employee

n Navigator v @ Favorites ¥ Home Logout Preferences Help

Appraisals | Performance Management

Logged In As Employeel, Chri
0On this page, you can access your development functions and view Performance management 3
notification messages. P
Plan Attachments

Fiscal 2017 Mon-Supervisory

Performance Management Task List
Expand All | Collapse Al
&

ask
=) Fiscal 2017 Non-Supervisory

Manage appraisal: Appraisal-
MNon-Supervisory Role v3

Go to
Process Start Date End Date g

30-Mar-2016 30-Apr-2016
Appraisal 30-Mar-2016 30-Apr-2016

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

6. The My Appraisals page will open.
7. Clicks the Update icon.

ORACLG"PHR Performance Management - Employee

n Navigator v @ Favorites v Home Logout Preferen

Appraisals | Performance Management
My Appraisals | Participant
Selected Plan Is  Fiscal 2017 Non-Supervison

Objectives
Appraisals of Employeel, Chris
Employee Supervisor Period Start Date Status Details Printf Update
Employeel, Chris Supervisorl, Pat 30-Mar-2016 Planned P
Completed Appraisals
Mote that the search is case insensitive
Initiator Q
Lzst Name, Title, First Name
Appraisal Date I
(eample: 30-Mar-2018)
Clear
TInitiator Appraisal Date Period Start Date Period End Date Appraisal Purpose Details Print Plan

Mo results found.
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Employee: Adds Objectives for the Fiscal Year

Add/Update Objectives for the Fiscal Year

Swim Lane Employee (Appraisee)
Flow Block Adds Objectives for the Fiscal Year
Task Employee Enters Objectives for the New Appraisal Year (optional)

If there were any incomplete objectives from the prior appraisal year, they will
automatically transfer over into the current year. In this case, the objectives will already
be on the Objectives form when it is opened. If there weren’t any incomplete objectives
from the prior appraisal year or if objectives weren’t entered into the on-line tool, then
the Objectives form will be empty.

The instructions below also apply when an objective needs to be updated.
The Employee:

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

1. Clicks the Add Objective button. (required)

ORACLE'PHR Performance Management - Employee

n MNavigator v @ Favorites » Home Logout Preferences Help
# O
Overview Review
|
Cancel | Save as Draft | Share with Supervisor Continue
Employee Name Employeel, Chris Employee Mumber 167842
Organization Ermail Address  kbird @cfo.pitt.edu Department  Financial Information Systems
Manager Supervisorl, Pat Job  Staff.Administrator.IIT
0Objectives
Add Objective
—
Objective Name Start Date Target Date Date Completed Duplicate Update Details Quick Update
No results found.
Cancel | Save as Draft | Share with Supervisor | Continue |

2. Inthe Objective Name field, enters a descriptive name for the objective. (required)

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

4. Inthe Target Date field, enters the date by which the objective should be completed.
(optional)
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Employee: Adds Objectives for the Fiscal Year

Add/Update Objectives for the Fiscal Year

Swim Lane Employee (Appraisee)
Flow Block Adds Objectives for the Fiscal Year
Task Employee Enters Objectives for the New Appraisal Year (optional)

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

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

7. Ifany work has already been completed on the objective, enters an appropriate percent
in the Complete % field. If the work has not started, enters 0% or leaves the field blank.

(optional)

8. More detailed information about the objective can be entered into the Detail box.

(optional)

9. Text detailing the criteria to measure the success of the objective can be entered into
the Success Criteria box. (optional)
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Employee: Adds Objectives for the Fiscal Year

Add/Update Objectives for the Fiscal Year

Swim Lane Employee (Appraisee)
Flow Block Adds Objectives for the Fiscal Year
Task Employee Enters Objectives for the New Appraisal Year (optional)

10. Comments about the objective can be entered into the Comments box. (optional)

C)RAC'_G"PHR Performance Management - Employee

n Navigator v B Favorites v Home Logout Preferences Help
o
Overview Review
Add Objective
P -
Indicates required field Cancel Save as Draft | Apply and Add Another | Apply |
* Objective Name |Im|3r0\fe Work Flow Complete (%) @®
Created By Employeel, Chris Date Completed

* Start Date |01-JUk2016

Target Date I30-N0v-2016

Mext Review Date I
* Priority m

Description

Detal |Modify the existing tasks and forms to provide a more efficient flow
and faster completion of work.

Success Criteria  |Realize 3 10% improvement in effort and work completion.

Comments
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Employee: Adds Objectives for the Fiscal Year

Add/Update Objectives for the Fiscal Year

Swim Lane Employee (Appraisee)
Flow Block Adds Objectives for the Fiscal Year
Task Employee Enters Objectives for the New Appraisal Year (optional)

11. Clicks the Apply and Add Another button to save the objective and enter another or
alternatively, clicks the Apply button to save the objective and return to the objectives

main page.

ORACLE”PHR Performance Management - Employee

n Navigator v @ Favorites ¥ Home Logout Preferences Help
( O
Overview Review
Cancel Save as Draft | Share with Supervisor | Continue
Employee Name Employeel, Chris Employee Number 167842
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 Duplicate Update Details Quick Update
Automate FRM-PZEYF 01-5ep-2016 01-Apr-2017 f“D / ./El
Improve Work Flow 01-Jul-2016 30-Nov-2016 [‘B 7 o
Cancel | Save as Draft | Share with Supervisor | Continue

12. Clicks the Save as Draft button to save work for later.
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Employee: Shares Objectives Form with Supervisor

Share the Objectives Form with Supervisor

Swim Lane Employee (Appraisee)
Flow Block Shares Objectives Form with Supervisor
Task Employee Transfers Objectives Form to Their Supervisor (optional)

The steps in this chapter must be followed if:

supervisor needs to review them; or

e The supervisor will be entering the objectives

The employee has entered objectives for the performance year and their

In both cases, the ownership of the Objectives form must be transferred to the

supervisor.

The Employee:

1. Clicks the Share with Supervisor button at the top of the main self-appraisal page.

ORACLE”PHR Performance Management - Employee

B Favorites v

n Navigator v

Home Logout Preferences Help

B

Overview

Review

Improve Work Flow

Objectives
Add Objective
0Objective Name Start Date
Automate FRM-P2EYF 01-5ep-2016
01-ul-2016

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

Manager Supervisorl, Pat

Cancel Save as Draft | Share with Supervisor Continue
Employee Number 167842
Department Financial Information Systems
Job  Staff.Administrator.III
Target Date Date Completed Duplicate Update Details Quick Update
01-Apr-2017 [‘D -/ _/@
30-Nov-2016 r‘D -/ /‘@
Cancel Save as Draft \ Share with Supervisor | Continue

Performance Management On-Line
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Employee: Shares Objectives Form with Supervisor

Share the Objectives Form with Supervisor

Swim Lane Employee (Appraisee)
Flow Block Shares Objectives Form with Supervisor
Task Employee Transfers Objectives Form to Their Supervisor (optional)

2. |Ifdesired, enters a message to the supervisor in the Notification Message for Supervisor
box.

ORACLG”PHR Performance Management - Employee

n Mavigator v @B Favorites ¥ Home Logout Preferences Help

Share Details with Superviser
Click Submit to transfer ownership to your supervisar. Cancel Submit

Notification Message for Supervisor

Click Submit to transfer ownership to your supervisor. [T have entered the two objectives that we discussed last week. You said there
might be another one but you didn't have the details yet. Do you want me to
include it?

Thanks,
Chris

w

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

ORACLG"PHR Performance Management - Employee

n Mavigator ¥ B Favorites ¥ Home Logout Preferences Help

Appraisals | Performance Management

My Appraisals | Participant
Selected Plan Is  Fiscal 2017 Non-Supervisory|

D Confirmation

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

Objectives
Appraisals of Employee1, Chris

Employee Supervisor Period Start Date Status

Employeel, Chris Supervisorl, Pat 30-Mar-2016 Ongoing with Supervisor
Completed Appraisals
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Employee: Shares Objectives Form with Supervisor

Share the Objectives Form with Supervisor

Swim Lane Employee (Appraisee)
Flow Block Shares Objectives Form with Supervisor
Task Employee Transfers Objectives Form to Their Supervisor (optional)

5. Logs out of PRISM.
6. The employee’s supervisor receives email and workflow notifications saying that the

employee has transferred ownership.

Performance Management On-Line
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Supervisor: Adds/Reviews/Edits Objectives

Review Objectives Entered by the Employee

Swim Lane Supervisor (Main Appraiser)
Flow Block Adds/Reviews/Edits Objectives
Task Supervisor Reviews Objectives Entered by the Employee (optional)

Supervisors cannot view or update the Objectives form until employees transfer
ownership to them. Once a notification is received saying that ownership has been
transferred, then the supervisor can log in to PRISM to access the Objectives form. This
is also true if the supervisor is the one who will be entering the objectives instead of the
employee.

Steps:

1. Loginto PRISM.
2. Select the PHR Performance Management — Supervisor responsibility.
3. Select ‘Performance Management’ to access the Supervisor Dashboard.

ORACLE”E-Business Suite

B Favorites ¥ Logout Preferences Help

Enterprise Search | All |Z| | Go Search Results
Logged In As SUPERVISOR1

QOracle Applications Home Page

Main Menu workdist
Personalize Full List
I pHR Emplovee Seff-Service From Type Subject Sent Due
T pHR performance Management - There are no notifications in this view.
Employee “TIP Vacation Rules - Redirect or auto-respond to notifications.
= EJ pHR Performance Management - " TIP Worklist Access - Specify which users can view and act upon your
Supervisor notifications.
E ) — —
S A1 Actions TR TR PRISM TRKS USERS: Approved timecards are due before noon
Manager Actions on Monday.
E Appraisals
B performance Management]
[ prISM TRKS Supervisor
0 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: Adds/Reviews/Edits Objectives

Review Objectives Entered by the Employee

Swim Lane Supervisor (Main Appraiser)
Flow Block Adds/Reviews/Edits Objectives
Task Supervisor Reviews Objectives Entered by the Employee (optional)

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

ORACLG"PHR Performance Management - Supervisor

N Mavigator* B Favorites » Home Logout Preferences Help
Appraisals | Performance Management

Logged In As Supervisorl, Pat
0On 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 list.
Switch Manager
Expand Al | Collapse Al
& | View By Reporting Hierarchy
Go to Reports
Focus Task Process Start Date End Date g ® Appraisal Summary
= Fiscal 2017 Non-Supervisory 30-Mar-2016 30-Apr-2016 o
Manage appraisals: Appraisal- Appraisal 30-Mar-2016 30-Apr-2016 @ E h
Mon-Supervisory Role v3 Plan Attachments
Fiscal 2017
i i it i .
Notifications Awaiting Your Attention Non-Supervisary
Subject Sent Name Department Job Effective Date Update Delete

No results found.

6. The Main Appraiser page will open.
ORACLE"PHR Performance Management - Supervisor

N Navigator v Bp Favorites v Home Logout Preferences Help|

Appraisals | Performance Management
Main Appraiser

Selected Plan Is Fiscal 2017 Non-Supervisc
Objectives As Supervisor

Objectives in Progress
Employee Period Start Date Status Details Print Update
Employeel, Chris 30-Mar-2016

Ongoing with Supervisor d
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Supervisor: Adds/Reviews/Edits Objectives

Review Objectives Entered by the Employee

Swim Lane Supervisor (Main Appraiser)
Flow Block Adds/Reviews/Edits Objectives
Task Supervisor Reviews Objectives Entered by the Employee (optional)

7. Click the Update icon.
ORACLE"PHR Performance Management - Supervisor

n MNavigator v B Favorites v Home Logout Preferences Help

Appraisals | Performance Management
Main Appraiser

Selected Plan Is  Fiscal 2017 Non-Supervisc
Objectives As Supervisor

0bjectives in Progress

Employee Period Start Date Status Details Prinf Update
Employeel, Chris 30-Mar-2016 Ongoing with Supervisor 7

Info Online

Topics
Handbook

Current Workers
Completed Appraisals

Fitter the list of completed appraisals using any combination of Appraisee, Appraisal Date, and Appraisal Purpose.
Employae Q,
Lzst Name, Title, First Name
Appraisal Date I
{esmmiple: 30-Mar-2016)

Go Clear
Employee Appraisal Date Period Start Date Period End Date Details Print

No results found.
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Supervisor: Adds/Reviews/Edits Objectives

Review Objectives Entered by the Employee

Swim Lane Supervisor (Main Appraiser)
Flow Block Adds/Reviews/Edits Objectives
Task Supervisor Reviews Objectives Entered by the Employee (optional)

8. Review the objectives entered by the employee, if any.

ORACLGBPHR Performance Management - Supervisor

N Navigator v B Favorites ¥ Home Logout Preferences Help

Supervisor Review

Share with Employee | Update Objectives
Employee Mame Employeel, Chris Employee Number 167842
COrganization Email Address  khird@cfo.pitt.edu Department  Financial Information Systems
Manager Supervisorl, Pat Job Staff.Administrator.IIT
Objecti
Show All Details | Hide All Details
Details Objective Name Start Date Target Date Date Completed
utornate FRM-PZEYF 01-Sep-2016 01-Apr-2017
MShovmprove Work Flow 01-Jul2016 30-Nov-2016
Return to Summary Share with Employee | Update Objectives
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Supervisor: Adds/Reviews/Edits Objectives

Review Objectives Entered by the Employee

Swim Lane Supervisor (Main Appraiser)
Flow Block Adds/Reviews/Edits Objectives
Task Supervisor Reviews Objectives Entered by the Employee (optional)

9. Click the Show link to see the details of the objectives.
ORACLE’PHR Performance Management - Supervisor

. Navigator v @ Favorites ¥ Home Logout Preferences Help

Supervisor Review

Share with Employee | Update Objectives
Employee Name Employeel, Chris Employee Number 167842
Organization Ermail Address  kbird @cfo.pitt.edu Department  Financial Information
Systems
Manager Supervisorl, Pat Job  Staff.Administrator.IIT
biecti

Show All Details | Hide All Details
Details Objective Name Start Date Target Date Date Completed
E|Hid»—'_' Automate FRM-P2EYF 01-5ep-2016 01-Apr-2017

Additional Details

Created By Employeel, Chris
Detal Develop the specifications to put form FRM-P2EYF online.
Work with the development team to build and test the new
form. Revise policy & procedure to accommodate the on-line
version. Develop and deliver training.

Success Criteria - Paper FRM-P2EYF will be eliminated and seamlessly replaced
with an on-line form with no disruption in day-to-day
activities.

Comments
Mext Review Date 01-Jan-2017
Priority High
Complete (%)

w Improve Work Flow 01-Jul2016 30-Nov-2016
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Supervisor: Adds/Reviews/Edits Objectives

Edit Objectives Entered by the Employee

Swim Lane Supervisor (Main Appraiser)
Flow Block Adds/Reviews/Edits Objectives
Task Supervisor Edits Objectives Entered by the Employee (optional)

If the objectives entered by the employee do not require any additional work, skip to
the next chapter.

If the supervisor wants to edit the objectives entered by the employee or if the
supervisor is the one creating the objectives then the steps below should be followed.

Steps:
1. Click the Update Objectives button to open the Objective Details page.
C)RAC'_E’PHR Performance Management - Supervisor
n Navigator v B Favorites v Home Logout Preferences Help
Supervisor Review ——
Share with Employee Update Objectives
Employee Mame Employeel, Chris Employee Murmber 167842
Organization Email Address  kbird@cfo.pitt.edu Department Finandial Information Systems
Manager Supervisorl, Pat Job Staff.Administrator.III
Obiecti
Show All Details | Hide All Details
Details Objective Name Start Date Target Date Date Completed
Show Autormate FRM-P2EYF 01-5ep-2016 01-Apr-2017
Show Improve Work Flow 01-Jul2016 30-Hov-2016
2. Click the Update Comments icon next to the objective that is to be changed.

ORACLG’PHR Performance Management - Supervisor

Home Logout Preferences Help

n Navigator v

B Favorites w

Supervisor Review =
Update Appraisal

Cancel | Save as Draft | Apply |

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

Objecti
Add Objective

Details Objective Name Start Date Target Date

Show|Autormate FRM-P2EYF 01-5ep-2016 01-Apr-2017

Show Improve Work Flow 01-Jul-2016 30-Nov-2016

Employee Number 167842
Department  Financial Information Systems
Job  Staff.Administrator. III

Date Completed Duplicate Update Comments

B
5D
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Supervisor: Adds/Reviews/Edits Objectives

Edit Objectives Entered by the Employee

Swim Lane Supervisor (Main Appraiser)
Flow Block Adds/Reviews/Edits Objectives
Task Supervisor Edits Objectives Entered by the Employee (optional)

3. Review the data entered by the employee and make any necessary changes.
ORACLEQPHR Performance Management - Supervisor

N Navigator v @ Favorites ¥ Home Logout Preferences Help

Supenvisor Review = Update Appraisal =
Update Objective Details
Click Add Objective to create objectives against which you measure performance.

Ca | Sa Draft A
* Indicates required field Lo ve as ora | DDl |

* Objective Name IImprD\fe Waork Flow Complete (%) &
Created By Employeel, Chris Date Completed H

* Start Date IDl—JuI—EDlS

Target Date I30—No\f—2016
MNext Review Date I
Priority I High :

Description

Detail |Modify the existing tasks and forms to provide a more effident flow
and faster completion of work.

Success Criteria  |Realize a 10% improvement in effort and work completion.

Comments

4. When finished editing, click the Apply button to save the changes.
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Supervisor: Adds/Reviews/Edits Objectives

Add Objectives

Swim Lane Supervisor (Main Appraiser)
Flow Block Adds/Reviews/Edits Objectives
Task Supervisor Adds Objectives (optional)

If there were any incomplete objectives from the prior appraisal year, they will
automatically transfer over into the current year. In this case, the objectives will already
be on the Objectives form when it is opened along with any objectives entered by the
employee. If there weren’t any incomplete objectives from the prior appraisal year and
if the employee didn’t enter any, then the Objectives form will be empty.

Additional objectives can be added, however employees will not be able to update
objectives that are created by their supervisor. They will be able to send comments but
any updates to these objectives must be entered by the supervisor.

Steps:

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

1. Click the Add Objective button. (required)
ORACLE'PHR Performance Management - Employee

. Navigator v @B Favorites v Home Logout Preferences Help
Q ]
Overview Review
| Cancel Save as Draft Share with Supervisor Continue
Employee Mame Employeel, Chris Employee Mumber 167842
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 Duplicate Update Details Quick Update
No results found.
Cancel | Save as Draft | Share with Supervisor | Continue |

2. Inthe Objective Name field, enter a descriptive name for the objective. (required)
3. Inthe Start Date field, enter the date on which the objective is scheduled to start or the
actual date if the work has already started. (required)
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Supervisor: Adds/Reviews/Edits Objectives

Add Objectives

Swim Lane Supervisor (Main Appraiser)
Flow Block Adds/Reviews/Edits Objectives
Task Supervisor Adds Objectives (optional)

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

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

6. Select the appropriate level from the drop down in the Priority field. (optional)

7. If any work has already been completed on the objective, enters an appropriate percent
in the Complete % field. (optional) If the work has not started, enter 0% or leave the
field blank.

8. More detailed information about the objective can be entered into the Detail box.
(optional)

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

10. Comments about the objective can be entered into the Comments box. (optional)

the Success Criteria box. (optional)

ORACLE”PHR Performance Management - Supervisor

. Navigator v [Bp Favorites ¥ Home Logout Preferences Help

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

Ca | Sa Draft A
* Indicates required field nee | SR | pply |
* Objective Name IUpdate Department Web Page Complete (%) &
Created By Supervisorl, Pat Date Completed — E

* Start Date IlS-Aug-2016

Target Date |31-Dec-2016

MNext Review Date I
Priority IWE

Description

Detail |Bring Department Web Page up-to-date

Success Criteria  Revised web site displaying only current content and links.

Comments |
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Supervisor: Adds/Reviews/Edits Objectives

Add Objectives

Swim Lane Supervisor (Main Appraiser)
Flow Block Adds/Reviews/Edits Objectives
Task Supervisor Adds Objectives (optional)

11. Click the Apply and Add Another button to save the objective and enter another or
alternatively, click the Apply button to save the objective.
12. Click the Apply button to return to the Supervisor Review page.

O RACL_E& PHR Performance Management - Supervisor

N MNavigator v B Favorites Home Logout Preferences Help

Supervisor Review,

Share with Employee | Update Objectives
Employee Mame Employeel, Chris Employee Number 167842
Organization Email Address  kbird@cfo.pitt.edu Department  Financial Information
Systems
Manager Supervisorl, Pat Job  staff.Administrator.III
biecti

Show All Details | Hide All Details
Details Objective Name Start Date Target Date Date Completed
Show Automate FRM-P2EYF 01-Sep-2016 01-Apr-2017
Show Improve Work Flow 01-luk2016 30-Mov-2016
Show Update Department Web Page 15-Aug-2016 31-Dec-2016
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Supervisor: Additional Work by Employee? — Yes

Share Objectives Form with Employee

Swim Lane Supervisor (Main Appraiser)
Flow Block Additional Work by Employee? - Yes
Task Supervisor Shares Objectives Form with Employee (optional)

If the supervisor would like the employee to do any additional work on the objectives
(add/edit/delete), ownership of the Objectives form must be transferred back to the
employee.

NOTE: Even though the supervisor has the ability to add objectives, if the employee is to
update the progress throughout the appraisal year, it is best to have the employee add
the objective. If the supervisor adds the objective, the supervisor must complete the
progress updates.

Steps:

1. From the Supervisor Review page, click the Share with Employee button.

ORACLE’PHR Performance Management - Supervisor

n Mavigator v B Favorites ¥ Home Logout Preferences Help

Supervisor Review

Share with Employee D Update Objectives

Employee Name Employeel, Chris Employee Number 167842
Organization Email Address  kbird@cfo.pitt.edu Department  Financial Information
Systems
Manager Supervisorl, Pat Job  Staff.Administrator.IIT

Objectives

Show All Details | Hide All Details

Details Objective Name Start Date Target Date Date Completed
m Automate FRM-P2EYF 01-Sep-2016 01-Apr-2017
Show Improve Work Flow 01-Jul2016 30-Mov-2016
[# Show Update Department Web Page 15-Aug-2016 31-Dec-2016
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Supervisor: Additional Work by Employee? — Yes

Share Objectives Form with Employee

Swim Lane Supervisor (Main Appraiser)
Flow Block Additional Work by Employee? - Yes
Task Supervisor Shares Objectives Form with Employee (optional)

2. The Share Appraisal Details with Appraisee page will open. In this case, the employee
needs the ability to update the Objectives page. To allow this, click the Update
Appraisal check box.

ORACL_E& PHR Performance Management - Supervisor

n MNavigator v @ Favorites ¥ Home Logout Preferences Help

Share Appraisal Details with Appraisee

Cancel Submit
Details to be Shared with Appraisee
Selact appraisal components completad by the main appraiser to share with the appraisee.
[7] competency Ratings and Comments [T overall Rating
[[] objective Ratings and Comments [ overal comments
Appraisal Ownership

Select Main Appraiser Retains Ownership to continue updating the appraisal.
[ main Appraiser Retains Ownership

Appraisee Permissions

Indicate whe appraisee can update the appraisal, provide feedback on the overall rating, and view and add participant

ng

[¥] update Appraisal [ participant Details

Provide F

Notification Message to Appraisee

Enter your message, and click Submit to share with the employee (appraisee).

3. Uncheck any other boxes on this page that defaulted to ‘checked.’
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Supervisor: Additional Work by Employee? — Yes

Share Objectives Form with Employee

Swim Lane Supervisor (Main Appraiser)
Flow Block Additional Work by Employee? - Yes
Task Supervisor Shares Objectives Form with Employee (optional)

4. Enter instructions about what the employee needs to do to complete the objective

setting in the Notification Message to Employee (Appraisee) box.
Notification Message to Appraisee

Enter your message, and click Submit to share with the employee (appraisee).

Hi Chris,

As discussed on the telephone, please add the additional Success Criteria to the
Improve Work Flow objective. When you are finished, please transfer the
Objectives form back to me for review.

Thanks,

Pat]

Cancel | Submit

5. Click the Submit button to transfer the Objectives form to the employee and return to
the Main Appraiser page.

6. On the Main Appraiser page, the Update icon is now gray and the Status is ‘Transferred
to Employee’.
ORACLE' PHR Performance Management - Supervisor

M Navigator v B Favorites w Home Logout Preferences Help

Appraisals | Performance Management
Main Appraiser

Selected Plan Is Fiscal 2017 Non-Supervisor
Objectives As Supervisor

Objectives in Progress

Employee |Period Start Date Status Details Print :
Employeel, Chris 30-Mar-2016 Transferred to Employee =l

Info Online

Topics
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Supervisor: Approves Objectives and Transfers Objectives
Form Back to Employee

Share Objectives Form Approval With Employee

Swim Lane Supervisor (Main Appraiser)
Flow Block Approves Objectives and Transfers Objectives Form Back to Employee
Task Supervisor Approves and Shares Objectives Form with Employee (optional)

When work on the objectives is complete the supervisor should transfer the Objectives
form back to the employee with a message saying the objectives are approved.

If the employee will be updating the objectives during the course of the performance
year, he/she should retain ownership of the Objectives form. If the updates will be
entered by the supervisor, then the employee should transfer the Objectives form back
to the supervisor after reviewing the approval.

During the performance year, ownership of the Objectives form can be passed back and

forth as many times as necessary.

Steps:
1. From the Supervisor Review page, click the Share with Employee button.

ORACLE'PHR Performance Management - Supervisor

N MNavigator v  Bp Favorites ¥ Home Logout Preferences Help

Supervisor Review

< Share with Employee | Update Objectives
Employee Name Employeel, Chris Employee Mumber 167842
Organization Email Address  kbird@cfo.pitt.edu Department  Financial Information
Systems
Manager Supervisorl, Pat Job  staff.Administrator.III

Objectives

Show All Details | Hide All Details

Details Objective Name Start Date Target Date Date Completed
@M Automate FRM-P2EYF 01-Sep-2016 01-Apr-2017
= Show Improve Work Flow 01-Juk2016 30-Mov-2016
[ Show Update Department Web Page 15-Aug-2016 31-Dec-2016
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Supervisor: Approves Objectives and Transfers Objectives
Form Back to Employee

Share Objectives Form Approval With Employee

Swim Lane Supervisor (Main Appraiser)
Flow Block Approves Objectives and Transfers Objectives Form Back to Employee
Task Supervisor Approves and Shares Objectives Form with Employee (optional)
2. Besure all of the boxes on the Share Appraisal Details with Apparaisee form are
unchecked except for the Udate Appraisal box.
NOTE: Even if the Update Appraisal box is checked, employees will not be able to
update objectives that were entered by their supervisor; they can only send comments.
3. Enter a message approving the objectives and click the Submit button,

ORACLE' PHR Performance Management - Supervisor

M Navigatorv B Favorites v Home Logout Preferences Help

Share Appraisal Details with Appraisee e

)

Details to be Shared with Appraisee

Select appraisal components completed by the main appraiser to share with the appraisee.

[l competency Ratings and Comments [[] overall Rating
[[] Objective Ratings and Comments [[J overall Comments
Appraisal Ownership

Select Main Appraiser Retains Ownership to continue updating the appraisal.
[[IMain Appraiser Retains Ownership

Appraisee Permissions

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

[JParticipant Details

[Qvide paei”on Overall Rating
Selact only if you also select Overall Rating

Notification Message to Appraisee

Enter your message, and click Submy#to share with the employee (appraisee).

The Objectives for Fiscal 7 are approved. Please update them
with progress throughgef the year.

Thank you,

Pat

4. After clicking the Submit button, the Objectives form will be transferred to the

employee.
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Employee: Updates Progress

Update Progress

Swim Lane Employee (Appraiser)/Supervisor (Main Appraiser)
Flow Block Updates Progress
Task Employee Updates Progress

The instructions for updating the objectives are the same as those for adding objectives. Please
refer to the previous chapters for instructions.

If an objective was entered by a supervisor, it cannot be updated by the employee. Instead,
employees can send comments about the progress.

The Employee:

1.

In this case the clicks the Quick Update icon.

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 V4 S
Objective B 01-0ct-2015  30-Jan-2016  30-Jan-2016 2-Achieved Result‘_i;. J V4 V=

Objective C 07-NoV-2015  11-Mar-2016 ® [E s @

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

Objective Quick Update
Objective Mame Objective C Target Date 11-Mar-2016
Measurement Style HNone Complete (%)  Li)

Change to Plin Text Mode
Bl Z|U/]i=|:=

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

D4 kU
Cancel | Apply |
1§ e
3] e
o T >

Shares the Objectives form with their supervisor so the supervisor can update the
objectives.
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Printing

General

There are several ways to print a performance appraisal or the Objectives form. Certain
pages have a Printable Page button that will print the current form in its entirety. There
is also a print feature that is accessed from the Print icon on the My Appraisals and the
Main Appraiser pages. Printing from the Print icon includes options to print certain
parts of the page.

NOTE: For printing purposes, the on-line tool refers to both the performance appraisals
and the Objectives form as ‘the appraisal’.

Printing Using the Printable Page Button
Steps:

1. When on a page with a Printable Page button, click the button.
ORACLE' PHR Performance Management - Supervisor

N Navigator v B Favorites v Home Logout Preferences Help

Details: Main Appraiser

Update | Share with Appraisee( Printable Pagg|
\/

Employee Name Employeel, Chris Employee Number 167842
Organization Email Address kbird@cfo.pitt.edu Department Financial Information
Systems
Manager Supervisorl, Pat Job Staff.Administrator.IIT
Setup Details
Initiator Employeel, Chris Main Appraiser Supervisorl, Pat
Appraisal Purpose Appraisal Date 30-Mar-2016
Period Start Date 30-Mar-2016 Next Appraisal Date

Period End Date 30-Apr-2016
Template Appraisal-Non-Supervisory
Role v3

Overall Rating and Comments

Overall Rating
Overall Comments
Appraisee Feedback

2. A page formatted for printing will open.
3. Use the print feature of your browser to print the page.

Printing an in-progress performance appraisal or the Objectives form

In-progress performance appraisals and the Objectives form are both printed from the
same place.

Steps:

1. Loginto PRISM.
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Printing

Printing an in-progress performance appraisal or the Objectives form

2. Select either the PHR Performance Management — Employee or PHR Performance

Management — Supervisor responsibility as appropriate.

Select Performance Management to access the dashboard.

4. From the Performance Management Dashboard, click the Go To Task icon for the
current performance management task.

ORACLG’ PHR Performance Management - Supervisor

w

n Navigator ¥ B2 Favorites v Home Logout Preferences Help

Appraisals | Performance Management

Logged In As Supervisorl, Pal

On this page, you can access worker development functions and view performance Switch Manag

management notification messages. To perform tasks as a different manager,
Performance Management Task List select from the list.

Expand All | Collapse All

Lty View By Reporting Hierarchy

Go to Reports
Focus Task Process Start Date End Date Task e Appraisal Summary

= Fiscal 2017 Non-Supervisory 30-Mar-2016 30-Apr-2016
Manage appraisals: Appraisal-  Appraisal 30-Mar-2016 30-Apr-2016 Help
MNon-Supervisory Role v3 Plan Attachments
Motifications Awaiting Your Attention Fiscal 2017 Non-

Subject Sent Name Department Job Effective Date Update Delete Supervisory
Mo results found.

5. From the Main Appraiser or My Appraisals form, click the Details icon.

ORACLG’ PHR Performance Management - Supervisor

N Navigator ¥ B2 Favorites ¥ Home Logout Preferences Help
Appraisals | Performance Management

Main Appraiser

Selected Plan Is  Fiscal 2017 Non-Supervisory
Objectives As Supervisor

Objectives in Progress

Employee Period Start Date Status

Print Update
Employeel, Chris 30-Mar-2016 Ongoing with Supervisor 7
Info Online
Topics
Handbook

6. Click the Printable Page button and print using the browser’s printer function.

Details: Employee P
< Printable Page >
Employes Mame Employeel, Chris Employee Number 166670
Organization Email Address  kbird@cfo. pitt.edu Department Financial Information
Systems
Manager Supervisorl, Pat Job Staff.Administrator.111
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Printing

Printing a Completed Performance Appraisal Using the Print Icon Before the
Appraisal is Approved

The following instructions are for using the Print icon to print a performance appraisal
before that appraisal has been approved. The instructions are the same for both
employees and supervisors.

Steps:

1. Login to PRISM.

2. Select either the PHR Performance Management — Employee responsibility or the PHR
Performance Management — Supervisor responsibility as appropriate.

Click Performance Management to access the Performance Management Dashboard.
4. Click the Go To Task icon for the current Performance Management task.

ORACLG, PHR Performance Management - Employee

w

N Navigatorv BF 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
rforma nagement i Click to Access
_ — Task List Plan Help Documents
Expand All | Collapse All Fiscal 2016 Non-
3 Supervisory
Go to Click here to access the Performance
Focus Task Process Start Date End Date Task Management website.
= Fiscal 2016 Non-Supervisory 21-Mar-2016 16-Apr-2016
Manage appraisal: Appraisal 21-Mar-2016/16-Apr-2016 '
Appraisal-Non-Supervisory
Role v3

Notifications Awaiting Your Attention
Subject Sent Name Department Job Effective Date Update Delete
No results found.

5. Click the Print icon on either the Main Appraiser page or on the My Appraisals page.

ORACLE" PHR Performance Management - Employee

n Mavigatorv B2 Favorites v Home Logout Preferences Help

Appraisals | Performance Management
My Appraisals | Participant

Selected Plan Is Fiscal 2017 Non-Superviso

Objectives

Appraisals of Employeel, Chris
Employee |Supervisor Period Start Date Status Detailsf Print \Update
Employeel, Chris Supervisorl, Pat 30-Mar-2016 Transferred to Employee 4
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Printing

Printing a Completed Performance Appraisal Using the Print Icon Before
the Appraisal is Approved

6. Select either Form Layout or Table Layout.
NOTE: The Form Layout arranges the data in a 2-column table with labels in the first
column and the data in the second as follows:

Core.Initiating Action

Main Appraiser

Name

Supervisor1, Pat

Performance Rating

3-Successful

Comments

Core.Interpersonal Communication

Main Appraiser

Name

Supervisori, Pat

Performance Rating

2-Needs Development

Comments

NOTE: The Table Layout arranges the data in a table with the labels going across the top
and the data below as follows:

Core.Decision Making

Name Type Performance Comments
Rating
Supervisor1, Pat Main 3-Successful
IAppraiser
Core.Initiating Action
Name Type Performance Comments
Rating
Supervisor1, Pat IViain 3-Successiul
Appraiser

Performance Management On-Line
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Printing

Printing a Completed Performance Appraisal Using the Print Icon Before
the Appraisal is Approved

7. Select the Print Layout to be used by clicking the radio button beside it.
Configure Print Options for Printable Page

Check All | [ Uncheckall | [ Back | [ Pprint

Select the printable option as table or form layout. The table layout presents objectives and competency details in a tabular
format. The form layout presents objectives and compa gntinuous text format.

)

Form Layout
able Layou
8. Check the Include Setup Details box if basic information about the employee should be
printed.
NOTE: Example of Setup Details:
Worker Details

Employee name Employee1, Chris
IAssignment Number 166670

IManager [Supervisor1, Pat

Department Financial Information Systems
lJob IStaff Administrator 111

[ Include Setup Details

9. If Competency Ratings and Comments should be printed, check the Include Competency
Details box.

(:)lQ.ACl_Es PHR Performance Management - Employee

N Navigatorv B Favoriles ¥ Home Logout Preferences

Configure Print Options for Printable Page

Check All I Uncheck All Back Print

Select the printable option as table or form layout. The table layout presents objectives and competency details in a tabular
format. The form layout presents objectives and competency details in continuous text format.

(C) Form Layout
(®) Table Layout

[ Include Setup Details

Include Competency Details
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Printing

Printing a Completed Performance Appraisal Using the Print Icon Before
the Appraisal is Approved

10. Highlight the Details to be printed. Select one, two or all of the Available Details to be
included in the printout. Do not select ‘Appraisee Comments’ or ‘Appraisee
Performance Rating’ as no data is collected in those columns.

[¥] Include Competency Details

Selected Details
®
®
Main Appraiser Performance Rating &
Qverall Rating and Commients @
Description @ Description

| . PP — Remove All
The performance rating that the main |

11. After selecting the Available Details to be included in the printout, click the Move arrow
to move them to the Selected Details box.

[#]Include Competency Details

Available Details Selected Details
Appraisee Comments Main Appraiser Comments *39
Appraisee Performance Rating Main Appraiser Performance Rating A
=) Overall Rating and Comments
L2t )
e ®
|:-_D-)
Move All
Remove

12. Follow steps 9, 10 & 11 if Objectives should be included in the printout.
[v]Include Objective Details

Available Details Selected Details
Appraisee Comments *35:'
Appraisee Rating [A)
'5_") Main Appraiser Comments )
- Main Appraiser Rating (5]
Move Owerall Rating and Comments @
Mowe All
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Printing

Printing a Completed Performance Appraisal Using the Print Icon Before
the Appraisal is Approved

13. If the questionnaire is to be included in the printout, check the Questionnaire box and

then the Appraisee Questionnaire box.

Include Questionnaire

Appraisee Ouestionnairg

14. Click the Print button to continue.

15. The system will create a PDF that can be saved or printed.

Worker Details

Check All | [ uncheck All | | Back |

Emgiocyes name

Emnployea 1, Chiis

Wassignmeni bumber

HEETO

Pelanagar

Eupervisord, Fal

Iiengah lirvimscril

Financal Infermalion Syslams

o

ftat! fdminsiraior I

Appraisal Details

fappraisal Tempeie
(rpprateal Purpoes
[Praricd Start Date
[Feriod End Date
nitiaar

felain Appraker

(Appraieal Dt

et Appenial Data

Ay raisai-b on-Supe eisery Roks v3

20160521
2016-04-16

Employeel, Chis
Euperviscrd, Pat

2018-03-21

Competency Details

Cora Composure

Worker Details

Emgloyes name

Emnnloyea 1, Chis

Wassignmeni b umber

HEETD

Pelanagar

Eupervisord, Fal

Iiengah lirvimscril

Financal Infermalion Syslams

o

ftat! fdminsiraior I

Appraisal Details

Vappraisal Tempats
(eppraisal Purpess
[Paricd Skarl Data
[Fericd End Date
nitiaior

feain Appraker
fapprasal Date

et Appraisal Dale

Agpraisa-ten-Supe rvisery Rok «3

2016-03-21
2016-04-18
Employeel, Chiis
Euperdsort, Pai

20180321

Competency Details

Cora Composure
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Printing

Printing a Completed Performance Appraisal Using the Print Icon After
the Appraisal is Approved

After a performance appraisal is approved, it becomes part of history and is stored on
the Appraisals tab.

ORACLE" PHR Performance Management - Employee

n Navigator v B® Favorites ¥ Home Logout Preferences Help

Appraisals Y Performance Management
Logged In As Employeel, Chris
On this page, you can access your development functions and view Performance
management notification messages. Help
Performance Management Task List Click to Access
Plan Help Documents
Expand All | Collapse All Fiscal 2016 Non-
< Supervisory
Go to Click here to access the Performance
Focus Task Process Start Date End Date Task Management website.
= Fiscal 2016 Non-Supervisory 21-Mar-2016 16-Apr-2016
Manage appraisal: Appraisal 21-Mar-2016 16-Apr-2016
Appraisal-Non-Supervisory ﬁ%
Role v3
Steps:

1. Employees: Click the Appraisals tab and look at the Completed Appraisals section at the
bottom of the page. Use the search feature to find the appraisal. Once the appraisal is
found, click the Print icon and follow the instructions in the previous section to set up

the printout.

Completed Appraisals =

Note that the search is case insensitive
Initiator Q
Last Name, Tile, First Name
Appraisal Date I
{eample: 18-Mar-2016)
Go Clear

Appraisal Period Start Period End Appraisal

Initiator Date Date Date Purpose Details Plan
Employeel, 21-Mar-2016  21-Mar-2016 16-Apr-2016 iscal 2016 Non-
Chris = =" Supervisory
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Printing

Printing a Completed Performance Appraisal Using the Print Icon After
the Appraisal is Approved

2. Supervisors: Click the Appraisals tab and look at the Completed Appraisals section at

the bottom of the page. Use the search feature to find the appraisal. Once the

appraisal is found, click the Print icon and follow the instructions in the previous section
to set up the printout.

Completed Appraisals

Filter of completed appraisals using any combination
Employee Q,

raisee, Appraisal Date, and Appraisal Purpose.

Last Name, Title, First Name
ate =
{eamples 1o )
Clear @
Employee Appraisal Date Period Start Date Period End Date Details j Delete  Journal
Employeel, Chris 21-Mar-2016 21-Mar-2016 16-Apr-2016 é] - Eﬁ‘ﬂ‘
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Supervisor: Viewing Performance Appraisal Progress

Appraisal Summary Report

The Appraisal Summary Report allows supervisors to view the progress of the
performance appraisal process for the people reporting to them. The report returns
data in three views.

Appraisal Summary View

The Appraisal Summary View lists the supervisors who report to the supervisor who is
logged in. It shows the number of people with each overall rating and the number
whose appraisal has not started yet.

Appraisal Summary

Appraisal Summary as on  10-Feb-2016
Summary for Manager Employeel, Lisa Louise

Logged in manager can view appraisals of direct reports and indirect reports in their reporting line.

1- 2-Needs 4-Above Not

Manager Unsatisfactory Development 3-Successful Expectations 5-Exceptional Appraised Tofal
Employee20, Megan 0 0 2 1 1] 11 14
Eileen
Employeell, Dianna Lynn 0 0 1 1 ] [ 8
Employeel, Lisa Louise 1 0 1 (1] 1 6 9
Employee49, Lorraine M ] 0 (1] 0 1 i} 1
Employee31, Angel Diana 0 2 9 0 1 11 17
Employee3, Janet L 0 1 1 0 0 2 4

Total 1 3 8 2 3 36 53

Supervisors can drill down into their own or into each of their supervisor’s details by
clicking on the total on the supervisor’s row. The detail shows each employee’s name,
the overall rating if it has been assigned and the appraisal status.

Appraisal Details
Manager Employee31, Angel Diana

) Previous [110  [V] Next 10 ®
Appraisal Template Appraisee Main Appraiser Appraisal Date Start Date End Date Rating Status
Appraisal-Non-Supervisory Role v2 Employee33, Sierra  Employee31, Angel 04-Feb-2016 04-Feb-2016 31-Mar-2016 2-Needs Development Completed
Appraisal-Non-Supervisory Role v2 Employee39, Patrida Employee31, Angel 04-Feb-2016 04-Feb-2016/31-Mar-2016 Flanned
Appraisal-Non-Supervisory Role v2 Employee40, Patricia Employee31, Angel 04-Feb-2016 04-Feb-2016 31-Mar-2016 Planned
Appraisal-Non-Supervisory Role v2 Employee38, Carol  Employee31, Angel 04-Feb-2016 04-Feb-2016/31-Mar-2016 Planned
Appraisal-Non-Supervisory Role v2 Employee34, Stacey Employee31, Angel 04-Feb-2016 04-Feb-2016/31-Mar-2016 Ongoing with Supervisor
Appraisal-Non-Supervisory Role v2 Employee48, Amanda Employee31, Angel 04-Feb-2016 04-Feb-2016 31-Mar-2016 5-Exceptional Pending Approval
Appraisal-Non-Supervisory Role v2 Employee32, Danielle Employee31, Angel 04-Feb-2016 04-Feb-2016/31-Mar-2016 Planned
Appraisal-Non-Supervisory Role v2 Employee36, Lisa Employee31, Angel 04-Feb-2016 04-Feb-2016 31-Mar-2016 3-Successful Completed
Appraisal-Non-Supervisory Role v2 Employee37, Sara  Employee31, Angel 04-Feb-2016 04-Feb-2016 31-Mar-2016 Planned
Appraisal-Non-Supervisory Role v2 Employee35, Jamie Employee31, Angel 04-Feb-2016 04-Feb-2016/31-Mar-2016 Ongoing with Supervisor

3 Pls'.'inusll-lﬂ (] Next 10 ®
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Supervisor: Viewing Performance Appraisal Progress

Appraisal Summary Report
Rating Distribution Percentage View

The Rating Distribution Percentage View shows the distribution of overall ratings.
Rating Distribution Percentage

Percentage = (Total number of appraisals for a rating)/(Total number of appraisals) *100

B Mot Appraised []5-Exceptional
[0 4-Above Expectations B 3-Successful
[ z-Meeds Development B 1-Unsatisfactory

1.89%
5.66%

15.09%

3TTH

EEEN

Data
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Supervisor: Viewing Performance Appraisal Progress

Appraisal Summary Report
Rating Distribution by Manager

The third view, Rating Distribution by Manager, shows the overall ratings by supervisor.

Rating Distribution By Manager

[ 1-Unsatisfactony [J2-Meeds Development
] 3-5uccesstul B 4-Above Expectations
[0 5-Exceptional B Mot Appraised
12
10
=]
[
4
2
o]
=m om cm —m =m =m
e w 2 w3 23 33 =
=1 ER-1 Yo =1 o= Fh=1
2o 2 a a =2 ] ~+a
= e o= 2= o< =
m ~m = m T = o
= m e wim =m o m i
ok 5= o= B = 0 ]
(=] o = - 5] W - by
L : k :

1. Login and select the PHR Performance Management — Supervisor responsibility.
2. Click the Appraisal Summary Report link on the Supervisor’s Dashboard.
ORACLG’ PHR Performance Management - Supervisor

1 Navigator v B Favorites v Home Logout Preferences Help

Appraisals | Performance Management

Logged In As Employeel, Lisz
On this page, you can access worker development functions and view performance management notification  Switch Manager

messages. To perform tasks as a different manager, select
Performance Management Task List from the list.
Expand All | Collapse All
R View By Reporting Hierarchy |
Go to Ceports
Focus Task Process Start Date End Date Task + Appraisal Summar,
=l My Plans
& = Employeel PMP 04-Feb-2016 30-Jun-2016 elp’
Manage appraisals: Appraisal-Non- Appraisal 04-Feb-2016 30-Jun-2016 = Click to Access
Supervisory Role v2 et Plan Help Documents
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Supervisor: Viewing Performance Appraisal Progress

Appraisal Summary Report

3. Select the current Plan from the drop-down list in the Plan field and click the Go button.

ORACLG’ PHR Performance Management - Supervisor

N Navigator v  B® Favorites v Home Logout Preferences Help

Appraisals | Performance Management

Performance Manag t Plan Appraisal Rating Summary

Select and Search

*Plan |[Employeel PMP

Select a plan to display theaefraisal period.
Start
Select Appraisal Template Date End Date

04-Feb-  31-Mar-

. Appraisal-Non-Supervisory
Role v2 2016 2016

4. It can take a few minutes for the data to be displayed.
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View by Reporting Hierarchy

Access Completed and In-Progress Appraisals by Reporting Hierarchy

Supervisors can view completed or in progress appraisals for the employees who report
to them or who report to someone who reports to them.

Steps:

1. Loginto PRISM and select the PHR Performance Management — Supervisor
responsibility.

2. Select Performance Management to access the Supervisor Dashboard.

3. Click the View by Reporting Hierarchy button.

ORACL€° PHR Performance Management - Supervisor

1 Navigator ¥ B Favorites ¥ Home Logout Preferences Help

Appraisals | Performance Management

Logged In As Employeel, Lisz

On this page, you can access worker development functions and view performance management  Switch Manager

notification messages. To perform tasks as a different manager,
Performance Management Task List select from the list.

Expand All | Collapse All

[+ View By Reporting Hierarchy |
ThES—
Go to Reports
Focus Task Process Start Date End Date Task e Appraisal Summary
= My Plans
3 =) Employeel PMP 04-Feb-2016 30-Jun-2016 Help

Manage appraisals: Appraisal- Appraisal 04-Feb-2016 30-Jun-2016 5 Click to Access
MNon-Supervisory Role v2 & Help
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Supervisor: Viewing Performance Appraisal Progress

View by Reporting Hierarchy

4. Find the employee in the hierarchy and click the Action icon.

ORACLG”PHR Performance Management - Supervisor

n Navigator v @ Favorites ¥ Home Logout Preferences Help

MName | Go Advanced Search My List

et
Performance Management: People in Hierarchy

_‘:_B
TrerE e Assignment Number Job Department Action Details
= Supervisorl, Pat
Employeel, Chris 166670 Staff.Administrator.IIl  |Financial Information Systems
Employee2, Robin 166687 Staff.Administrator.IIl  Financial Information Systems i)

Find the appraisal to be viewed and click the Details icon to review that appraisal.
ORACLG"PHR Performance Management - Supervisor

N MNavigatorv @B Favorites ¥ Home Logout Preferences Help

View Appraisals

Appraisals

view [Al -
Initiator Appraisee Appraisal Date + Appraisal Status Type Main Appraiser Detail
Employeel, Chris Employeel, Chris 21-Mar-2016 Completed Supervisorl, Pat

6. The Appraisal Status shows the status of each appraisal. In the example below, the
appraisal has not been started.

ORACLG"PHR Performance Management - Supervisor

n Navigatorv @B Favorites ¥ Home Logout Preferences Help

View Appraisals

Appraisals
view [Al -
Initiator Apprai Appraisal Date + Type Main Appraiser Details

Employee2, Robin Employee2, Robin 29-Mar-2016 Supervisorl, Pat

Appraisal Status
Planned

7. To narrow the list of appraisals, select either ‘Completed’ or ‘In Progress’ from the drop-
down list in the View field.
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Supervisor: Changing Main Appraiser

Change Main Appraiser

If a situation arises where the supervisor of record is not the person who should
evaluate an employee’s performance, the on-line tool allows the supervisor of record to
appoint someone else as Main Appraiser.

Below are the instructions for a supervisor to change the main appraiser.

Steps:

1. Follow the steps in prior chapters to navigate to the Supervisor’s Dashboard and
then to the Main Appraiser tab.

2. Click the Appraise icon for the employee who will be changed to a different main
appraiser.

ORACLE° PHR Performance Management - Supervisor

M Navigator ¥ B¥ Favorites ¥ Home Logout Preferences Help

Appraisals | Performance Management
Main Appraiser

Selected Plan Is Training Plan 2-Staff Non-Supv Role
Appraisals as Supervisor

Appraisals In Progress
Employee ‘Appmisal Date |status Appraisal Details Printf Appraise
Employee?, Tom 04-Apr-2016 Ongoing with Supervisor 4
Info Online
Topics

Performance Management Appraiser Instructions
Performance Management FAQ

3. Click the Change Main Appraiser button.
ORACL€° PHR Performance Management - Supervisor

. Navigator ¥ B Favorites ¥ Home Logout Preferences Help

Supervisor Review

Share with Employee Update Appraisal Submit for Approval

Employee Name Employee2, Tom Employee Number 166637
Organization Email Address Department Med-Medicine
Manager Supervisor2, Anthony Job  Staff.Administrator.II

Setup Details

Initiator Employee2, Tom
Appraisal Purpose
Status Next Appraisal Date
Template Appraisal-Non-Supervisory
Role v3

Overall Rating and Comments
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Supervisor: Changing Main Appraiser

Change Main Appraiser

4. Select the name of the current Main Appraiser and press the Delete key on the
keyboard.
ORACLG"PHR Performance Management - Supervisor

m Navigator v g Favorites v Home Logout Preferences Help

Supervisor Review =

Change Appraisal Details

If you change main appraiser after entering setup details but before completing other sections of the appraisal, you

cease to be a participant in the appraisal. If you change main appraiser after completing some sections of the
appraisal, you remain listed as an appraiser, and any information you enter is retained. However, you can make no

further changes to the appraisal.

* Indicates required field

Appraisal Purpose
Period Start Date  29-Mar-2016
Period End Date 16-Apr-2016
Templte Appraisal-Non-Supervisory Role v3

166687 >

| &

Appraisal Date

* Main Appraiser

5. Type all or part of the new main appraiser’s last name in the Main Appraiser field
and hit the Tab key on the keyboard.

C)RACLG"PHR Performance Management - Supervisor

m Navigator v @ Favorites v Home Logout Preferences Help

Supervisor Review =

Change Appraisal Details

If you change main appraiser after entering setup details but before completing other sections of the appraisal, you

cease to be a participant in the appraisal. If you change main appraiser after completing some sections of the
appraisal, you remain listed as an appraiser, and any information you enter is retained. However, you can make no

further changes to the appraisal.

* Indicates required field

Appraisal Purpose
Period Start Date 29-Mar-2016
Period End Date  16-Apr-2016
Template Appraisal-Non-Supervisory Role v3
Appraisal Date  29-Mar-2016
Mext Appraisal Date

Assignme 1= !
* Main Appraiser |employeel D

Copyright University of Pittsburgh. All rights reserved.

123
Performance Management On-Line 4/23/2016 4:08 PM



Supervisor: Changing Main Appraiser

Change Main Appraiser

6.

7.

8.

If there is only one match, the new main appraiser’s last name will default. If there
is more than one match, a list of names will pop up. Click the Quick Select icon
beside the correct name.

Search and Select: Main Appraiser

Search

To find your item, select a filter item in the pulldown list and entera v

Search By | Full Name |Z| Iemployeel Go
Results

Quick
Select Select Full Name Job

= Employeel, Chris  Staff.Administrator, III

® =

® Supenvisor2, Mark Staff.Administrator. IV

Click the Apply button.

Appraisal Purpose
Period Start Date  29-Mar-2016
Period End Date  16-Apr-2016
Template Appraisal-Non-Supervisory Role v3
Appraisal Date  29-Mar-2016
Next Appraisal Date
Assignment Number 166687,

* Main ApDI(EF Superisor2, Mark )

Enter a message in the Notification Comments box and click the Yes button.
ORACLE“PHR Performance Management - Supervisor

n Navigator v @ Favorites ¥ Home Logout Preferences

(i) Information
To confirm the new main appraiser or update overall comments or rating, click Yes. Once you
click Yes, you can no longer make changes to the appraisal.

Notification Comments

Since Ruth reported to you for almost all of the appraisal year, please complete her annual performance appraisal.
Thank you,
Anthormy|

pe

NOTE: Once the Yes button is pressed, the supervisor will no longer be able to
access the performance appraisal.
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Supervisor: Changing Main Appraiser

Review Main Appraiser Change Notification
Steps:

1. Loginto PRISM.

2. Click on notification in Worklist.
ORACLE’ E-Business Suite

B Favorites ¥ Logout Preferences Help

Enterprise Search [All ™ Search Results Display Preference [Standard |/

Logged In As APVRTVO00

Oracle Applications Home Page

Main Menu
[ Personalize | | Full List.
8 B 4R professional V4.0 From Pe Subject Sent~  |Due
® CIpHR pe ) - Employee Supervisor2, HR You have been selected as main appraiser for the appraisal of -Apr-2016
@B 2 SR Anthony ee2, Tol

¥TIP Vacation Rules

or auto-respond to notifications.
¥ TIP Worklist Access - Speci e

PRISM TRKS USERS: Approved timecards are due before noon on Monday.

Personalize

You have not selected any favorites. Please use the
"Personalize” button to set up your favorites.

gout Preferences Help

106, Oracie. Al rights reserved.

3. Review comments from Main Appraiser.
ORACLG’ E-Business Suite

N Navigator v B Favorites v Home Logout Preferences Help

Oracle Applications Home Page >

) Information
This notification does not require a response.

You have been selected as main appraiser for the appraisal of Employee2, Tom.

From Supervisor2, Anthony
To Supervisor2, Mark

Sent 04-Apr-2016 11:00:55
ID 14351951

Summary

Employee Name Employee2, Tom Employee Number 166637
Organization Email Address Department  Med-Medicine
Manager SupervisorZem Job Staff.Administrator.IT

Appraiser Comments

Hi Mark,

As discussed, T have changed the main appraiser to you since you will be
‘completing his review as his supervisor.
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Supervisor: Changing Main Appraiser

Review Main Appraiser Change Notification

4. Scroll down and click on Update Action link.
ORACLE"

E-Business Suite

N Navigatorv B Favorites ¥ Home Logout Preferences Help

Oracle Applications Home Page > Worklist >

Information
This notification has been closed and did not require a response.

You have been selected as main appraiser for the appraisal of Employee2, Tom.

From
To
Sent.
Closed
D

Responder

Supervisor2, Anthony
Supervisor2, Mark
04-Apr-2016 11:00:55
04-Apr-2016 11:15:28
14351051
Supervisor2, Mark

Summary

Employes Name  Employee2, Tom
Organization Email Address
Manager Supervisor2, Anthony

Main Appraiser Comments

Hi Mark,

As discussed, T have changed the main appraiser to you since you will be
completing his review as his supervisor.

Anthony
Appraisal Details
Inititor Employee2, Tom
Appraisal Purpose
Period Start Date  04-Apr-2016
Period End Date  30-Jun-2016
Template Appraisal-Non-Supervisory Role
v
Related Applications

[E update Action

Return to Worklist

Employes Number 166637
Department Med-Medicine
Job Staff.Administrator.IT

Main Appraiser Name ~ Supervisor2, Mark
Appraisa| Date  04-Apr-2016
Next Appraisal Date

5. Click the Update button to open the Supervisor Review page.
ORACLE

E-Business Suite
1 Navigator v

B2 Favorites ¥ Home Logout Preferences Help

Details: Supervisor

Employee Name
Organization Email Address
Manager

Employee3, Tom

Supervisor2, Anthony

Setup Details

Initiator
Appraisal Purpose
Period Start Date

Employee2, Tom

Update yhare with Employee

Printable Page

mproyee Number 166637
Department  Med-Medicine
Job Staff.Administrator.IT

Supervisor Supervisor2, Mark
Appraisal Date  04-Apr-2016
Next Appraisal Date

Period End Date
Template Appraisal-Non-Supervisory Role

v
Overall Rating and Comments
Overall Rating

Overall Comments
Employee Feedback

£

petencies

Show all Details | Hide All Details
Details Competency
Show Core.Composure

Show Core.Decision Making

Show Core.Initiating Action

‘Show Core.Interpersonal Communication

Show Core.Job Knowledge/Functional and Technical Skills
Show Core.Organizing and Planning

Show Core.Quality of Work

Show Core.Service Orientation

Show Core.Work Habits
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Supervisor: Changing Main Appraiser

Review Main Appraiser Change Notification and Complete Appraisal

6. Click on Update Appraisal button.
ORACLE' E-Business Suite

1 Navigator v B Favorttes v

Details: Supervisor >
Supervisor Review

Home Logout Preferences Help

Share with Employee | | Update Appraisal | | Submit for Approval |

Employee Name Employee2, Tom
Organization Email Address
Manager Supervisor2, Anthony

Setup Details

Initiator Employee2, Tom
Appraisal Purpose
Status
Template Appraisal-Non-Supervisory Role
v3

‘Overall Rating and Comments
Overall Rating

Overall Comments
Employee Feedback

Manage Participants

Add Participant
Last Notified Date

Select Full Name Type Name Status Date Completed
No results
found.

‘Competencies

Show All Details | Hide All Details

Employee Number 166637
Department Med-Medicine
Job  Staff.Administrator.IT

Change Main Appraiser

Supervisor Supervisor2, Mark
Appraisal Date  04-Apr-2016
Next Appraisal Date

Comments Update Delete

Details Competency Supervisor Performance Rating

[ Show Core.Composure
[ Show
= Shov
[ Show
[ Show Core.Job Knowledge/Functional and Technical Skills

ore.Decision Making
ore.Initiating Action

ore. Interpersonal Communication

v

7. Refer to the chapters at the beginning of this guide for information about competing

the performance appraisal process.

8. NOTE: To complete the appraisal process, the new main appraiser must have the
PHR Performance Management — Supervisor responsibility. If this responsibility is
not on the new main appraiser’'s home page after log in, they must contact Human

Resources at 412-624-8044 to request access.
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Participating as an Additional Appraiser

Participating as an Additional Appraiser

As main appraiser, an employee’s supervisor can request that an additional person(s)
appraise the employee. The most common reason for this would be if the employee
transferred to the current supervisor part way through the performance year, however,
there might be other reasons as well.

When the supervisor requests feedback from an additional appraiser, the additional
appraiser will receive an email notification requesting their participation.

PRISM Workflow... FYL The appraisal of Employeel, Chris needs your attention as appraiser.
From Supervisorl, Pat To Bird, Karen

NOTE: The additional appraiser should receive an email notification and a workflow
notification, however the workflow notification may close automatically. The appraisal
can be completed from a workflow notification in the same manner as shown below.

This chapter provides instructions on completing an appraisal as an additional appraiser.

Steps:

1. Open the email notification and review the details.

Wed 4/13/2016 5:49 PM
PRISM Workflow Mailer - DEV <noreplyprism@pitt.edu>
FYL: The appraisal of Employeel, Chris needs your attention as appraiser.

To Bird, Karen

) ¥ there are problems with how this message is displayed, click here to view it in a web browser,

From Supervisorl, Pat
To Bird, Karen

Sent 13-Apr-2016 17:46:51
ID 14356912

[Summary
< Employee Name Employeel, Chris > Employee Number 166670
Organization Email Address  kbird@cfo.pitt.edu Department Financial Information Systems
Manager Supervisorl, Pat Job  Staff.Administrator.I11
[Main Appraiser Comments

Since you were Chris’ supervisor for half of the year, I would appredate it if
you would evaluate his performance while he reported to you.

Thanks,
Pat Y,
|Appraisal Details
Initiator Emplayeel, Chris Main Appraiser Name  Supervisorl, Pat
Appraisal Purpose Appraisal Date  13-Apr-2016
Period Start Date  21-Mar-2016 Next Appraisal Date
Period End Date  30-Apr-2016
Template Appraisal-Non-Supervisory Role v3
g
Related Applicatio
W, Undate Action

2. Click the Update Action icon in the bottom left corner to open the Appraisal.

rau

Initiator Employeel, Chris Main Appraiser Name Supe
Appraisal Purpose Appraisal Date  13-A
Period Start Date  21-Mar-2016 Next Appraisal Date

Period End Date  30-Apr-2016
Template Appraisal-Non-Supervisory Role v3

E :date Action 5
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Participating as an Additional Appraiser

3. |If prompted, log in with your University user name and password and click the
Submit button.

Single Sign-On Experience

Username

abcdefy

password

| (D) |

4. |If the following error is displayed, please contact Human Resources at 412-624-8044
and request access to Performance Management. Once access had been granted
follow the instructions from Step 1 again.

@ Error

You have insufficient privileges for the current operation. Please contact your System
Administrator.

5. When the Appraiser Details page opens, review the details of the employee to be
evaluated.

ORACLE’E-Business Suite

T Navigator ¥ ® Favorites ¥ Home Logout Preferences Help Personalize Page

(i) Information
The current responsiility context has been switched to: PHR Performance Management - Supervisor

Details: Appraiser Switch Responsibility | PHR Performance Management - Supervisor E|
Back Update Printable Page
Employee Name Employeel, Chris Employee Number 166670
Organization Email Address  kbird@cfo.pitt.edu Department Financial Information Systems
Manager Supervisorl, Pat Job  Staff.Administrator.III
Setup Details
Initator Employeel, Chris Main Appraiser Supervisorl, Pat
Appraisal Purpose Appraisal Date  13-Apr-2016
Period Start Date  21-Mar-2016 Next Appraisal Date

Period End Date 30-Apr-2016
Templete Appraisal-Non-Supervisory Role
v3

Competencies

Show All Details | Hide Al Details
Details Competency Appraiser Performance Rating

ore.Composure

ore.Decision Making

ore.Initiating Action

ore.Interpersonal Communication

‘ore.Job Knowledge/Functional and Technical Skills
‘ore.Organizing and Planning

‘ore.Quality of Work

ore.Service Orientation

ore.Work Habits

Overall Feedback

Comments
Back Update Printable Page

Copyright (c) 2008, Oracle. All rights reserved.

Home Logout Preferences Help Personalize Page

About this Page
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Participating as an Additional Appraiser

6. Click the Update button to complete the appraisal.

(@ Information

The current responsibility context has been switched to: PHR Performance Management - Supervisor

Details: Appraiser

Switch Responsbilty | PHR Perfore@ETTaMamegent - Supervisor [
k ' ’ Printable Page

7. The Appraiser Appraisal Feedback page will open. Click the Update Details icon
beside the first competency.

ORACL_E E-Business Suite

Personalize

Home Logout Preferences Help Page

Details: Appraiser =
Appraisal Feedback: Appraiser

n Navigator v B Favorites

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

Manager Supervisorl, Pat

Setup Details

Initiator Employeel, Chris
Appraisal Purpose
Period Start Date 21-Mar-2016
Period End Date  30-Apr-2016
Termplate Appraisal-Non-Supervisory

Competency
Core.Composure )

Core.Decision Makingﬁ)

Core.Initiating Actiong_i)

Role v3

Core.Interpersonal Communimt\onﬁ)

Core.Job Knowledge/Functional and Technical Skillsg_i;,

Core.Organizing and Planningﬁ)
Core.Quality DfWDI’kﬁ)
Core.Service Orienmt\onﬁ;,

Core.Work Hah'rtsg_‘i;,

Overall Feedback

A

CICICICICICIGICIG

Cancel | | Save as Draft | | Complete

Employee Number
Department

Job

Main Appraiser
Appraisal Date
Mext Appraisal Date

ppraiser Performance Rating

166670

Financial Information
Systems
Staff.Administrator.III

Supervisorl, Pat
13-Apr-2016

Update Details

AYATANA VA VAN NN AN

The Employee (Appraisee) sees these comments if the Supervisor (Main Appraiser) selects to share participant ratings and comments

on appraisal completion.

Comments

Home Logout Prefere

Cancel | | Save as Draft | | Complete

Help Personaliz

Copyright {; )06, Cracle. All rights reserved.

Aboutthis Page
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Participating as an Additional Appraiser

8. The Competencies Details page will open. View the behavioral indicators for the
selected competency. Performance under each of these should be considered when
determining a rating for the competency. Descriptions of the ratings are shown on
the lower right.

Competency Details

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

Fal £ LCopo L)

Behavioral Indicator
Behavioral Factors for Composure:
® 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 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 |Z|
Comments

ormance Rating Scale \

tep
alue Rating Scale Behavioral Indicator

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

2 Needs Performance standards are
Development not fully achieved; employee
needs to improve
performance during the ne

months).

9. Select the rating for the competency from the drop-down list in the Performance
Rating field.

Competency Name Core.Composure

[ Hide

Performance Rating

1-Unsatisfactory
2-Meeds Development
3-Successful

4-Above Expectations

Comments Performance Rating Scale

5-Exceptional Step
Value Rating Scale Behavioral Indicator
1 Unsatisfactory Employee must demonstrate improved work performance

| within immediate period of time (e.a.. 3 months).
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10. In the Comments box enter examples to support the performance rating.

Competency Details

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

Competency Core.Composure
Behavioral Indicator
Behavioral Factors for Composure:
® 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 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 Name Core.Composure

Performance Rating |3-Succe55fu| |7|

~

Comments  |chris managed one of the bigger project intiatives during Performance Rating Scale

this period. The project had a very agaressive schedule

and faces a number of serious road blocks. During the

course of the project, Chris was always profession and did

not take his stress out on his coworkers or team members. || Step

Value Rating Scale Behavioral Indicator

1 Unsatisfactory Employee must demonstrate
improved work performance

celin temee o i o oo d oE

11. When finished rating this competency, click the Apply and Update Next button to
rate the next competency.

Competency Details

Cancel | Save as Draft Apply and Updateﬂ?D Apply |

Competency Core.Composure
Behavioral Indicator

Behavioral Factors for Composure:

12. Continue rating the competencies. When the page displays the last competency on
the list, the Apply and Update Next button will disappear and only the Apply button
will be displayed. Click the Apply button to return to the prior page.

ORACLE"E-Business Suite

Persol
M MNavigator v B Favorites ¥ Home Logout Preferences Help Page

Details: Appraiser =  Appraisal Feedback: Appraiser =
Competency Details P

Cance| Save as Draft ‘ Apply

Competency Core.Work Habits
Behavioral Indicator
Behavioral Factors for Work Habits:
* Conducts work within the established (and accepted) department practices.
® Conducts work according to the established and approved work schedule.
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Participating as an Additional Appraiser

13. At any point, the Save as Draft button can be used to save the work for later.

14. After clicking the Apply button, the Appraisal Feedback page will open showing the
performance rating for each competency. Click the Update Details icon again to
make any adjustments.

ORACL_E E-Business Suite

Personalize
N MNavigator v B Favorites Home Logout Preferences Help Page

Details: Appraiser =
Appraisal Feedback: Appraiser

Cancel | | Save as Draft | | Complete
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
Initiztor Employeel, Chris Main Appraiser Supervisorl, Pat
Appraisal Purpose Appraisal Date  13-Apr-2016
Period Start Date 21-Mar-2016 MNext Appraisal Date
Period End Date 30-Apr-2016
Template Appraisal-Non-Supervisory
Role v3

Competencies
Competency Appraiser Performance Rating Update Details
Core.Composureﬂ) 3—Successfulﬂ) 7
Core.Decision Makingﬁ) 3—Successfulﬁ) 7
Core.Initiating Actiong_i;, 4-Above Expecmtionsg_i;, _/?
Core.Interpersonal Co mmunimtionﬁ) 3—Successfulg_i;. 7
Core.Job Knowledge/Functional and Technical Skillsg_i;, 3—Successfulﬁ) 7
Core.Organizing and Planningg_i;, 3—Successfulﬁ) 7
Core.Quality ofWUrkg_i;. 3—Succe55fulg_i;. 7
Core.Service Orienmtionﬁ) 3—Successfulﬁ) 7
Core.Work Hab'rtsg_i) 3—Successfulﬁ) 7

Overall Feedback

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

Cancel | | Save as Draft | | Complete

Home Logout Preferences Help Personalize Page

About this Page Copyright 006, Oracle. All rights reserved.
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15. If desired, enter summary text in the Comments box of the Overall Feedback
section. The supervisor, as the main appraiser, can decide whether or not to allow
the employee to view the text entered in the Comments box.

Overall Feedback

The Employee (Appraisee) sees these comments if the Supervisor (Main Appraiser) selects to share participant ratings and

comments on appraisal completion.

Cornments |1 surnmary, Chris very successfully completed all aspects of his job while working for me and in some cases
exceeded my expectdtions.|

| Cancel | | Save as Draft | | Complete |

16. When finished with the appraisal, click the Complete button to finalize the review.

17. If desired, enter a message to the supervisor in the Notification Comments box.
Text entered here is only for the workflow/email notification and does not become
part of the appraisal.

ORAC]_E'E-Business Suite

Personalize
n Navigator v B Favorites ¥ Home Logout Preferences Help Page

Appraisal Feedback: Complete

Once you click Submit, you cannot make further changes unless the main appraiser requests | =
for feedback. | Cancel Submit

Notification Comments 1 have completed my review of Chris' performance. Please let me know if you
need any clarification or additional information.
Regards,
BB

NOTE: Once the Submit button is pressed, no further changes can be made to the
appraisal unless the supervisor requests additional feedback.

18. Click the Submit button to return the appraisal to the supervisor.

ORACLE’E-Business Suite

Personalize
N Navigator v @ Favorites ¥ Home Logout Preferences Help Page

Appraisal Feedback: Complete
Once you click Submit, you cannot make further changes unless the main appraiser requests Cancel < Submit)

for feedback.

Notification Comments |1 have completed my review of Chris' performance. Please let me know if you
need any clarification or additional information.
Regards,
BB

19. Once the Submit button is clicked, work as an additional appraiser is complete.
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Participating as an Additional Reviewer

As main appraiser, an employee’s supervisor can request that an additional person(s)
provide feedback about the employee’s performance. The additional reviewer could be
a co-worker or someone who worked with the employee on a project or on a particular
task.

When the supervisor requests feedback from an additional reviewer, the additional
reviewer will receive an email notification requesting their participation.

PRISM Workflow... FYL The appraisal of Employeel, Chris needs your attention as reviewer.
From Supervisorl, Pat To Employee2, Robin

NOTE: The additional reviewer should receive an email notification and a workflow
notification, however the workflow notification may close automatically. The appraisal
can be completed from a workflow notification in the same manner as shown below.

This chapter provides instructions on providing feedback as an additional reviewer.
Steps:

1. Open the email notification and review the details.

Thu 4/14/2016 12:07 Pl
PRISM Workflow Mailer - DEV <noreplyprism@pitt.edu>
FYL: The appraisal of Employeel, Chris needs your attention as reviewer.

To Bird, Karen

O 1 there are problems with how this message is displayed, click here to view it in a web browser.

Action ltems + Get moreap
From Supervisorl, Pat
To Employee2, Robin
Sent 14-Apr-2016 12:05:52
ID 14356988
[Summary
< Employee Name Employeel, Chris > Employee Number 166670
Organization Email Address kbird@cfo.pitt.edu Department Finandcial Information Systems
Manager Supervisorl, Pat Job  Staff.Administrator.ITT
Main Appraiser Comments
Please provide your thoughts on working with Chris on the QTAC project as it
relates to the competendes list on the appraisal form.
Thank you,
Pat
v,
|Appraisal Details
Initiator  Employee1, Chris Main Appraiser Name  Supervisorl, Pat
Appraisal Purpose Appraisal Date  13-Apr-2016
Period Start Date  21-Mar-2016 Next Appraisal Date
Period End Date  30-Apr-2016
Template Appraisal-Non-Supervisory Role v3
e
Related Applicatio
2. Click the Update Action icon in the bottom left corner to open the Appraisal.
rau
[Appraisal Details
Initiator Employeel, Chris Main Appraiser Name Supe
Appraisal Purpose Appraisal Date 13-A
Period Start Date  21-Mar-2016 Next Appraisal Date
Period End Date  30-Apr-2016
Template Appraisal-Non-Supervisory Role v3

date Actig
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Participating as an Additional Reviewer

3. |If prompted, log in with your University user name and password and click the
Submit button.

Single Sign-On Experience

Username

abcdefy

password

| () |

4. |If the following error is displayed, please contact Human Resources at 412-624-8044
and request access to Performance Management. Once access had been granted
follow the instructions from Step 1 again.

@ Error

You have insufficient privileges for the current operation. Please contact your System
Administrator.

5. When the Reviewer Details page opens, review the details of the employee to be
reviewed.

ORACL & E-Business Suite

Home Logout Preferences Help

[5) information
The current responsibiity context has been switched to: PHR Performance Management - Employes
Details: Reviewer

Baclg| Update\ Printable Page

Employes Name Employeel, Chris Employes Number 166670
Organization Email Address  kbird@cfo.pitt.edu Departrnent  Financial Information Systems
Manager Supervisorl, Pat Job  Staff.Administrator 111

Competencies

Show &l Detals | Hide Al Detals
Competency

Core.Composure

Core.Decision Making
Core.Initiating Action
Core.Interpersonal Communication
Care.Job Knowledge/Functional and Technical Skills
(Care.Qrganizing and Planning
Care.Quality of Wwark

Care.Service Orientation
Core.work Habits

Overall Feedback

Comments

Back Update Printable Page

Home Logout Prefers
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6. Click the Update button to complete the review.

Details: Reviewer

Back w

Update
N —

7. The Reviewer Feedback page will open. Provide narrative text about the employee's
performance in the Comments box in the Overall Feedback section, taking into
consideration the competencies included below.

ORACL €& E-Business Suite

N MNavigator v B Favorites ™ Home Logout Preferences Help

Details: Reviewer =
Appraisal Feedback: Reviewer

cancel | | Save as Draft | [ Complete |
Employes Mame  Employeel, Chris Employes Mumber 166670
Crganization Email Address  kbird@cfo.pitt. edu Departrnent  Financial Information
Systems
Manager Supervisorl, Pat Job  Staff.Administrator.IIT

Please provide narrative text about the employes's performance in the Cosmmarnts box in the Qverad Feedback section, taking into
consideration the Competencies included below, Once you click the Sowmplets button, it is not possible to make further changes
unless the supervisor (main appraiser) requests feedback,

Competencies

Show All Details | Hide All Details
Competency

Core, Composure

Core,Decision Making

Core Initiating Action

Core. Interpersonal Comrmunication
Core, Job Knowledge/Functional and Technical Skills
Core.Organizing and Planning
Core.Quality of Work

Core.Service Crientation
Core.Woark Habits

Overall Feedback

The Employvee (Appraises) sees these cormments if the Supervisor (Main Appraiser) selects to share participant ratings and comments
on appraisal cormpletion.
Comments

cancel | | Save as Draft | [ Complete |

Home Logout Pr
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8. After the review is completed, click the Complete button to finalize the review.
Overall Feedback

The Employee (Appraises) sees these cormments if the Supervisor (Main Appraiser) selects to share participant ratings and cormments
on appraisal completion,
Comments  {on our project, Chris was very organized and communicated expectations and project goals and

deadiines clearly, Chris worked hard to clear ohstacles and keep the project moving, T would be

happy to work on another project in the future,

Fegards,

Rkt

Cancel | | Save as Draft | (_ complete
—

9. To finish the review later, click the Save as Draft button.

10. If desired, enter a message to the supervisor in the Notification Comments box.
Text entered here is only for the workflow/email notification and does not become
a permanent part of the appraisal.

ORACL & E-Business Suite

Home Logout Prefere

Appraisal Feedback: Complete

Once you click Submit, you cannot make further changes unless the main appraiser -
requests for feedback. Cancel Submit

Motification Comments  [[ have completed the review of Chris.
Please let me know if you would like any additional information,
Regards,
Fobin|

NOTE: Once the Submit button is pressed, no further changes can be made to the
appraisal unless the supervisor requests additional feedback.

11. Click the Submit button to return the appraisal to the supervisor.

ORACL & E-Business Suite

n Mavigator v B Favorites ™ Home Logout Preferences Help

Appraisal Feedback: Complete T
Once you click Submit, you cannot make further changes unless the main appraiser -
requests for feedback. M Submit

Motification Comments [T have completed the review of Chiis.
Please let me know if you would like aty additional information,
Regards,
Fobin|

12. Once the Submit button is clicked, work as an additional reviewer is complete.
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