Quick Reference Card — Performance Management ;‘Ll R l S
Displaying Expectations - Nursing T/

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

UTEaRIASL, S TunoT, UpTOUEE
Registration deadline: August 31, 2011, l

PROFESSIONAL LINKS

Chart Components Order List

) Read more Computer Resources
On Careweb, CIICk On MyUK Portal ] ) External lerlur.sm.gl\fehslte
) ) B 07/20/2011 - KY Trauma & Emergency Medicine Symposium LThiie e
under the Professional Links section Sl sk iy R
SAVE THE DATES!! November 2-4, 2011 “Library

Learning Center

The Kentucky Statewide Trauma and Emergency Medicine -
Symposium will be held at The Galt House, Louisville, KY. m
This event will be sponsored by University of Louisville NONQT Pressure Dicer Modules

Unenitsl_Varsie Childeante Unenital_|nhineeibe nf ¥ anboeks:

OR

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

Activating Your Account
Account Services Site
CI'Ck 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) (
P

User ID |UserlDO0
assword [seeeesesecsed |

User ID and Password

)assword .............|

Click Sign On

e
(=TT -l Employee Self-Service  JS

IRIS Systems

Click Employee Self-Service

IRIS Systems
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’ Integrated Resource
Information System

Click Performance Management

ceTest Manager Self-Service  Student Services  Student Administration  Financial Aid \

brmation | Training”| Performance Managementy UK Alert

| History, Bac

. Performance Management
bout m omplete and review your performance appraisals.

Under the category of Appraisal
Documents, select Appraisal
Documents

Click on the document under Appraisal
Document Name

Note: Document will open in another
window.

Displaying Expectations

Talent Profile
Talent Profile
Please enter you talent management relavant data, eg. work expierer
career goals. maobility.

A D 15

Appraisal Documents
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g performance management documents

_ock

raisee Mame Appraisal Document Name F
issa Ann Curry Reedy{ Registered Murse PE ) 0

First Tab

Administrative Data

(/ Registered Nurse PE hEssential Job Function

A A
Appraisal Process
= The online performance evaluation contains sections fo

Displays the appraisal process

Essential Job Function Tabs

2 Data

tered Nurse% | Essential Job Function| ©  Essential Job Function Ilw Goals a
>y

h

ocess

Each tab displays an essential function and
the job standards for that function

Goals and Activities Tab

ntial Job Function ( Goals and Activities j

S, -

Click on one of your Essential Job
Function tabs to display the function
and the job standards for that function

Essential Job Function Tab

Lists any professional goal(s) and activities
you and your manager have chosen

' PE(/ Essential Job Function | hEssenti
L >4

© 2011 University of Kentucky — IRIS Training
Last Updated — 8/31/2011

myHelp Website:
http://myhelp.uky.edu/rwd/HTML/index.html 2



Quick Reference Card —

Displaying Expectations - Nursing

RIRIS

’ Integrated Resource
Information System

The whole number displays the job
function

{1 Delivers Patient Care
ClCK this ik tor a il description of Job Standard Ratings

The weighting for the job function is
displayed below it

1 Delivers Patient Care

Weighting:

1.1 Provides safe, competent, age specific

The decimal numbers display the job
standards

1 Delivers Py t Care

Weighting 100

1.1 Provides safe, competent, age specific patient care using the nursing process per standards and policies.

1.2 Reports to wiork on time and as scheduled.

1.3 Demanstrates service excellonce.
14 Completes care p CPG's and ing to policy.
1.5 Lhilizes potlent education record and discharg, sheets and d ding to policy.

1.6 Collaborates with other members of the health care team.

To view more details about the job
standards for the Job Stand Ratings
click on the link under the job function

Click Goals and Activities

Goals and Activities Tab

1 Delivers Patient Care
( Click this link for a full description of Job Standard Ratings )

Weighting: 1.00

b Functior(/ Goals and Activitiesh
Y -

You will be able to see any goals or
activities that have been added by your
manager

Click Action Log

Displaying the Action Log

Essential Job Function Il /=(

31 List below any professional goal(s) you have for the upcoming year.

Registered Murse PE ©  Essential Job Function | |

3 Goals and Activities

32 List below the activites you will complete in order to achieve each goal above.

Appraisal Doci
[ Prin{

Action Log

Action Log
Action User Date Time Admin
Appraisal document created Leigh C Baker 0BME/2011 | 08:36:25

Displays all actions taken with the
document including displaying the

.:pr_\l\ docgez;sté;utiﬁenthto Qanard \ Leigh C Baker 06/16/2011 | 08:36:26 docu ment
Appraisal document displayed Melissa A Reedy  0B/16/2011 | 03 1D.5—B) O
PR (RS I
Click OK to close the box
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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
JAction Log|

Click Print

When the print preview opens, click on :
the printer icon to print the pdf file = =]
rPrint ;
In the printer Name field, select Adobe Printer
PDF Crame -
Status:  Ready
. 11 '7
Click OK e
When the Save window appears, select @Sa‘f""m'e"‘s My
the folder where you want to save the @@“” ’ DA
document By Organize ~ == Views - W New Folder

(F_ilename: )
Enter the filename Save astype: | PDF files (*PDF)

CI'Ck Save { [ Save ]/I Cancel ] ‘
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.

Appraisal Doci
JAction Log]|

Click Print
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When the print preview opens, click on

the printer icon to print the pdf file = 3 =]
rI:’rir'lt
Printer
Select your printer, if it is not already riame:  [VrrerrsRV 20564001 [=1) [ e
H Status: Toner low; 0 documents waiting Commei
d Isplayed Type: LANIER MP C4500/LD445c PCL 6 Docum
Print Range Preview

f* Al

Select the number of copies

Page Scaling: Shrink to Printable An

. 11 '7
Click OK o
Closing and Logging Off

To close the document, click Close

Employee Do

On the Employee Documents window,

click Close to close the window
To log out of myUK, click Log off m
I —_—
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