Quick Reference Card — Performance Management \Q&I RIS
Entering Expectations 'f/

Information System

Process: This process is used to manually enter the essential functions and job
standards to the employee’s expectations.

Role: Managers 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
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) ( T )
User ID |User

User ID and Password

Password ......'......I

lassword I‘III.‘III.'II

Click Sign On ( [Sanon | )

_d!._..

LaunchPad

Click on Manager Self-Service —— i

IRIS Svstems

Click Performance Management

Euwy-,sd!-ssvhr MunngerSellSenm:c‘l‘ul Manager Self-Service  Student Services  Student Administration ~ Financial Aid View of Student ~ Enterprise Se1
oncaion | v

| History, Back |

riew ;;& P:rformance Management
ute work items from the Universal Waorklist. Provides an ‘@ % and compl grmance Evaluations for your employees
ployee's absence and reminder of dates. '
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Note: The Employee Documents window will display. |

fvice | 'Employee Seif-Service® |l R
eam | Performance Management | Organization | Reporis

Employee Documents

Status Overview (1

[» Show Quick Criteria Maintenance |

View stetus [=Ji} Edit J{} Display [} Delete Undo Offine Lock

£ Appraisal Status = Substatus Appraisee Name Appraisal Document Name  Period To
K | In Planning Review and Enter Job Standards | Leigh C Baker 2011 Performance Evaluation | 01/01/2011 12.f31f'2011/

oS

When the list of employees displays, click | | [ Undo Offline Lock

on the document listed under Appraisal Appraisee Name : Berod
Document Name for the employee you ; | Leigh C Baker ( 2011 Performance Evaluation ))1;01/;

want to select

Entering Expectations

The employee’s performance evaluation will display with information about the
process.

Appraisal Document for Leigh C Baker Help
[Save |[Print | [Action Log
How would you like to T iini ive Data ]
| Continue d —
@ Save and Exit Document Registered Nurse PE |~ Essential Job Function | Essential Job Function Il '7 Goals and Activities
Submit /" Performance Evaluation Process g

» The online form provides an efficient way for managers and employees to document and review performance. This tool is intended to
be a part of the ongoing discussion between the manager and employee on performance and job expectations, not to supplant it
Managers and employees may communicate with each other in many different ways. The online performance evaluation form is not
intended to be the primary communication between manager and employee.

+ The manager will initiate the form at the beginning of the year. The manager and employee will then review and confirm Essential
Functions and Job Standards for the year

+ The performance evaluation form will be available to the manager and employee throughout the year. Mid-year reviews, if conducted
may be documented in the form

= At the end of the year, the manager will initiate the evaluation process. Where appropriate, the second-level manager may review the
evaluation

= The manager and employee will acknowledge review of the form. Acknowledgement will act as the signature of the form. The
electronic copy will be the official record of employee performance

Essential Job Function Tabs

Click on the Essential Functions tab luatiol | Essentia Functions)‘(eal
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Information System

tion .~ Essential Functions Ii Y

on of rating c:Lndeilne{ Add )

To add an essential function, click Add

Enter the essential function into the
Note Essential Function

Note: This box will remain editable until
you release the form to the employee

i . K 1.1 Essential Function
for planning review. You will be able to

Note Essential Function:

make edits after the em ployee has [Updates and maintains student files and records. Posts academic bankruptcy, |
suspension/probation, and graduate information to student transcripts.
completed the self-assessment process. Maintains student fles for acive and inactive students.

Note: You can cut and paste the
content from last year’s performance
evaluation form or from the JAQ (Job
Analysis Questionnaire) for the position,
if you have an electronic copy of either
document. There is no limit to the
length of text you may enter in this box.

Note Job standards

If you need to delete one of the 14 Essentl Functof Delete )
. . . Note Essential Function
essential functions , click Delete next to [Updates and maintains student fies and records. Posts academic
- suspension/probation, and graduate information to student transc
th e fu n Ct'o n Maintains student files for active and inactive students.

Adding Job Standards

To add job standards for each essential
function, type the standard in the Note
Job Standards text box or cut and
paste the standard from last year’s

Note Job standards:

H b r
e I eCtI’O nic co py Of the em p|0yee S Always checks to verify information posted is accurate prior to processing
- student transcripts. Always checks to verify that repeat options and academic
pe I’fO rmance eval uatlon 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

Note: Remember, the job standards borm.
describe in measurable terms the
results that indicate that an employee
has properly performed the particular
essential function. There is no limit to
the length of text you may enter in this
box.

Weighting: | 1.00
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Integrated Resource
Information System

Enter the weight for the essential
function into the Weighting field as a
decimal number, such as 0.50

Note: All essential function weights
must add up to 1.00 in total.

To save the document while you are
working, click Save

Note: This will save your work and
leave the document open.

necess.ary: all the-se files are checked bétore pno'rlt

term.
{ Weighting: | 35 | )

Saving the Document

@m [ction Tag)

How would you like to continue?

Continue |

a_Qaun and Evit Dacuman 3

Weighting the Essential Functions

If you need to close the document and
save your work:

Select the Save and Exit Document
radio button

Click Continue

How would you like to continue?
Continue
( ¢ Save and Exit Document )

Essential Functions and Job
Standards Complete

How would you like to continue?

Continue

¢ Save and Exit Document

Essential Functions and Job
Standards Complete

If you are ready to submit the
document to the employee:

Select Essential Functions and Job
Standards Complete

Click Continue

How would you like to continue?

Save and Exit Document

@ Essential Functions and Job
Standards Complete
HII I Iild you like to continue?

Save and Exit Document

@ Essential Functions and Job
Standards Complete

© 2011 University of Kentucky — IRIS Training
Last Updated 10/13/2011

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



ick Ref Card — Perf M t
Quic e erence car ?I’ ormance vianagemen ‘Q")\I RIS
Entering Expectations |

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

Saved and Exited Document:

[» Show Quick Criteria Maintenance |

View Status I+l Edit B8 Display B Delete M| Create J{}{ Undo Offline Loc
Appraisal Status = Substatus Appraisee Name Appraisal Document Name Period To C
! In Planning Review and Enter Job Standards fLeigh C Baker 2011 Performance Evaluation | 01/01/2011 | 12/31/2011 | [

Submitted Document:

View Status >Nl Edit N Display Delete [} Create I}l Undo Offiine Lock |
Appraisal Status = Substatus praisee Name Appraisal Document Name Pe
| In Review Employee Year End Review | feigh C Baker 2011 Performance Evaluation | 01
Closing and Logging Off
_ Employee Do
On the Employee Documents window,
click Close to close the window
To log out of myUK, click Log off Help § Log off
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