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Using This Document 

General 

This document provides instructions about how to access and use the on-line 
Performance Management tool.  It is not intended to provide instructions or 
information about how to evaluate a 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. 

 

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

Performance Management Workflow
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Employee: Completes Self-Appraisal 

Navigate to the Self-Appraisal 

Swim Lane Employee (Appraisee) 

Flow Block Completes Self-Appraisal 

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

The Employee: 

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

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

year). 
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Employee (Appraisee): Completes Self Appraisal 

Navigate to the Self-Appraisal 

Swim Lane Employee (Appraisee) 

Flow Block Completes Self-Appraisal (required) 

Task Navigate to the Self-Appraisal 

5. Clicks the Go To Task icon. 

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

Objectives - General 

Swim Lane Employee (Appraisee) 

Flow Block Completes Self-Appraisal 

Task Objectives – 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) 

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

Add an Objective and an Objective Results Rating 

Swim Lane Employee (Appraisee) 

Flow Block Completes Self-Appraisal - Objectives 

Task Add and Rate Objectives (optional) 

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

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

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

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

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

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

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

Add an Objective and an Objective Results Rating 

Swim Lane Employee (Appraisee) 

Flow Block Completes Self-Appraisal - Objectives 

Task Add and Rate Objectives (optional) 

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

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

Add an Objective and an Objective Results Rating 

Swim Lane Employee (Appraisee) 

Flow Block Completes Self-Appraisal - Objectives 

Task Add and Rate Objectives (optional) 

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

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

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

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

Swim Lane Employee (Appraisee) 

Flow Block Completes Self-Appraisal - Objectives 

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

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

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

Swim Lane Employee (Appraisee) 

Flow Block Completes Self-Appraisal - Objectives 

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

3. Updates the objective as necessary. 

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

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

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

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

Swim Lane Employee (Appraisee) 

Flow Block Completes Self-Appraisal - Objectives 

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

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

7. If the Objective Details section does not have any updateable fields as shown in the 
screen shot below, this means the objective was created by the employee’s supervisor 
and cannot be updated by the employee. 
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Employee (Appraisee): Completes Self-Appraisal 

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

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

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

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

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

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

Complete the Self-Appraisal Questionnaire 

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

Task Completes the Questionnaire (optional) 

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

The Employee: 

1. Clicks the Complete Questionnaire button at the bottom of the self-appraisal. 
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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).   
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Employee (Appraisee): Completes Self-Appraisal 

Complete the Self-Appraisal Questionnaire 

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

Task Completes the Questionnaire (optional) 

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

Supervisor (Main Appraiser) 

Transfer Ownership of Appraisal to Supervisor 

Swim Lane Employee (Appraisee) 

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

Task Transfers Ownership to Supervisor (required) 

Because the Performance Management online tool is workflow driven, the system 
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. 
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Employee (Appraisee): Shares Self-Appraisal with 

Supervisor (Main Appraiser) 

Transfer Ownership of Appraisal to Supervisor 

Swim Lane Employee (Appraisee) 

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

Task Transfers Ownership to Supervisor (required) 

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

 
3. Clicks the Submit button. 



 Copyright University of Pittsburgh. All rights reserved.  

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

 

Employee (Appraisee): Shares Self-Appraisal with 

Supervisor (Main Appraiser) 

Transfer Ownership of Appraisal to Supervisor 

Swim Lane Employee (Appraisee) 

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

Task Transfers Ownership to Supervisor (required) 

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

 
5. Logs out of PRISM. 

The 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. Log in to PRISM. 
2. Select the PHR Performance Management – Supervisor responsibility. 
3. Select ‘Performance Management’ to access the Supervisor Dashboard. 
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Supervisor (Main Appraiser): Reviews the Self-Appraisal 

Review the Self-Appraisal 

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

Task Reviews the Completed Self-Appraisal 

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

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

Review the Self-Appraisal 

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

Task Reviews the Completed Self-Appraisal 

7. Click the Appraise icon. 

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

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

Review the Self-Appraisal 

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

Task Reviews the Completed Self-Appraisal 

10. Click the Show Questionnaire link to see the responses. 

 



 Copyright University of Pittsburgh. All rights reserved.  

28 
Performance Management On-Line  4/23/2016 4:08 PM 

 

Supervisor (Main Appraiser): Reviews the Self-Appraisal 

Review the Self-Appraisal 

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

Task Reviews the Completed Self-Appraisal 

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

Review the Self-Appraisal 

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

Task Reviews the Completed Self-Appraisal 

12. Review the questionnaire responses completed by the employee. 

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

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

Appraisal? - Yes 

Share Ownership Back to Employee for Additional Work 

Swim Lane Supervisor (Main Appraiser) 

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

Task Share Ownership Back to Employee (Appraisee) 

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

Steps: 

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

Appraisal? - Yes 

Share Ownership Back to the Employee for Additional Work 

Swim Lane Supervisor (Main Appraiser) 

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

Task Share Ownership Back to Employee (Appraisee) 

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

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

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

Appraisal? - Yes 

Share Ownership Back to the Employee for Additional Work 

Swim Lane Supervisor (Main Appraiser) 

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

Task Share Ownership Back to Employee (Appraisee) 

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

Appraisers? - Yes 

Invite Additional Appraisers 

Swim Lane Supervisor (Main Appraiser) 

Flow Block Invite Additional Appraisers? – 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 

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

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

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

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

Appraisers? - Yes 

Invite Additional Appraisers 

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

Task Invite Additional Appraisers 

Steps: 

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

Appraisers? - Yes 

Invite Additional Appraisers 

Swim Lane Supervisor (Main Appraiser) 

Flow Block Invite Additional Appraisers? – 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. 

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

 
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. 

 
7. The additional appraiser is added with a default Participation Status of ‘Closed.’ 

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

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

Appraisers? - Yes 

Invite Additional Appraisers 

Swim Lane Supervisor (Main Appraiser) 

Flow Block Invite Additional Appraisers? – Yes (optional) 

Task Invite Additional Appraisers 

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

 
10. Click the Submit button. 

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

 
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 

notification/email and the Participation Status changes to “Complete”. 

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

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

their ratings of the 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: 

 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. 
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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. 

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

 
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. 

 
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. 
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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. 

 
9. Click the Submit button. 
10. After the request is submitted, the Participation Status will change to “Open”. 

 
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: 

 Competencies 

 Objectives 

 Questionnaire 

This chapter focuses on the Competencies section. 

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

Steps: 

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

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

Appraise Performance 

Swim Lane Supervisor (Main Appraiser) 
Flow Block Appraises Performance 

Task Completes the Performance Appraisal (optional) 

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

Appraise Performance 

Swim Lane Supervisor (Main Appraiser) 

Flow Block Appraises Performance 

Task Completes the Performance Appraisal (optional) 

4. If desired, the supervisor can click the Show Questionnaire link towards the bottom of 
the page to review the employee’s responses. 

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

Appraise Performance 

Swim Lane Supervisor (Main Appraiser) 
Flow Block Appraises Performance 

Task Completes the Performance Appraisal (optional) 

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

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

Appraise Performance 

Swim Lane Supervisor (Main Appraiser) 
Flow Block Appraises Performance 

Task Completes the Performance Appraisal (optional) 

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

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

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

Appraise Performance 

Swim Lane Supervisor (Main Appraiser) 
Flow Block Appraises Performance 

Task Completes the Performance Appraisal (optional) 

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

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

 Competencies 

 Objectives 

 Questionnaire 

This chapter focuses on the Objectives section.   

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

Steps: 

1. Review the 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. 

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

Rate Objective Results 

Swim Lane Supervisor (Main Appraiser) 
Flow Block Appraises Performance 

Task Rates Objective Results (optional) 

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

Rate Objective Results 

Swim Lane Supervisor (Main Appraiser) 
Flow Block Appraises Performance 

Task Rates Objective Results (optional) 

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

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

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

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

10. When the appraisal form is complete or to save the work to complete at a later date, 
click the Save as Draft button. 
 
NOTE:  The on-line appraisal MUST NOT be forwarded to the employee until after the 
supervisor has met and reviewed the 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 first is to 
summarize feedback from any additional participants and the second is to select an 
overall performance rating and supporting comments. 

Steps: 

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

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

 
4. Click the Apply button to save the appraisal. 



 Copyright University of Pittsburgh. All rights reserved.  

55 
Performance Management On-Line  4/23/2016 4:08 PM 

 

Supervisor (Main Appraiser): Appraises Performance 

Summarize Participant Input and Give Final Rating 

Swim Lane Supervisor (Main Appraiser) 
Flow Block Appraises Performance 

Task Summarize Participant Input and Give Final Rating (optional) 

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

Review Appraisal 

Meet with Employee to Review Performance and Performance Appraisal 

Swim Lane Supervisor (Main Appraiser) 

Flow Block Meets w/Appraisee to Review Appraisal 

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

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

It is not necessary to have the supervisor or employee sign a printed copy of the 
appraisal and a paper copy is not required in the employee’s file.  After it is 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. 
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Supervisor (Main Appraiser): Shares On-Line Appraisal 

w/Appraisee 

Transfer Ownership of the Appraisal to the Employee for Review and 

Feedback 

Swim Lane Supervisor (Main Appraiser) 

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

Feedback (required) 

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

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

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

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

Rating box.  This is a required step as the 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. 

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

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

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

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

Review On-Line Appraisal 

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

Task Employee Reviews On-Line Appraisal (required) 

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

The Employee: 

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

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

Review On-Line Appraisal 

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

Task Employee Reviews On-Line Appraisal (required) 

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

Review On-Line Appraisal 

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

Task Employee Reviews On-Line Appraisal (required) 

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

Provide Feedback to Supervisor 

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

Task Employee Provides Feedback to Supervisor (required) 

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

The Employee: 

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

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

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

Provide Feedback to Supervisor 

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

Task Employee Provides Feedback to Supervisor (required) 

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

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

Provide Feedback to Supervisor 

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

Task Employee Provides Feedback to Supervisor (required) 

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

 
6. Logs out. 
7. At this point, the 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. 
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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. 

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

employee did not include any feedback.  Click the Share with Employee button and 
follow the instructions in in the ‘Share On-Line Appraisal with Employee’ chapter. 

5. 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. 

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

 
8. If the Provide Feedback on Overall Rating box is checked, uncheck it.  The Additional 

Details box should also be unchecked. 
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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. 
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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. 

 
11. Click the Submit button to continue. 



 Copyright University of Pittsburgh. All rights reserved.  

72 
Performance Management On-Line  4/23/2016 4:08 PM 

 

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. 

 
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. 

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

 
3. If prompted, logs in with University account user name and password. 
4. Reviews the performance appraisal. 
5. Alternatively, logs in to PRISM and clicks on the workflow notification to review the 

performance appraisal. 
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Supervisor’s Supervisor (Approver): Approves Appraisal 

Review and Approve Appraisal 
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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. 

 
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. 

 
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. Log in to PRISM and select the PHR Performance Management – Supervisor 
responsibility and select Performance Management to access the Supervisor Dashboard.   

2. Click the Go To Task icon to open the Main Appraiser page. 

 
3. Scroll to the bottom of the page to the Completed Appraisals section. 
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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. 
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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. 
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Objective Setting Process Flow Diagram 

Objective Setting Workflow
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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: 

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

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

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

 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. 

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

 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; 

 Objective setting can be skipped altogether; 

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

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

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

year). 
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Employee: (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. 

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

 
2. In the Objective Name field, enters a descriptive name for the objective.  (required) 
3. In the Start Date field, enters the date on which the objective is scheduled to start or 

the actual date if the work has already started. (required) 
4. In the Target Date field, enters the date by which the objective should be completed.  

(optional) 
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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. If any 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) 
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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. 

 
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: 

 The employee has entered objectives for the performance year and their 
supervisor needs to review them; or 

 The supervisor will be entering the objectives 

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

 
3. 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. 
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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.   
 

 

 

 
 

 

 



 Copyright University of Pittsburgh. All rights reserved.  

91 
Performance Management On-Line  4/23/2016 4:08 PM 

 

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. Log in to PRISM. 
2. Select the PHR Performance Management – Supervisor responsibility. 
3. Select ‘Performance Management’ to access the Supervisor Dashboard. 
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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. 

 
6. The Main Appraiser page will open. 
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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. 
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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. 
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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. 
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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. 

 
2. Click the Update Comments icon next to the objective that is to be changed. 
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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. 

 
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) 

 
2. In the Objective Name field, enter a descriptive name for the objective.  (required) 
3. In the 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. In the 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 
the Success Criteria box.  (optional) 

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

 
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. 

 
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’. 
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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. 
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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. Be sure 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, 

 
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. 

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

 
3. 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. 

 
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. Log in to PRISM. 



 Copyright University of Pittsburgh. All rights reserved.  

108 
Performance Management On-Line  4/23/2016 4:08 PM 

 

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. 

3. 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. 

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

 
6. Click the Printable Page button and print using the browser’s printer function. 
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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. 
3. Click Performance Management to access the Performance Management Dashboard. 
4. Click the Go To Task icon for the current Performance Management task. 

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

 

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

 
8. Check the Include Setup Details box if basic information about the employee should be 

printed.   
NOTE: Example of Setup Details: 

 

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

Details box. 
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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. 

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

to move them to the Selected Details box. 

 
12. Follow steps 9, 10 & 11 if Objectives should be included in the printout. 
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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. 

 
14. Click the Print button to continue. 
15. The system will create a PDF that can be saved or printed. 
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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. 

 

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.  
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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. 
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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. 

 

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. 
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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. 
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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. 

 

Steps: 

1. Log in and select the PHR Performance Management – Supervisor responsibility. 
2. Click the Appraisal Summary Report link on the Supervisor’s Dashboard. 
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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. 

 
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. Log in to 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. 

 



 Copyright University of Pittsburgh. All rights reserved.  

121 
Performance Management On-Line  4/23/2016 4:08 PM 

 

Supervisor: Viewing Performance Appraisal Progress 

View by Reporting Hierarchy 

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

 
5. Find the appraisal to be viewed and click the Details icon to review that appraisal. 

 
6. The Appraisal Status shows the status of each appraisal.  In the example below, the 

appraisal has not been started. 

 
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. 

 
3. Click the Change Main Appraiser button. 
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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. 

 
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. 
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Supervisor: Changing Main Appraiser 

Change Main Appraiser 

6. 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. 

  
7. Click the Apply button.  

  
8. Enter a message in the Notification Comments box and click the Yes button. 

  
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. Log in to PRISM. 

2. Click on notification in Worklist. 

 
3. Review comments from Main Appraiser. 

 



 Copyright University of Pittsburgh. All rights reserved.  

126 
Performance Management On-Line  4/23/2016 4:08 PM 

 

Supervisor: Changing Main Appraiser 

Review Main Appraiser Change Notification  

4. Scroll down and click on Update Action link. 

 
5. Click the Update button to open the Supervisor Review page. 
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Supervisor: Changing Main Appraiser 

Review Main Appraiser Change Notification and Complete Appraisal 

6. Click on Update Appraisal button. 

 
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. 

 

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. 

 

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

 

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. 

 

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

6. Click the Update button to complete the appraisal. 

 

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

 

9. Select the rating for the competency from the drop-down list in the Performance 
Rating field. 
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Participating as an Additional Appraiser 

10. In the Comments box enter examples to support the performance rating. 

 

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

 

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. 
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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. 
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Participating as an Additional Appraiser 

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. 

 

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. 

 

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. 

 

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

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. 

 

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. 

  

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

 

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. 

 

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

6. Click the Update button to complete the review. 

  

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. 
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Participating as an Additional Reviewer 

8. After the review is completed, click the Complete button to finalize the review. 

 

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. 

 

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. 

 

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

 

 

 


