Quick Reference Card — Performance Management \’)I R l S
] , . N
Overview of Manager’s View | e

Process: This process provides an overview of the manager’s view of the
performance management online system.

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) )

U 1D00
User ID and Password User ID |User

Password |..ll..l..lll.|

Yassword |o.u.|ou..|o..|

Click Sign On ( |:3igno,,

g

(EULL LN Employee Se
Launch Pad

IRIS Svstems

Click on Manager Self-Service

Click Performance Management

ﬂmm Manager Self-Service Test [J'T1FT TR0 mm ‘Student Administration mmmus‘m Enhrplh‘h

Perrurrnen‘e Managemenl) Organization | Reports

| History, Back

riew _u""“a Ferformance Management
ute work items from the Universal Worklist. Provides an ‘@, ] gte Performance Evaluations for your employees.
ployee's absence and reminder of dates E Performance Management
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Overview of Employee Documents Window

Note: The Employee Documents window will display.

nice Employee Self-Service* T Sl AT R W Manager Seif-Service Student Services Student Administration  Financial Aid View of Student | Enterprise Servicet

eam | Performance Management | Organization | Reports

nt

—F ~
=9 Employee Documents
[» Show Quick Criteria Maintenance |
View Status =]l Edit| ;_ ay | | Delete Create| ' do Offline Lock Export 4
B\ Appraisal Status = Substatus Appraisee Name Appraisal Document Name  Period To o}
\ _| In Planning Review and Enter Job Standards | Leigh C Baker 2011 Performance Evaluation | 01/01/2011 12I31/2011/)Q
CIIC_k on Show Quick Criteria Q» Show Quick Criteria Maintenanc@
Maintenance — =
View Status [+l Edit §} Display |
E. Appraisal Status = Substatus
e Pt i i il Tk Nl EVE
Defaults to the beginning of the current
PE year
Valid From e
- = Note: In the future, this field can be
\F:Z"’FV“_ —_— . used to search for other PE years.
:' o ; ) However, PE’s completed outside of this
Annlhe | - - -
system will not be contained in
IRIS/SAP.
Defaults to the end of the current PE
year
Valid To Note: In the future, this field can be
Employee I~ used to search for other PE years.
sl However, PE’s completed outside of this
system will not be contained in
IRIS/SAP.
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Integrated Resource
Information System

Employee
Appraisal Template ID: < w)
Valid From 1) To 127315
| Direct Reperts to Appraise
m IEmplcn,'ee&‘. to Appraise
VigW siawss [§ Direct Reports
— ~ | Second Level Reports -

E. Appraisal Status = USLEWS Appraisee

In Planning Review and Enter Job Standards | Leigh C B

Click Apply to apply the Employee
selection you made

Use this field to make one of the
following selections:

e Direct Reports to Appraise —
displays all employees who
directly report to you and who you
appraise

¢ Employees to Appraise —
displays all employees you
appraise whether or not they
directly report to you

e Direct Reports — displays all
employees who directly report to
you whether or not you appraise
them

e Second Level Reports — If you
supervisor managers, this choice
displays all employees who report
to those managers

Valid From: B Gz
i
Vicwd Siatie = | I

The list of employees and their PEs will display.

Valid From: [ [o1012011 [T To [12mizon | &
[Apply]
P o= | N=FTE | v SeneEl Croste EL. | E———
il = | — e A - =
Appraisal Status = Substatus Appraisee Na

In Planning

Review and Enter Job Standards  Leigh C Baker

e P
Appraisal Document Name  Period To ine
2011 Performance Evaluation | 01/01/2011 | 12/31/2011 | Jownlg

m

Use to create a performance evaluation
document for an employee who has
been hired AFTER the year’s PEs have
been loaded into the system

Create Multiple

elete {{ | Create MultipIe:D | Undo Off

praisee Name Appraisal Docum

Use to create performance evaluation
documents for several employees who
has been hired AFTER the year’s PEs
have been loaded into the system
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Export

Use to export a document to Microsoft

. Offline &cc‘! | Export 4| ) Excel
rument Name Peri Tn
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Viewing an Employee’s PE

When the list of employees displays, click | |
on the document listed under Appraisal Appraisee Name

i Period
Document Name for the employee you i | Leigh C Baker (] 2011 Performance Evaluation | J1/01/2
want to select

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

Employes Document
'

| History,
Appraisal Document for Leigh C Baker Hslp
] & Wanager Sets Exzactaions RERRRTE L [T
[Save] [Pant | [Action Log
Process Description Administrative Data a

nfo
2011 Performance Evaluation |  Essential Functions | Yar End Comments

Performance Evall

luation Process
sart w

How weuld you like to continus?
[ Continue | @ manager and empiayes throughaut the year. Mid-year reviews, i
conducted, may be dos
® Save and Exit Document = At the end of the year. ate the evaluation process. VWhere appropriate, the second-level manager may
. revaw the evaluation
Essential Functions and Job

¥ 2 « The manager and employee will acknowladge review of the farm. Acknawladgement wall act as the signature of the farm. The
Standards Complete A

electronic copy will be the official record of employee performance

The timeline displayed at the top of the PE will show where in the process the PE is.

Appraisal Document for Leigh C Baker

G’ A Manager Sets Expectations ;Te;-E_rEl-é_e_v.i;? ;_Azkn_owiédgemenlmj ' Complete |=1 '

[ Save | [ Print | [ Action Log|

Displaying Administrative Data

To display the administrative data for this employee, click on Unhide

Administrative Data
o

. 2011 Performance Evaluation 1 Essential Functions Year End Comments

Performance Evaluation Process

- . s
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The Administrative Data includes: the UK PE Category (including the PE year),
Status, Substatus, Appraiser, Appraisee, Validity Period/To (the period for which the
employee is being evaluated), and the Execution Period/To (the period for which the
PE is planned and completed).

Administrative Data

ifo { UK PE Category: 2011 Performance Evaluation Validity Period 01/01/2011 To: 12/31/2011
Status: In Planning Execution Period: B To: | [1a]
Substatus Review and Enter Job Standards
Appraiser: Melissa Ann Curry Reedy
Appraisee Leigh C Baker Info

If these fields are blank, you can enter
the dates manually or by selecting the
date from the calendar icon

Note: Please check with your area for the
appropriate dates to use or default to the
dates provided by HR.

Execution Period/To

Valid
Execution Period: [11712010 @ To: [2n15201z [T

. | q lick £ Appraiser: Melissa Ann Curry Reedy
To view employee master data, click Info A Leigh C Baker

Additional Data for Appraisee =1E
Additional Data

F dlahal Eigld Tavt

erson ID 00052589

Personnel no. 00052589

Position Ent Appl Group Team Member Level |
Org. Unit Human Resources Business
Personnel area  Main Campus

Pers. subarea  Reg FT

EE group Staff

E subgroup  Exempt Monthly

A separate window will display with
additional data about the employee.

Click Close to close the window nthly

([Cleze]).

Viewing the Essential Functions and Job Standards

To review the employee’s essential (( 3
functions and job standards, click on the | Mien{  Essential Functions | } ¥1

Essential Functions tab

ess
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Integrated Resource
Information System

Note: All of the essential functions and
the associated job standards will be listed
on this tab along with the weighting for
the essential function. Each essential
function may be edited by the manager
until the manager has marked it as
complete. Please refer to the Manager
Quick Reference Card Editing

2011 P al Functions | Year
1 Click this link for 3 full description of rating guidelines. [ Add ]|
fru Essential Function [ Delete | i

Mote Essential Function

Updates and maintains student fles and records. Posts academic bankruptcy.
suspension/probation, and praduste nformation to student transcs ripts.
Mantains stugent fies for active and nactive students

Mote Job standards

Always checks to verify information posted is accurate prior to processing

st Ahways checks to verify that repeat optians and academic
nce with senate rules prior to process

term

\ Weighting. 0.35

need to enter them manually for the
employee. Please refer to the Manager
Quick Reference Card Enter
Expectations for more details.

To view who, when, and why the PE has
been accessed, click Action Log

Expectations for more details. T T i
Mote Essential Function:
Note: If no essential functions or job Administrative Data
standards have been entered, you will i _ _
2011 Performance Evaluation Essential Functions L Year

1 Click this link for a full description of rating guidelines. | Add |

C

)

Viewing the Action Log

1Y A Manager Sets Expectations PoREITE.

| Save | [ Prind] [ Action Log

Note: The log displays the Action, User,
Date, Time, and a checkbox which
indicates if the user is an HR
administrator.

Planning’ (Review and Enter Job Standards)

Action Log
Action Lo

Bction User Date Time E]
Appraisal document created Leigh C Baker 09082011 17:33:36 =
Appraisal document status setto In Leigh C Baker 09082011 17:3336 | &

Appraigal document displayed Melissa A Reedy 09092011 10:56:35 | [
Appraisal document displayed Melissa A Reedy 09092011 11:03:16 | [
raisal document displayed Melissa A Reedy | 09/09/2011 15:56:55 | [/ [+]
[ox]

Click OK to close the log

Saving the PE

To save the document while you are
working, click Save

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

32011 | 11:03:16 | [
372011 | 1556:55 | [ [+]

@m [Action Log]

How would you like to continue?

@ _Qaun and Evit Dacuman +
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RIRIS

Integrated Resource
Information System

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?
¢ 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

following steps.

How would you like to continue?

" Save and Exit Document

* Essential Functions and Job
Standards Complete
Howy would you like to continue?

~ Save and Exit Document

« Essential Functions and Job
Standards Complete

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

Click Print

Appraisal Doci

When the print preview opens, click on
the printer icon to print the pdf file
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Integrated Resource
Information System

Select your printer, if it is not already
displayed

,
Print

Printer

(name:  |\WITPRTSRV 110554001

Status: Toner low; 0 documents waiting
Type:  LANIER MP C4500/L.D445c PCL 6

Print Range
@ al

Pr

Commet

Docum

Preview

Select the number of copies

Subset: I PARES SUIS0E Ja
r

P.

Copies: 1 2 ~

Page Scaling: !Shrink to Printable Ar

Click OK

On the Employee Documents window,

i —
an

Closing and Logging Off

Employee Do

click Close to close the window
To log out of myUK, click Log off Help { Log off
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