Quick Reference Card — Performance Management "4I RIS
Displaying Expectations 'f/

Information System

Process: This process is used to display your job expectations for the year.

Role: Nursing Employees Frequency: When needed

Navigating to the Performance Evaluation

On the main UK home page
(http://www.uky.edu/), click on link
blue

Activating Your Account
Account Services Site
Click on myUK Account Manager
Exchange

Blackboard

Use your link blue ID to Sign On to this portal.

Enter your link blue (AD or MC User ID) ( — )
User ID |Useril
P

User ID and Password

asswofd E......'......I |

lassword .I.II.IIII.III

Click Sign On ( [Sanon )

[FTTTOTN N Employee Self-Service JStud

Click Employee Self-Service

IRIS Systems

IRIS Systems

ce Test Manager Self-Service  Student Services  Student Administration  Financial Aid \

| History, Bac

Click Performance Management

. Performance Management
bout (14 omplete and review your performance appraisals
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Quick Reference Card —

Displaying Expectations

Integrated Resource
Information System

Click Performance Evaluations

Click on the document under Appraisal
Document Name

Note: Document will open in another
window.

Displaying Expectations

Performance Management

Performance

Performance Evaluations
Vianage/View your performance evaluations.

Appraisal Document Name P
eedf 2011 Performance Evaluation ) 01

2011 Performance Evaluation Tab

Administrative Data

]
C 2011 Performance EvalualionD Esser

Performance Evaluation Process

Displays the appraisal process

Essential Job Function Tabs

formance Evaluation‘ Essential Functions l Year End Comm

valuation Process

Displays essential functions, job standards,
and weighting

Year End Comments Tab

|_1| Essential Function( Year End Commentsw
4

.

Click on the Essential Functions tab
to display your essential functions and
the job standards

Essential Job Function Tab

Displays employee and manager comments
entered during year end review process

formance Evaluation‘i Essential Functions | ' Year End Comm

ivaluation Process
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ick Ref Card — Perf M t
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Displaying Expectations | e

Note: Each essential function will be 1 Click this link for a full description of rating guidelines
listed along with its job standards and 1.1 Essential Function
the Welghtlng for |t ﬁote Essential Function: "\

Updates and maintains student files and records. Posts academic bankruptcy,
suspension/probation, and graduate information to student transcripts.
Maintains student files for active and inactive students.

Note Job Standards:

Always checks to verify information posted is accurate prior to processing
student transcripts. Always checks to verify that repeat options and academic
bankruptcies are in accordance with senate rules prior to processing. All
postings are completed within designated time frame. Student files are sorted
correctly according to alphabet. All files coming from Admissions are checked
to verify accuracy of the transfer work posted; updates GPAs whenever
necessary; all these files are checked before priority registration for the next
term.

\Weighling: 0.35 .
1.2 Essential Function

Displaying the Action Log
Appraisal Doci
[ Prin [ Action Log|

Click Action Log

Action Log
Action Log
e - e e am | | Displays all actions taken with the document
o o e o mnean mex = | | including displaying the document
: ' " Melizsa A Reedy  06/16/2011 09:10:58) [
;
Click OK to close the box

Saving as a PDF file (Preferred Method)

Note: You may want to save your document to your desktop as a pdf if you have
Adobe Acrobat on your computer.

Appraisal Doci

Click Print

When the print preview opens, click on _
the printer icon to print the pdf file = =1
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Displaying Expectations

XIRIS

Integrated Resource
Information System

Print B
In the printer Name field, select Adobe Printer
PDF Game: pdoberoF __Kl)]
Status: Ready
) 1 I ‘
Click OK @ = ‘

When the Save window appears, select
the folder where you want to save the
document

& Save PDF File As

@\ -_!. Ea Ml Desktop »

‘ Organize 55 Views - ' New Folder

Enter the filename

Gle name: m)

Save as type: | PDF files (*.PDF)

Click Save

following steps.

. cml‘

Printing the Document

Note: Preference is to save an electronic copy of the appraisal document on your
computer, but if needed, you may print a copy of the pdf document by using the

Appraisal Doci
Click Print .
When the print preview opens, click on
the printer icon to print the pdf file = =1
’Print " .
Printer =
Select your printer, if it is not already Came:  [NrPrrsRVIS64-001 =)
H : Toner low; nts waiti Commei
displayed ir:ﬁ Imle:lawc::m:kngs [pocun
Print Range Preview

& Al
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-

Subset: |Alpages in range i

.
Select the number of copies B -

Copies: 1 - ~

Page Scaling: |5hr|nk to Printable Ar

. 171 i—
Click OK @ =

Closing and Logging Off

To close the document, click Close

On the Employee Documents Employee Do
W!I"IdOW, click Close to close the

window

To log out of myUK, click Log off Help { Log off
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