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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  

Click on myUK 

 

Enter your link blue (AD or MC User ID) 
User ID and Password 

 

Click Sign On 
 

Click Employee Self-Service 

 

Click Performance Management 
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Click Performance Evaluations 

 
 Displaying Expectations 

Click on the document under Appraisal 
Document Name 
 
Note: Document will open in another 
window.  

2011 Performance Evaluation Tab 

 

Displays the appraisal process 

Essential Job Function Tabs 

 

Displays essential functions, job standards, 
and weighting  

Year End Comments Tab 

 

Displays employee and manager comments 
entered during year end review process 

Essential Job Function Tab 

Click on the Essential Functions tab 
to display your essential functions and 
the job standards  
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Note: Each essential function will be 
listed along with its job standards and 
the weighting for it.  

 
Displaying the Action Log 

Click Action Log 

 
Action Log 

 

Displays all actions taken with the document 
including displaying the document 

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. 

Click Print 
 

When the print preview opens, click on 
the printer icon to print the pdf file 

 



Quick Reference Card – Performance Management  

DDiissppllaayyiinngg  EExxppeeccttaattiioonnss 
 

 4
© 2011 University of Kentucky – IRIS Training myHelp Website: 

Last Updated – 11/17/2011 http://myhelp.uky.edu/rwd/HTML/index.html 

In the printer Name field, select Adobe 
PDF 

 

Click OK 
 

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

Enter the filename 

 

Click Save 
 

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 
following steps. 

Click Print 
 

When the print preview opens, click on 
the printer icon to print the pdf file 

 

Select your printer, if it is not already 
displayed 
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Select the number of copies 

 

Click OK 
 

Closing and Logging Off 

To close the document, click Close 

 

On the Employee Documents 
window, click Close to close the 
window  

To log out of myUK, click Log off 

 
 


