Manager Step-by-Step Guide for Performance Evaluations

Step Due By Page
Create an evaluation for your employee January 2
Determine and enter SMART goals February 2
e Performance Goals
e Development Goals
Enter notes about your employee’s performance October 3
Move employee’s evaluation into the Assessment phase October 4
Have your employee complete his/her self assessment and submit the October 4
evaluation to you
Evaluate your employee October 4
Give your employee a copy of the evaluation to review Mid-October 5
Discuss the evaluation with your employee Mid-October 6
Revise the evaluation as needed (after discussion with employee) Mid-October 6
Have your department/division review and approve the evaluation, if November 6
applicable
Revise the evaluation as needed (after department/division approval) November 6
Move the evaluation to the Review phase Mid-November 7
Employee and Manager review and sign the evaluation Mid-November 7
Human Resources moves the completed evaluation into your employee’s My  Late December 8

Past Evaluations

TROUBLESHOOTING

LOGGING INTO THE PERFORMANCE EVALUATION SOFTWARE
1) Sign into DrexelOne and select the Employees tab.
2) Select Personnel Information
3) Select BannerWeb for College of Medicine Employees.

4) Select Performance Management. If after selecting the link you only see a blank screen, you will need

to disable your pop-up blocker:

a. Click on the bar that appears under the URL field on the browser.

b. Select “Always Allow Pop-ups from this Site.”
c. Select the Performance Management link again.



CREATING AN EVALUATION FOR YOUR EMPLOYEE
Before you can start entering goals for your employee, you must first create an evaluation for your employee.

1)
2)
3)
4)

Select Manager Menu.
Select My Employee Evaluations.

Select © under the Actions column next to your employee’s name.

Select the Create This Evaluation button. (Once you select this button, both you and your employee will
receive an email stating that an evaluation has been created. Your employee will also receive an email
stating that they are an evaluator on a new evaluation. This means that they will be required to complete
a self assessment on the newly created evaluation.)

DETERMINE AND ENTER SMART GOALS
All goals should be written in the SMART goal format. We recommend that you create three to five
Performance Goals and one to two Development Goals per year for your employee. Your employee also has

the ability to enter goals. If you would like for your employee to enter the goals in his/her evaluation, you will
only need to review these goals at this time.

1)
2)
3)
4)

5)
6)
7)

Select Manager Menu.

Select My Employee Evaluations.

Select [2 in the Planning phase column, per employee.

Add Performance Goals and Development Goals by inputting a Goal Name and SMART Goal
Description for each goal. You must enter both a Goal Name and SMART Goal Description for each
goal you enter.

Goal Name:

SMART Goal Description:

To develop a customer database using -~
access software that will include =
customers’ demographic and contact

information. The datakbase will he [v]:}

Develop a Custower Datsbase

%

Select the Save button at the bottom of the screen after you finish entering goals on each tab.

Select = per goal if you wish to add notes at this time.

Select the Overall Evaluation of Performance tab to review the evaluation rating definitions for goals,
competencies, and overall performance.

Evaluation Scale Information: (Evaluation Rating Scale)

Did Not Achieve Results Partially Achieved

Expected Results

Fully Achieved Expected Achieved More Than
Results Expected Results

Exceptional

Achievement

Goals:

Results did not meet Goals:

expectations regarding this  Results met some, but not

goal all, expectations regarding
this goal.

Goals:

Results exceeded all
performance expectations
regarding this goal.

Goals: Goals:

Results met all Results exceeded most
expectations regarding this  performance expectations
goal. (GOOD S0LD regarding this goal.
PERFORMANCE)

Competencies:

Did not demanstrate this
competency at the
expected level

Competencies:
Inconsistently

Competencies: Competencies: Competencies:
Consistently dernonstrated  Consistently dernonstrated  Always demonstrated this
demonstrated this this competency st the this competency at a high  competency at a superior
competency at the expected level without level. May have been level. Functioned as an
expected level. Sometimes  assistance or direction viewed as a role model and  internal expert across
reguired assistance ar from others. clearly stood out amang Drexel University with this
direction from others. peers relative to this competency, teaching ar
competency. coaching others, in
addition to serving as a role
Overall Rating: rmodel.
Results did not meet most  Achieved some but not all
objectives and/or did not objectives and/or
demonstrate competencies  inconsistently
at the expected level. demonstrated
competencies at the
expected level.

Overall Rating: Overall Rating:
Results exceeded most

Overall Rating: objectives, and

Results met all objectives  demaonstrated all

(and may have exceeded competencies at a high

some objectives), and level.

demonstrated all

Overall Rating:
Results exceeded all
objectives, and
demonstrated all

competencies at the
expected level. (GOOD
SOLID PERFORMANCE)

competencies at a superior
level. Contributions to the
department/organization
were exceptional during
this performance cycle



http://www.drexel.edu/hr/content/performancetips.html#writingsmartgoals

Performance Goals
Performance goals are the “what” you are working to accomplish. They are tied to departmental and/or
organizational strategic priorities. Below is an example of a performance goal:

Billing Management

Implement an enhanced billing management process through web based technology by 9/30/08.
Develop a master design document, and creating stakeholder buy-in and awareness.

Ensure functionality of system and new form.

Develop the communication and implementation plan for the new process by the end of
September.

Ready for delivery in mid-October.

Development Goals
Development goals focus on areas you want to develop in order to grow in your job or advance in your career.
Below is an example of a development goal:

Public Speaking

To increase my effectiveness in giving presentations | will join Toastmasters by March 31 and attend at
least 6 monthly meetings by the end of the year. I will ask Ted Thomas to provide feedback using the
Toastmasters format on my presentations after each staff meeting during the year.

ENTER NOTES ABOUT YOUR EMPLOYEE'S PERFORMANCE

Throughout the year you should document your employee’s performance by using the notepad feature. You
might want to set quarterly reminders for yourself to review your employee’s goals and competencies and take
note on how your employee has been performing.

1) Select Manager Menu.
2) Select My Employee Evaluations.
3) Select [@ to view the evaluation.
4) Complete the following steps for each of the goals/competencies you want to write a note for:
a) Select = in the Actions column.
b) Select the Note Entry Audience under the Add Note heading. Select from Private or All:

i. Private: only viewable to the user who inserts the note.
ii. All: viewable to any user.

Add Note

Select Note Entry Private >
Audience i

Upload File Other Raters [ Browse

Hote Entry: Privete
Need assistance

with your notes
entry?

i

Save Close Window

Dane

¢) Enter the performance notes in the Note Entry field.
d) Select Save.

If you want to document your employee’s performance but aren’t sure how to word your note, you can select
the “Need Assistance with your notes entry?” link in the Note Entry field. This will start a wizard that asks you
a series of questions that prompts you to write your note.
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MOVE EMPLOYEE'S EVALUATION INTO THE ASSESSMENT PHASE

In October, you will move your employee’s evaluation into the Assessment phase. Once the evaluation is in the
Assessment phase, your employee should complete a self assessment and then you will assess their
performance.

1) Select Manager Menu.
2) Select My Employee Evaluations.

3) Inthe Actions column, select & per employee.

You will know that the evaluation was moved from the Planning phase to the Assessment phase when you see
icons in the Assessment phase column. Once you move the evaluation into the Assessment phase, your
employee will receive a system generated email that says he/she can begin his/her self assessment.

EMPLOYEE COMPLETES SELF ASSESSMENT; SUBMITS ASSESSMENT TO MANAGER

Your employee will go through all of his/her goals and competencies and review his/her and your notes from
throughout the year. Once they have reviewed the notepad, he/she will select the Evaluate button under the Self
Assessment column for each goal and competency, summarize his/her own notes in the Comments box, and
then select a rating for that goal/competency.

Once he/she is finished writing comments and have selected a rating, he/she will select the Evaluate button.
Your employee will evaluate him/herself on all goals and competencies. Once he/she is finished evaluating
him/herself, he/she will go to the Overall Evaluation of Performance tab and select the Submit Assessment
button. You will not have access to evaluate your employee until he/she selects the Submit Assessment
button.

EVALUATE YOUR EMPLOYEE
Once your employee selects the Submit Assessment button, you will receive a system generated email stating
that you can begin evaluating his/her performance.

1) Select Manager Menu.
2) Select My Employee Evaluations.
3) Select [@ to view the evaluation.
4) Complete the following steps for each of your employee’s Performance Goals, Competencies, and
Development Goals:
a) Select = to review all notes entered by you and your employee throughout the year.
b) When finished, close the notepad.
c) Select the Evaluate button.
d) Enter comments describing the accomplishment of the goal or demonstration of the competency
in the Comments field. This comment should summarize any notes you entered for yourself
throughout the year. (All Comments will be viewable to all users.)

Comments

. Swmmarize any notes you entered for yourself
18] throughout the year that describe accomplishments
in this goal/competency.

-
e) Using the scale provided, select a rating and then select the Evaluate button.
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5) Once you are finished rating all of the employee’s goals and competencies, select the Overall Evaluation
of Performance tab.

6) Select an Overall Rating from the scale provided.

7) Select the Submit Evaluation button. By selecting Submit Assessment, you aren’t submitting the

evaluation to Human Resources. Rather, you are locking in the ratings that you gave your employee.

GIVE YOUR EMPLOYEE A COPY OF THE EVALUATION TO REVIEW

Before you meet with your employee, you should give them a copy of the evaluation to read thoroughly so they
can take note of any questions they may have for you. Allowing your employee to review the evaluation prior
to your conversation allows them to fully digest your comments and enter the conversation with a fully
knowledge of what is going to be discussed so there aren’t any surprises.

Select Manager Menu.
Select My Employee Evaluations.

Select to (=l to view the print preview of the evaluation.
Select the Go button at the top of the screen to insert all comments into the evaluation.

A w e

Employee Evaluation

o Department;

« Location:
e Start Date: Mo 4, 2003
o ¥iew MNotes Entries By Evaluation Audience: |AII [VI Go

5. Select the Print button at the top right corner of the screen. You can either print to a PDF or to paper.
To print to PDF, select Adobe PDF from the printer Name drop down menu.

@ =%
(‘ﬂ l https: fidrexel.hua. hrsmart. comfepm/print_view php?pas_appraisal_id=59388pas_phase_jd=4&pas_user_jd=52725 g
~
Printer
Marne: HRIST [v [ Properties. ]
Adobe PDF
Statust | anon i 3570/R 4570 FLLG
Type HRIST :|
Send To Onetote 2007
Wwhere Snaglt 7
Commen L [ Print ta file
Piirt range Copies
[OF1] Mumber of copies: |1 (4]
O Pages  from: |1 to: |1 developing content,
'I 'E 'H ber 1st.
Frint Frames
ubleshooting, and
ins by January 2008
COM, and Benefits
K Cancel




Discuss THE EVALUATION WITH YOUR EMPLOYEE
You should schedule time with your employee to discuss his/her evaluation in full.

REVISE THE EVALUATION AS NEEDED
After meeting with your employee, it is possible that you will want to revise some of the ratings.

1) Select Manager Menu.
2) Select My Employee Evaluations.
3) Select “~ in the Actions column to push the evaluation back to the Planning phase.

4) Once the evaluation is pushed back to the Planning phase, select & in the Actions column to push the
evaluation forward to the Assessment phase.
5) Have your employee log into the evaluation software and complete the following instructions:
a. Go to the Overall Evaluation of Performance tab.
b. Select the Submit Assessment button.

Once your employee submits the evaluation back to you, you can edit the goal/competency ratings and/or the
overall evaluation rating. When you are finished revising the evaluation, go to the Overall Evaluation of
Performance tab, select an overall rating, and select the Submit Assessment button.

HAVE YOUR DEPARTMENT/DIVISION REVIEW AND APPROVE THE EVALUATION, IF APPLICABLE
Some departments/divisions require a higher level of approval above the manager. If your department requires
this, make sure you contact your department administrator once you are finished reviewing the evaluation with
your employee. Your department administrator should let you know once the evaluation has been approved and
is ready to be moved to the Review phase for signatures.

REVISE THE EVALUATION AS NEEDED (AFTER DEPARTMENT/DIVISION APPROVAL)
If your department/division required a higher level of approval, it is possible that revisions to the evaluation
were requested.

1) Select Manager Menu.
2) Select My Employee Evaluations.

3) Select “+ in the Actions column to push the evaluation back to the Planning phase.

4) Once the evaluation is pushed back to the Planning phase, select & in the Actions column to push the
evaluation forward to the Assessment phase.
5) Have your employee log into the evaluation software and complete the following instructions:
a. Go to the Overall Evaluation of Performance tab.
b. Select the Submit Assessment button.

Once your employee submits the evaluation back to you, you can edit the goal/competency ratings and/or the
overall evaluation rating. When you are finished revising the evaluation, go to the Overall Evaluation of
Performance tab, select an overall rating, and select the Submit Assessment button.
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MOVE THE EVALUATION TO THE REVIEW PHASE
Once you have discussed the evaluation with your employee and the evaluation has received approval from
your department/division (if applicable), you can move the evaluation into the Review phase for signatures.

1) Select Manager Menu.
2) Select My Employee Evaluations.

3) Inthe Actions column, select & per employee.

You will know that the evaluation was moved from the Assessment phase to the Review phase when you see

icons in the Review phase column. Once you move the evaluation into the Review phase, you and your
employee will receive a system generated email that says you can now sign the evaluation.

EMPLOYEE AND MANAGER REVIEW AND SIGN THE EVALUATION

Once the evaluation is in the review stage, both the employee and manager should review the final evaluation

and then sign the evaluation. If your employee refuses to sign the evaluation, explain that a signature only
indicates that your employee has reviewed the performance evaluation with his/her manager. Inform your

employee that he/she is free to write any comments he/she would like in the space provided. An employee will

not be eligible for a potential merit increase unless he/she has signed the evaluation.

1) Select Manager Menu.

2) Select My Employee Evaluations.

3) Select [@ to view the evaluation.

4) Double check the ratings that you assigned to each goal/competency.
5) Select the Overall Evaluation of Performance tab.

6) Scroll all of the way to the bottom of the page and enter your user ID (the same user ID that you used to

log into DrexelOne).

Signature Confirmation - Review

Employee’s signature indicates receipt and discussion of evaluation;
It does not necessarily indicate agreement with the performance evaluation.

User 1D

Enter signature comments, if applicable

| Submit Signature

v

7) Enter any final comments in the Enter signature comments field.
8) Select the Submit Signature button.

Once both signatures are received, the evaluation is considered complete and is automatically submitted to
Human Resources.




HUMAN RESOURCES MOVES COMPLETED EVALUATION INTO YOUR EMPLOYEE’'S MY PAST
EVALUATIONS

Once the performance evaluation cycle is complete, Human Resources will close all completed performance
evaluations. When the evaluation is closed, the evaluation will be available to your employee in the My Past

Evaluations screen for the duration of their employment at Drexel University.

Accessing previous year’s evaluations for your employee
1) Select Manager Menu.
2) Select My Employee Evaluations.
3) Select " in the Actions column to view previous evaluations.



Appendix

2009 Performance Evaluation Process Overview
Manager Quick Reference Guide

Employee Quick Reference Guide

Employee Performance Management Hands-On Training



http://www.drexel.edu/hr/content/2009_EPM_Process.pdf
http://www.drexel.edu/hr/content/ManagerQRG_010509.pdf
http://www.drexel.edu/hr/content/EmployeeQRG_010509.pdf
http://www.drexel.edu/hr/employees/epmtraining.html

Troubleshooting

General

One of my direct reports now reports to a new manager. How do I remove them from my list on the
My Employee Evaluations page?

Email hris@drexel.edu to change your employee’s manager. If you have already started an evaluation for your
employee, select “2 in the Actions field. Select the new manager from the drop down list and select the
Reassign button.

I am unable to edit my goal text but I need to make changes. What do 1 do?
The evaluation must be in the Planning phase to revise goal text. If the evaluation is in a phase other than

Planning, the manager will have to go to the My Employee Evaluations screen, and select “~in the Actions
column until the evaluation is in the Planning phase.

To edit goal text, open the evaluation. Select the Edit icon in the Actions column. Edit the goal text in the text
fields and select the Save button at the bottom of the page.

If your manager pushed the evaluation back into the Planning phase to edit goal text, he/she will have to push
the evaluation forward to the phase that it was originally in. Go to the My Employee Evaluations page and

select & in the Actions column until the evaluation is back in the correct phase. If you are moving the
evaluation forward to the Assessment phase, the employee will have to select the Submit Assessment button in
the Overall Evaluation of Performance tab in order for the manager to regain access to evaluate the employee.

I need to push my employee’s evaluation to a different phase. How do I do that?

Only managers have access to push an evaluation through the phases.
Go to the My Employee Evaluations page

Use “/ and & in the Actions column to move the evaluation amongst the phases.

The system timed me out when I was working on my evaluation. Is that common?

The system will time out after 120 minutes of inactivity. This means that even if you are actively editing your
goals in either the Performance or Development Goals tabs but don’t save or leave the screen, you will time out
after 120 minutes. You must sign in through DrexelOne to log back into the evaluation software.

The notes that I entered no longer display. Where did they go?
As long as your notes saved, they will display in the performance evaluation. If you were entering a note and
then timed out, the note did not save.

Navigating the System

How do I start an evaluation for my employee?
Go to the My Employee Evaluations page and select @ in the Actions column.

10


mailto:hris@drexel.edu

Where do I sign the evaluation?
While in the Review phase (you can check which status the evaluation is in on the My Employee Evaluations

page), go to the Overall Evaluation of Performance tab, and scroll all the way to the bottom of the page to the
user 1D field. Enter the same user ID that you used to log into DrexelOne. Select Submit Signature.
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How can I access a print preview of my employee's evaluation?
1. Go to the My Employee Evaluation(s) page.
2. Select the printer icon in the Phase column.
3. Select the Go button at the top of the page if you want to insert comments into the print preview.
4. Select the Print button at the top right-hand corner of the screen. You can print to paper or PDF.
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