Quick Reference Card — Performance Management ‘Ll R l S
Mid Year Employee Comments - Nursing T/m

Process: This process is used by the employee to enter mid-year comments to his
or her performance evaluation. Comments can also be added throughout the rest of
the year for year-end review.

Role: Nursing Employees Frequency: When needed

Navigating to the Performance Evaluation

UFEaRIaSE, S T, l UPTODEE

PROFESSIONAL LINKS

Chart Components Order List

Registration deadline: August 31, 2011.

. Bead more Computer Resources
On CareWeb, click on MyUK Portal , [ ey
- - . 07/20/2011 - KY Trauma & E | y Medicine Symp Job DQSCFIDUOG
under the Professional Links section e
SAVE THE DATES!! November 2-4, 2011 lerar‘(

Learning Center

The Kentucky Statewide Trauma and Emergency Medicine e
Symposium will be held at The Galt House, Louisville, KY. m
This event will be sponsored by University of Louisville NDNQI Fressure Ulcer Modules

Unenital_Enesie Childeantes Unesibal_|nbineeit of Eantebs

OR OR

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

Activating Your Account

Account Services Site

C||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 |UserlD0O

User ID and Password
assword

*assword .............l

Click Sign On

Click on Manager Self-Service

Launch Pad
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Click Performance Management

Emplovee Self-Service® [1 ir-Service Test | M

!Jl"klﬂﬂTII'rk| BenefMs and Paymen! | Parsonal Information

| Trainingf] Performance Managament § UK Alent

click on the document listed under
Appraisal Document Name for the
employee you want to select

Mid-Year Comments Tab

Click on the Mid Year Comments tab

| Histery, Bac
ness Package configured for University of Kentucky
h F Iji Performanece hanagsmeant '
rsity colleagues and find basic infermation [& - O Ppraisal
ons. Once you have searched using the
you may click on the presented last name
e —
When the list of employees displays, =W =52 Bl Dispiay W Undo Offine Lock il Export »

Appraisee Name Appraisal Document Mame |
Employee Mid Year Melissa Ann Curry Reed( ?xeglstered Myrse PE > |

.‘

soals and Activitie( Mid Year Comments w
A 4

w performance. This tool is intended to be a part of the
s, not to supplant it. Managers and employees may

[P SO P S PR

In the Note Employee Mid Year
Comments field, enter any comments
throughout the year about your
performance

Saving the Document

To save the document while you are
working, click Save

Inmo
Registered Nurse PE |

Essential Job Function | -

Essential

e 4 Mid Year Comments

41 Enter your comments for the mid year review:

Mote Employes Mid Year Comments:
Received two commendations from patisnis/family members

Mote Manaaer Mid Year Comments

@lm [Action Log]

How would you like to continue?

Note: This will save your work and
leave the document open. SR Rt
If you need to close the document and
save your work:
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Select the Save and Exit Document
radio button

How would you like to continue?

( @ Save and Exit Docume@

' Submit

Click Continue

How would you like to continue?

ES

@ Save and Exit Document
" Submit

If you are ready to submit the

’ Integrated Resource
Information System

document to the employee:

How would you like to continue?

Select Submit

' Save and Exit Document

@ Submit

Click Continue

How would you like to continue?

' Save and Exit Document
@ Submit

Note: The document will close and you will be returned to the Employee
Documents window which will be refreshed.

Saved and Exited Document:

Status Ovenview (1

To

Appraisal Document Name Period
Employee Mid Year | Melissa Ann Curry Reedy | Registered Nurse PE 04/01/2011 | 06/30/2012

Offline Info

T LTS R SIS

Submitted Document:

TSTHETE |

View [Standard View] [~NN Edit 8N Display Ml Undo Offine Lock [J}| Export
Appraisal Status Substatus
In Process

Appraises Name Appraisal Document Mame Peniod
Employee Year End Review fMelissa Ann Curry Reedy | Registered Nurse PE

To
04/01/2011

Closing and Logging Off

On the Employee Documents window,

Employee Do
click Close to close the window

[» Show Quick Criteria Maintenance | Change &
View [Standard View]  |=| || Edit | || Display Undo Offline Lock
Appraisal Status Substatus Appraisee Name
In Review

App.Document Type
Download not permitted | Appraisal Document

06/30/2012 | Download

Filter Sett|

Offine Info
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To log out of myUK, click Log off m
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