Performance Evaluations 2017



GreatJobs Performance Evaluations

The GreatJobs system incorporates Position
Descriptions, Notice of Vacancy (NOV) and
Performance Evaluations.

A Position Description must first be in GreatJobs In
order to create a Performance Evaluation.

The website Is: https://sso.tamus.edu

reat Obs ¢Texas AgriLife Extension Service
8 _J *Texas Agrilife Research
for great Peop e *Texas Forest Service

¢+ Texas Veterinary Medical Diagnostic Laboratory




Performance Evaluation Highlights

All performance evaluations will be routed
for signature online.

At least one entry Is required In the
objectives/goals and development plan
sections.

System Policy requires a face-to-face
performance evaluation meeting.



Performance Evaluation Highlights

Employee and Unit/Department Head can return
evaluation to Supervisor for edits if needed.

Employees must review each section of their
evaluation and move through the tabs by
clicking on “Continue to next page”.

Each performance evaluation must be routed
Into a completed status by May 31 each year.



4 Main Steps to Evaluation Process

Supervisor completes performance evaluation.
Supervisor and employee meet to discuss
evaluation. Supervisor submits evaluation to
employee for review.

Employee reviews evaluation online and
returns to supervisor.

Supervisor submits evaluation to
unit/department head for final approval.

Unit/department head reviews and approves.



Supervisor Begins Evaluation

JOB POSTINGS
VIEW OPEN{CLOSED
VIEW FILLED/HISTORICAL
POSITION DESCRIPTIONS
BEGIN NEW ACTION
PENDING ACTIONS
SEARCH POSITION
DESCRIPTIONS
EVALUATIONS

BEGIN NEW PERFORMANC
EVALUATION

PENDING EVALUATIONS
HISTORICAL EVALUATIONS
ADMIN
§ HOME
CHANGE USER TYPE
LOGOUT

« Welcome Joy Bading. You are logged in.
Your Current Group: Supervisor.,

Wednesday, March 3, 2010

Hiring Manager's Guide

View ! Downlnad

No Postings Found Matching Search Criteria.

Actions




Supervisor Chooses Online Evaluation or
Uploads Form (Storage Option)

JOB POSTINGS
VIEW OPEN/CLOSED
VIEW FILLED/HISTORICAL
POSITION DESCRIPTIONS
BEGIN NEW ACTION
PENDING ACTIONS
SEARCH POSITION
DESCRIPTIONS
EVALUATIONS

BEGIN NEW PERFORMANCE
EVALUATION

PENDING EVALUATIONS
HISTORICAL EVALUATIONS
ADMIN
HOME
& CHANGE USER TYPE
LOGOUT

* FAQS - EMPLOYEES

» Welcome Joy Bading. You are logged in,

il
Your Current Group: Supervisor, Wednesday, March 3, 2010

Choose Performance Evaluation Action to Begin

Create New Evaluation

2 Records

Non-faculty Performance Evaluation ﬂ
0l

Start Action
Other Performance Evaluation Forms (storage option)
Start Action




Supervisor Completes Online, Competency-

based evaluation (i.e.: non-faculty)

JOB POSTINGS
VIEW OPEN/CLOSED
VIEW FILLED/HISTORICAL
POSITION DESCRIPTIONS
BEGIN NEW ACTION
PENDING ACTIONS
SEARCH POSITION
DESCRIPTIONS
EVALUATIONS

BEGIN NEW PERFORMANCE
EVALUATION

PENDING EVALUATIONS
HISTORICAL EVALUATIONS
ADMIN
HOME
& CHANGE USER TYPE
LOGOUT

* FAQS - EMPLOYEES

» Welcome Joy Bading. You are logged in,

Your Current Group: Supervisor, Wednesday, March 3, 2010

Choose Performance Evaluation Action to Begin

Create New Evaluation

2 Records

Non-faculty Pe- nemance Fualyation
Start Action

Other Performance Evaluation Forms (storage option)
Start Action




Text Describing the Performance Ratings —
Search for Employee, PIN or Title

BEGIN NEW ACTION
PENDING ACTIONS
SEARCH POSITION
DESCRIPTIONS
EVALUATIONS
BEGIN NEW PERFORMANCE
EVALUATION
PENDING EVALUATIONS
HISTORICAL EVALUATIONS
ADMIN
HOME
CHANGE USER TYPE
LOGOUT

* FAQS - EMPLOYEES

FAQS - UNIT

CONTACTS/SUPERVISORS

* HR TOOLBOX

Non-faculty Performance Evaluation

FERFOMANCE EVALUATION RATING DESCRIFTIONS

Outstanding

Employee's job performance is exceptional in comparison to job requirements, essentials duties, and/or responsibilities and, if applicable, in
comparison to other employees performing similar duties. Performance at this level consistently exceeds expectations and makes significant
contributions to the mission of the unit.

Highly Effective

Employee's job performance consistently meets and frequently exceeds job requirements, essential duties, and/or responsibilities.
Performance at this level is considered above average in comparison to job requirements and to others performing similar duties, when applicable.
Effective

Employee consistently meets all job requirements, essential duties, and/or respensibilities in a competent manner. This is the minimum
expected level of performance for employees.

Meeds Improvement

Employee meets some but not all job requirements, essential duties, and responsibilities. Guidance and/or coaching are needed for
improvement.

Unsatisfactory

Employee does not meet job requirements, essential duties, and/or responsibilities for position. Immediate and significant improvement is
needed.

Employee | Any v | Position | Any v
User Acct Titke
PN |
Number
SEARCH CLEAR RESULTS I

CANCEL EVALUATION I




The employee selected will appear then
click “Start Action” link to begin evaluation

Non-faculty Performance Evaluation

Choose Position Description on which to begin evaluation
1 Record
Office Associate
Start Action "'l.-'iew Frem 0058 test Administration test test Paosition Description Update Approved
FEF IAMCE EVALUATION RATING DESCRIPTIONS
jutstanding

‘mployee's job performance is exceptional in comparison to job requirements, essentials duties, and/or responsibilities and, if applicable, in

comparison to other employees performing similar duties. Performance at this level consistently exceeds expectations and makes significant
contributions to the mission of the unit.

« Highly Effective
Employee's job performance consistently meets and frequently exceeds job requirements, essential duties, and/or responsibilities.
Performance at this level is considered above average in comparison to job requirements and to others performing similar duties, when applicable.
» Effective
Employee consistently meets all job requirements, essential duties, and/or responsibilities in @ competent manner. This is the minimum
expected level of performance for employees.
+ Needs Improvement
Employee meets some but not all job requirements, essential duties, and responsibilities. Guidance and/or coaching are needed for
improvement.
= Unsatisfactory

Employee does not meet job requirements, essential duties, and/or responsibilities for position. Immediate and significant improvement is
needed.

Search Position Description on which to begin evaluation

Employee | test, test w | Position | Any L' |
User Acct Title

PIMN |

Miimher

@ Inkternet




Supervisors — Click on the blue Supervisors
link and read important info before beginning

. Essential . Evaluation | Supervisor | Performance
Evaluation = Evaluation|—— - _— Performance
. Duties and . .. | Eactors |Evaluation | Objectives & e
Detailg — = Factors - Summary
Responsibilities| —  — | Continued Factor Development
| CONTINUE TO NEXT PAGE > |

SUPERVISORS: Flease read before beginning the evaluation process.

*Reqguired information is denoted with an asterisk.

Employees User Account for Position

Description test, test
Employees First Mame test
Employee Last Mame test
Position Title Office Associate
= Ewvaluation Cyde | Annual e |
* Ewaluation Cyde Begin Date | | MM/D O Y —or- MM-DD- Y
* Ewaluation Cyde End Date | | MDD Y —or- MM-DD- Y
* Date of Evaluaton | | MM/ DO Y Y -or- MM-DO-Y Yy
Unit Administration

PIM Mumber test




Enter required information marked with the
red asterisk *

. Essential . Evaluation | Supervisor | Performance
Evaluation T Evaluation |=—_ X P — Performance
Details Duties and FE—— Factors | Evaluation | Objectives & P —
o =1 H i o —_——— H —
Responsibilities Continued Factor Development =Ummary
| CONTINUE TO NEXT PAGE > |

SUPERVISORS: Flease read before beginning the evaluation process.

*Reqguired information is denoted with an asterisk.

Employees User Account for Position

Description test, test
Employees First Mame test
Employee Last Mame test
Position Title Office Associate
= Ewvaluation Cyde Annual e
= Ewaluation Cyde Begin Date MM/DDY Y —or- MM-DD-YY Y
= Ewaluation Cyde End Date MM/DDY Y —or- MM-DD-Y Y
= Date of Evaluation MM/DD Y e MM-DD- Y
Unit Administration

PIM Mumber test




Continue by clicking on the next tab or
clicking on the “Continue to Next Page”
button.

Essential : Evaluation | Supervisor | Performance
— Evaluation ~ : — Performance
Details Duties and F— Factors | Evaluation | Objectives & B I ——
— — - 5 : s| S ry
Responsibilities Continued Factor |Dewvelopment
| CONTINUE TO NEXT PAGE >> )

SUPERVISORS: Flease read before beginning the evaluation process.

*Required information is denoted with an asterisk.

Employee User Account for Pasition

Description B
Employee First Mame test
Employes Last Mame test
Paosition Tite Office Associate
= Ewvaluation Cyde Annual e
= Ewaluation Cyde Begin Date MM/ DO Y -or- MM-DD-Y Yy
* Ewvaluation Cyde End Date MM/DOY Y o MM-DO-Y Y
* Date of Evaluation MM/DDY Y —or- MM-DO-YY Y
Unit Administration

PIM Mumber test




Review of job duties taken directly from
Position Description — then continue to
next tab

Create Non-faculty Performance Evaluation

CAMNMCEL I PREVIEW EWVALUATI M

Essential Evaluation Evaluation | Supervisor | Performance BT TS e
Duties and - . | Facto Evalua Object —

R ; — = Lmimanry
Responsibilities ontinued Development =

The followwing duties are from the current position description. Changes to the position description must
be made within the Position Description module in this website.

Existimng Entr

6 Records

Duly: ™ Description of job responsibility f duty:

Assists new employees with the new hire employment process which incdudes assisting
Wes them with the completion of forms, securing UIMs, werifying completion of reguired 5
training and online benefits enrallment.

Ves Perform online background criminal history, sex offender registry, and driving record 5
checks for new employees; create and email completion certificates to units.
Mo Performs other related duties as needed. 10

Processes unemployment and workers' compensation daims which incdudes data
YWes collection; werification of records; online data entry; generating of reports; and 5
maintaining files.

Provides information and appropriate forms to employment applicants, students,
administrators, and employees; assists online employment applicants and
departmental staff with problems encountered with the online employment process
and answers gquestions regarding the system; scans application documents and
YWes electronically attaches the documenits to online employment application files; enters =0
and submits online position announcements to the Texas Waorkforce Commission's
online employment website (Work In Texas) and if applicable in HigherEdJobs.com, for
available positions and changes the status of the announcements online as
appropriate.

Reviews documents for completeness and accuracy; prepares courtesy letters for
employment applicants for Ag Program departmentsfunits; processes and maintains
forms and records; enters, wverifies and retrieves data via a computer; compiles
information for reports and spedalized studies; prepares reports on a wide wariety of




The next 2 tabs contain the job evaluation
factors (or competencies) to be rated.

Evaluation | Supervisor | Performance
Fact Evaluation | Objectives &
Continued Factor Development

Attach Performance
Documents| Summary

Evaluation e Evaluation

Details sl Factors

== RETURN TO PREVIOUS I I CONTINUE TO NEXT PAGE == I

Reviews and respond to the following evaluation factors, making specific comments in each category.

*Reqguired information is denoted with an asterisk.

Employee First Mame: test
Employee Last Mame: test

Rate the employee's demonstrated {*) Mo Response
job knowledge. Consider factors such &

as: [ ] Outstanding
- time in the position - -

= - extent to which efforts are made to © SLLNELEEE
stay up-to-date ) Effective

- extent to which employee is
consulted by others on technical
matters i) Unsatisfactory

) Meeds Improvement

Rate the employee's job
performance. Consider factors such *) Mo Response

as:
- use of resources and technology O Cutstanding
- B initiative to seek feedback and () Highly Effective

dewvelopment opportunities to )
improve performance ) Effective




If the employee Is also a supervisor,
complete the supervisor evaluation factor

) ssential ) S0 Supervisor Ja=lsivsstliles _
Evaluation T Evaluation |—— P —— Attach Performance

Documents Summary

Duties and =— | Factors QEatFEUTEICGHE Objectives &

retails - - actors
- Responsibilities Eaclors

Continued Factor Development

<= RETURN TO PREVIOUS I l CONTINUE TO NEXT PAGE => I

Feview and respond to the following evaluation facto making specific comments in each category.

*Required information is denoted with an asterisk.

Employee First Name: test

Employee Last Mame: test

Supervisors - Managing and Supervising People (if applicable)

@ Mo Response
[ Outstanding

Provides timely direction and gains & Highly Effective
employes commitment O Effective

2 Meeds Improvement
[ Unsatisfactory

'@} Mo Response
[ Outstanding

Maintains open communications and . s
solicits feedback from subordinates as < B RRE s
appropriate () Effective

TN wa " -




Performance Objectives and Goals

List objectives and goals which, when met,
will enhance job performance and/or assist
the employee In successfully
accomplishing job responsibllities.

Multiple objectives and goals can be
entered, edited, viewed and deleted.



Development Plan

Outline a plan for development covering
specific on-the-job training needs, training
and development courses, self-development
and other approaches which will help the
employee Iin accomplishing his/her job
responsibilities and in meeting objectives
agreed in above. Include specific timetables
for development actions and/or corrective

actions as applicable.




Performance Objectives & Development

This section requires at least one entry under Objectives

and Goals and at least one entry under Development
Plan.

If performance objectives/goals and a development plan
are provided as separate documents, add an entry

stating “document attached on next tab“ and attach them
on the next tab.




Writing Objectives and Development Plan

Employees can write own goals and objectives
and bring to evaluation meeting.

Resources for Writing Performance Objectives
and Employment Development Plans can be
found on the HR Performance Management

page :
http://agrilifeas.tamu.edu/hr/supervisor-
toolkit/performance-management/




Performance Objectives & Development

Essential AENTELG LIRS Performance

Evaluation Evaluation Attach |Performance

Documents| Summary

Details Dufies and Factors =lnn AT TGl Objectives B
Responsibilities Continued Development

THIS SECTION REQUIRES AN ENTRY!
Add objectives & goals and a development plan and click Add Entry.

To Add A New Entry: Click the Add New Entry button.

To Edit An Entry: Click the Edit link for the specific entry.

To View An Entry: Click the View link for the specific entry.
To Delete An Entry: Click the Delete link for the specific entry.

When you are finished adding your entries, you may go to the next page by clicking "Confinue to Next Page".

Existing Entries

Mo Records Found

Add New Entry

*Required information is denoted with an asterisk,

Objectives and Goals: List objectives
and goals which, when met, will enhance
job performance and/or assist the
employee in successfully accomplishing job
responsibilities.

If performance objectives and
development information are shown
on the written performance
evaluation, add an entry stating
"see attached document”.

Newvalnnmeant Plan: Mntine = nlan for [




Performance Objectives & Development

EEITENLG = Performance
Evaluation = Evaluation|—— .,

Details —'dnd Factors e e Documents Ummar
= ponsibilities| —  — [Continued | Factor QeSO Summary

Attach Performance

¥ The entry has been added.

THIS SECTION REQUIREES AN ENTEXY!
Add objectives & goals and a development plan and click Add Entry.

To Add A New Entry: Click the Add New Entry button.

To Edit An Entry: Click the Edit link for the specific entry.

To View An Entry: Click the View link for the specific entry.
To Delete An Entry: Click the Delete link for the specific entry.

When you are finished adding your entries, you may go to the next page by clicking "Continue to Mext
Page".

Existing Entries

1 Record

5 onenes s

Objective One is to ...
View Il Edit Development Plan is ...
Delete

| ADD NEW ENTRY |

== RETURN TO PREVIOUS I I CONTINUE TO NEXT PAGE == I

CANED AMMG CTAYW MB TATC NA&A T I




Attach Documents

Evaluation
Details

Performance

Summary

To attach documents:

1. Select "Attach"

2. Select "Browse," locate and select the file, select "open”
3. Select "Attach"

4. Select "Confirm"

3 Records
Attach / Rgmove Document Type Attached Document
Attach Document 1 Mot Attached
Attach Document 2 Mot Attached
Attach Document 3 Mot Attached
=< RETURN TO PREVIDUS I I CONTINUE TO NEXT PAGE == I
SAVE AND STAY ON THIS PAGE I

CANCEL I PREVIEW EVALUATION I




Attach Documents

To attach documents:

1. Select "Attach”

2. Select "Browse," locate and select the file, select "open”
3. Select "Attach"

4. Select "Confirm"

Return to Frevious

Flease choose one of the follovwing methods to associate a document.

Upload a new document:

Browsse belows to select a document to as< iciat

File: | |[(Browse._.. |

ATTACH I

0

Flease either copy and paste document text or type from scratch into the box belovs to associate a document.

2

Paste a new document:

Text:

ATTACH I

Feturn to Previous

=< RETURN TO PREVIOUS I I CONTINUE TO NEXT PAGE = > I




Performance Summary Tab

On the Performance Summary Tab there is a box for
Additional Evaluator Comments:

List any additional observations or concerns asdfa
which were not addressed in prior tab. This
section can be used to acknowledge and
document espedally notewarthy
accomplishments as well as to paint out
areas requiring improvement or where
performance is unacceptable, Provide a
statement concerning what is needed to
bring performance to acceptable [evel,




Performance Summary Tab

The next section is the Performance Summary and the
overall rating for the employee and is a required field:

R G ———— | |

Performance Summary

O No Respanse

Eialate enpojee n e desThed o () Outstanding
responsibilities based on preceding | |

. omensandrangs, Cosderboy ) fighy Effecte
Strengths and imitations and the -
employee’s overal success in fulfiling Otfet
nosition responsiilties. () Needs Improvement

0 Unsatisfactory
N




Performance Summary Tab

Employee Comments

Employee Comments. Supporting
documents can be attached,

I confirm that I am current on all required
training as identified by System Policy
33.05 Employee Training and System
Regulation 33.05.02 Required Employee
Training, as of the date of this evaluation,

Employee Acknowledgement

I acknowledge that this performance evaluation was conducted to evaluate my performance in the specified period
and to discuss future performance and development plans. The job duties as stated in my current Position
Description were reviewed by me and my supervisor. I understand that my signature does not necessarily indicate
my concurrence with the evaluation results and that I am entitled to review my performance evaluation bearing all
the required electronic signatures. It is my understanding that a record of these results will be maintained in
accordance with the current records retention schedule.

Choosing "Send Evaluation to Supervisor”

on the following page confirms

acknowledgement shown above,

Unit Head or Other Administrator Comments

Unit Head or other applicable administrator
comments, Supporting documents can be
attached.




Notes/History Tab

. ssential .| Evaluation | Supervisor | Performance .

Evaluation —_d Evaluation c_'—a':' ___[J_u U—d, Attach  |Performance .
—— Duties and Factors | 2ctors Evaluation | Objectives & VA f=—— Notes/History
= |Responsibilities| — — |Continued| Factor |Dewvelopment|™ =ummary
Ta— Modified By i
03-04-2010 10:13 AM Joy Bading
Saved Not Submitted

View Summary
03-04-2010 10:14 AM Joy Bading
Saved Not Submitted
View Summary
<< RETURN TO PREVIOUS | | CONTINUE TO NEXT PAGE > |
SAVE AND STAY ON THIS PAGE |
CANCEL | VIEW EVALUATION SUMMARY == |




Evaluation Status: Save vs. Send?

Employment - dows Internet Explorer

| % 41| [x] @ Live search |[2]-

[@:\:} - |g, https: | fareatiobs. kamu.edujuserfiles|jspjshared/frameset Frameset  jsprtime=1332444299097

File Edit Wiew Favorites Tools  Help

7l Favorites | 5% @] Human Resources Texas &&... @8 Suogested Sikes v @ Free Hotmal @ | wieb Sice Gallery =

| | £ v B) - 1 = v Page - Safety - Tods~ @~

| @TAMU AgriLife Employment

great jobs
for great people”

+Texas Agrilife Extension Service
+Texas Agrilife Research
+Texas Forest Service
+Texas Veterinary Medical Diagnostic Laboratory

JOB POSTINGS el
SEARCH ‘ = Welcome Joy Bading. You are logged in. Thursday, March 22, 2012
CREATE NOV Your Current Group: Human Resource.
FROM TEMPLATE
FROM PREVIOUS
FROM SCRATCH View Non-faculty Performance Evaluation Summary
FROM POSITION
DESCRIPTION
TEMPLATES Please review the details of the evaluation carefully before continuing. m
SEARCH
CREATE TEMPLATES To take the action you have specified, click Continue. To edit or add comme
FROM TEMPLATE evaluation without making any changes, click Cancel.
FROM SCRATCH
TITLES
SEARCH CLASSIFICATION Edit
CREATE TITLES -
FROM CLASSIFICATION i
APPLICANTS Evaluation Status
:?:}C; SA:RI:‘:A"TS & Save without Submit
USERS 2 send for Employee Signature
S © send to Unit Head @
APPROVE
SEARCH USERS CANCEL | I CONTINUE |
POSITION DESCRIPTIONS
BEGIN NEW ACTION
SEARCH ACTIONS
SEARCH POSITION
DESCRIPTIONS
EVALUATIONS Employee User Account for Position tost, test
BEGIN NEW PERFORMANCE Description !
EVALUATION
SEARCH EVALUATIONS Employee First Name test
ADMIN
HOME Employee Last Mame test
REPORTS
CHANGE USER TYPE Position Title Office Associate
LOGOUT
Evaluation Cyde Annual
Evaluation Cycle Begin Date 01/01/2001
* FAQS
Evaluation Cyde End Date 12/31/2001
* HR TOOLBOX
Date of Evaluation 01/01/2002
Unit Administration
v

& Internet Sn v W00 -




Evaluation has been submitted for
employee’s review

« Yelcome Joy Bading, You are logged in,

Your Current Group: Supervisor, Thursday, March 4, 2010

View Pending Evaluations

¥ The status of Evaluation has successfully been changed to Sent for Employee Signature.

Active Evaluations

1 Record

LJ ADLOC | U Employee Name & Status [\ Last Action Date
Office Associate

View || View 13 test, test Sent for Employee Signature 03-04-2010

Summary




Employee will receive an e-mail when the
evaluation has been sent to them:

A performance evaluation has been submitted for your review.

1. Login to GreatJobs at https://sso.tamus.edu/

2. Change your user type to "Employee" if necessary

3. Click “Pending Evaluations”

4. “View” the performance evaluation.

5. Continue through the tabs.

6. Click appropriate selection to send the evaluation to supervisor.




Employee Selects Pending Evaluations

POSITION DESCRIPTIONS
BEGIN NEW ACTION + Welcome Joy Bading. You are logged in,
SEARCH POSITION Your Current Group: Employee.
DESCRIPTIONS

EVALUATIONS

PENDING EVALUATIONS View PEI‘IdiIIg Evaluations

HISTORICAL EVALUATIONS
ADMIN

HOME

CHANGE PASSWORD

CHANGE USER TYPE

LOGOUT

Thursday, March 4, 2010

No Results Found

# FAQS - EMPLOYEES

FAQS - UNIT
CONTACTS/SUPERVISORS

¢ HR TOOLBOX




Employee Selects View

POSITION DESCRIFTIONS

BEGIN NEW ACTION « Welcome Joy Bading. You are logged in as test test,
SEARCH POSITION Your Current Group: Employee.
DESCRIPTIONS

Thursday, March 4, 2010
EVALUATIONS
PENDING EVALUATIONS

View Pending Evaluations
HISTORICAL EVALUATIONS
ADMIN

HOME
CHANGE USER TYPE

Active Evaluations
LOGOUT
LOGOUT OF UNIT CoNTACT [JIIAESYL

Office Associate
* FAQS - EMPLOYEES View 1] Viewy 08 test, test Sent for Employee Signature 03-04-2010
- Summary
o FAQS - UNIT 2
CONTACTS/SUPERVISORS "

& HR TOOLBOX




Employee must review each page

e Employment - Windows Internet Explorer

~ % +2|[ x| [l Live search

! |g, https: //areatiobs.kamu.edujuserfiles)isp/shared frameset/Framesst. jsprtims= 1332444299097

Fil= Edit Wiew Fawvorites Tools Help

5lr Favorites | Si% @] Human Resources Texas A8... @8 Suooesiod Sites = @] Free Hotmail @] wieb Slice Gallery -

Page -~

Safety -

Tools ~ gl -

| @ Tamu agritife Employment [ ]

great jobs
for great people”

*Texas Agril ife Extension Service
+Texas Agril ife Research
+Texas Forest Service
*Texas Veterinary Medical Diagnostic Laboratory

JOB POSTINGS
SEARCH
CREATE NOV

« Wwelcome Joy Bading. You are logged in.
Your Current Group: Human Resource.

Thursday, March 22, 2012

FROM TEMPLATE
FROM PREVIOUS
FROM SCRATCH
FROM POSITION
DESCRIPTION
TEMPLATES

SEARCH CANCEL I

View/fEdit Non-faculty Performance Evaluation

VIEW EVALUATION SUMMARY >=> I

CREATE TEMPLATES

FROM TEMPLATE

FROM SCRATCH
TITLES

SEARCH CLASSIFICATION
CREATE TITLES

FROM CLASSIFICATION

Evaluation
Details

Performance
Summary

Attach
Documen

Performance

Object
Development

APPLICANTS | CONTINUE TO NEXT PAGE >>

SEARCH APPLICANTS
STATUS SEARCH
USERS
CREATE USER ACCOUNT
APPROVE
SEARCH USERS
POSITION DESCRIPTIONS
BEGIN NEW ACTION
SEARCH ACTIONS
SEARCH POSITION
DESCRIPTIONS
EVALUATIONS
BEGIN NEW PERFORMANCE
EVALUATION
SEARCH EVALUATIONS

Employee User Account for Position
b b

Employee First Name

Employee Last Mame

Position Title

CHAMNGE USER TYPE = Ewvaluation Cycle
LOGOUT

* Ewvaluation Cycle Begin Date

* Ewaluation Cycle End Date

- FAQS
= Date of Evaluation
* HR TOOLBOX
Unit
PIMN Mumber

SUPERVISORS: Flease read before beginning the evaluation process.

*Required information is denoted with an asterisk.

test, test -~

test

test

Office Associate

MM/DDYYYY -or- MM-DD-YYYY
MM/DD/YYYY -or- MM-DD-YYWYY
MM/DDYYYY ~or- MM-DD-Y¥YY
Administration

test

|®

~

& Internst

1007




Attach Documents Page

View /Edit Non-faculty Performance Evaluation

CANCEL I

Evaluation | Supervisor | Performance
Factors Evaluation | Objectives
Continued Factor

Evaluation = Evaluation

Details e Factors

To attach documents:

1. Select "Attach"

2. Select "Browse," locate and select the file, select "open”
3. Select "Attach”

4. Select "Confirm"

3 Records

Attach / Remvowve

Document Type Attached Document

Document 1 Mot Attached
Document 2 Mot Attached
Document 3 Mot Attached
== RETURN TO PREWVIDOUS I I CONTINUE TO NEXT PAGE => I
SANVE AND STAY ON THIS PAGE I

CAMNCEL I




Employee Performance Summary

== RETURN TO PREVIDUS I I CONTINUE TO NEXT PAGE === I

*Required information is denoted with an asterisk.

Employee First Mame: test

Employee Last Mame: test

Additional Evaluator Comments

List any additional observations or
concerns which were not addressed in

as to point out areas requiring
improvement or where performance is
unacceptable. Provide a statement
concerning what is neaeded to bring
performance to acceptable level.

Performance Summanry

Ewvaluate employee on the described

job responsibilities based on

preceding comments and ratings.

Consider both Strengths and Outstanding
limitations and the employee's owerall

success in fulfilling position

responsibilities.

Employee Comments

Employee Comments. Supporting
documents can be attached.

I confirm that I am current on all
required training as identified by
System Policy 33.05 Employes

> Training and System Regulation | Mo Responss | W |
33.05.02 Required Employes
Training, as of the date of this
evaluaton.




Employee Acknowledgement

S T W RSN L I e
Training, as of the date of this
evaluation.

Employee Acknowledgement

I acknowledge that this performance evaluation was conducted to evaluate my performance in the
specified pericd and to discuss future performance and dewvelopment plans. The job duties as stated
in my current Position Description were reviewed by me and my supervisor. I understand that my
signature does not necessarily indicate my concurrence with the evaluation results and that I am
entitled to reviews my performance evaluation bearing all the required electronic signatures. It is my
understanding that a record of these results will be maintained in accordance with the current
records retention schedule.

Choosing "Send Evaluation to
Supervisor™ on the following page
confirms acknowledgement shown
above.

Unit Head or Other Administrator Comments

Unit Head or other applicable
administrator comments. Supporting
documents can be attached.

*Required information is denoted with an asterisk.

=< RETURN TO PREVIOUS I I CONTINUE TO NEXT PAGE === I

SAVE AND STAY ON THIS PAGE I

CANCEL I



Employee has two choices now:

TAMU Agrilife Employment - Windows Internet Explorer

mﬂ - |g, https:[igreatjobs tamu.edufuserfilesjsp/sharedframeaset /Framaset, jsprrime=1 332530330446

|| % |b Live Search

B8]

File Edit View Favorites

Tools  Help

¢ Favorites | S5 €] Human Resources Texas Afu., @ Suogested Sies @ | Free Hotmail @] web Slice Gallery

| g TAMU AgriLife Employment

& - B = @ ~ Page » Safety = Tools = @v

USERS
SEARCH USERS
POSITION DESCRIPTIONS
BEGIN NEW ACTION
SEARCH POSITION
DESCRIPTIONS
EVALUATIONS
PENDING EVALUATIONS
HISTORICAL EVALUATIONS
ADMIN
HOME
CHANGE USER TYPE
LOGOUT
LOGOUT OF UNIT CONTACT

* FAQS

* HR TOOLBOX

great jobs
for great people”

+Texas Agril ife Extension Service
+Texas Agril ife Research
+Texas Forest Service
+Texas Veterinary Medical Diagnostic Laboratory

= Welcome Joy Bading. You are logged in as test test,

‘Your Current Group: Employee, Friday, March 23, 2012

View Non-faculty Performance Evaluation Summary

Please review the details of the evaluation carefully before continuing.

To take the action you have specified, click Continue. To edit or add commen
evaluation without making any changes, click Cancel.

Edit (&) Printer-Friendly Version

Evaluation Status

@ save
O send Evaluation to Supervisor for Edits
O send Evaluation to Supervisor (Employee Acknowledgement Confirmed)

CANCEL II CONTINUE I

Evaluation Details

%yiinuw Account for Position test, test
Employee First Mame test

Employee Last Name test

Position Title Office Associate
Evaluation Cydle Annual
Evaluation Cycde Begin Date 01/01/2011
Evaluation Cyde End Date 12/31/2011
Date of Evaluation 01/01/2012
Unit Administration

[>

.
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| 100%




Supervisor Receives E-mall

If employee returns for editing, the employee
should contact the supervisor to discuss what
changes are requested. The supervisor will
receive an email that states:

Last(lj\_lame, First Name has returned a performance evaluation to you for
editing.

1. Login at https://sso.tamus.edu

2. Change your user type to "Supervisor" if necessary

3. Select "Pending Evaluations"

4. “View” the appropriate evaluation

5. Move through the tabs making changes as appropriate

6. Select "Send for employee signature”




Supervisor Receives E-mall

If employee sends to supervisor with no request
for edits, the supervisor will receive an email that
states:

Last Name, First Name has returned a performance evaluation for your
review.

1. Login at https://sso.tamu.edu

2. Change your user type to "Supervisor" if necessary
3. Select "Pending Evaluations"

4. “View” the appropriate evaluation

5. Continue through the tabs.

6. Select “Send to Unit/Department Head”




Supervisor selects Pending Evaluations

JOB POSTINGS
VIEW OPEN/CLOSED « Welcome Joy Bading. You are logged in.

VIEW FILLED/ HISTORICAL Your Current Group: Supervisor.

POSITION DESCRIPTIONS
BEGIN NEW ACTION -
PENDING ACTIONS Actions
SEARCH POSITION
DESCRIPTIONS

EVALUATIONS riring 1=
BEGIN NEW PERFORMAMNC
EVALUATION
PENDING EVALUATIONS No Postings Found Matching Search Criteria.
HISTORICAL EVALUATIONS

ADMIN
HOME
CHANGE USER. TYPE
LOWUm

er's Guide

* FAQS - EMPLOYEES

o FAQS - UNIT
CONTACTS/SUPERVISORS

& HR TOOLBOX




Supervisor selects evaluation that has
been returned by employee

JOB POSTINGS
VIEW OPEN/CLOSED » Welzome Joy Bading. You are logaed in.
N R (G (Your Current Group: Supervisor.

POSITION DESCRIPTIONS
BEGIN NEW ACTION . . .
PENDING ACTIONS View Pending Evaluations
SEARCH POSITION
DESCRIPTIONS

EVALUATIONS

BEGIN NEW PERFORMANCE
EVALUATION

PENDING EVALUATIONS 1 Record

HISTORICAL EVALUATIONS 2

ADMIN
Office Associate

HOME
CHANGE USER TYPE

[[View 06 fest, test
Summary

LOGOUT View

Friday, March 5, 2010

Active Fvaluations

Employee Reviewed and Retumed

Evaluation to Supervisor 03052010

# FAQS - EMPLOYEES

FAQS - UNIT
CONTACTS/SUPERVISORS

# HR TODLBOX



Click Continue to Next Page button to go
through all tabs to review evaluation

fe Employment - Windows Internet Explorer
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*Texas Agril ife Extension Service
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i +Texas Forest Service
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JOB POSTINGS s
" .
VIEW OPEN/CLOSED + Welcome Joy Bading. You are logged in as test test. Friday, March 23, 2012
VIEW FILLED/HISTORICAL Your Current Group: Supervisor.
POSITION DESCRIPTIONS
BEGIN NEW ACTION -
PENDING ACTIONS View Non-faculty Performance Evaluation
SEARCH POSITION
DESCRIPTIONS
EVALUATIONS
BEGTN NEW PERFORMANCE RETURN TO SEARCH RESULTS ] VIEW EVALUATION SUMMARY > > ]
EVALUATION
PENDING EVALUATIONS
HISTORICAL EVALUATIONS
ADMIN R
HOME Evaluation
CHANGE USER TYPE Details
LOGOUT
LOGOUT OF UNIT CONTACT
| CONTINUE TO NEXT PAGE >> |
- FAQS
SUPERVISORS: Flease read before beginning the evaluation process.
& HR TOOLBOX
“Required information is denoted with an asterisk.
Employee User Account for Position tast, tast
Employee First Name test
Employee Last Mame test L
Position Title Office Associate
Evaluation Cyde Annual
Evaluation Cydle Begin Date 01/01/2011
Evaluation Cyde End Date 12/31/2011
Date of Evaluation 01/01/2012
Unit Administration
PIM Mumber test
st
& Internst #h - | ®|io0% -




Click “Attach

Documents” Tab

View Non-faculty Performance Evaluation

RETURN TO SEARCH RESULTS

I VIEW EVALUATION SUMMARY > I

Supenvisor
Evaluation
Factor

Evaluation
Factors
Continued

ssential .
ST Evaluation

Factors

Evaluation
Details

Duties and
Responsibilities

To attach documents:

1. Select "Attach"

2. Select "Browse," locate and select the file, select "open”
3. Select "Attach"

4. Select "Confirm"

3 Records

Performance
Objectives &
Development

Attach / Remove Document Type Attached Document

Performance

= — Notes/Histor
Summary

Document 1 Mot Attached
Document 2 Mot Attached
Document 3 Mot Attached

=« RETURN TO PREVIOUS I I CONTINUE TO NEXT PAGE = > I

SAVE AND S5TAY ON THIS PAGE I




Click “Performance Summary” Tab

Supervisor | Performance

Evaluation | Objectives & Performance MNotes/Histor

alellyy=l4ie] Summa
Factor |Development e Yy

=< RETURN TO PREVIOUS I I CONTINUE TO T PAGE == I

*Required information is denoted with an asterisk.

Employee First Mame: test

Employee Last Mame: test

Additional Evaluator Comments

List any additional observations or concerns

which were not addressed in prior tab. This

section can be used to acknowledge and

document especdially notewarthy
accomplishments as well as to point out asdfa
areas reguiring improvement or where

performance is unacceptable. Provide a

statement concerning what is needed to

bring performance to acceptable level.

Performance Summary

Evaluate employee on the described job

responsibilities based on preceding

comments and ratings. Consider both Out: lin
Strengths and limitations and the i g
employee's overall success in fulfiling

position responsibilities,

Employee Comments

mm;mf LT no comment

I confirm that I am current on all required
training as identified by System Policy
33.05 Employee Training and System Yes




Supervisor Sends to Unit/Dept
Head

ife Employment - Windows Internet Explorer
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JOB POSTINGS

VIEW OPEN/ CLOSED

VIEW FILLED/HISTORICAL
POSITION DESCRIPTIONS

BEGIN NEW ACTION

PENDING ACTIONS

SEARCH POSITION

DESCRIPTIONS
EVALUATIONS

BEGIN NEW PERFORMANCE

EVALUATION

PENDING EVALUATIONS

HISTORICAL EVALUATIONS
ADMIN

HOME

CHANGE USER TYPE

LOGOUT

LOGOUT OF UNIT CONTACT

= FAQS

* HR TOOLBOX

+*Texas Agrilife Extension Service
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= Welcome Joy Bading. You are logged in as test test. Fridary, March 23, 2012
Your Current Group: Supervisor.

View Non-faculty Performance Evaluation Summary

Flease reviews the details of the evaluation carefully before continuing.
To take the action you have specified, click Continue. To edit or add comments, click Edit. To exit the

evaluation without making any changes, click Cancel.

Go to Tab View @ Printer-Friendly Version

Evaluation Status

@ save

> send to Unit Head

CANCEL II CONTINUE I

Evaluation Details

%\rﬁ;ﬂm Account for Position test, test
Employee First Mame test

Employee Last MName test

Position Title Office Associate
Evaluation Cyde Annual
Evaluation Cyde Begin Date 01/01/2011
Evaluation Cyde End Date 12/31/2011
Date of Evaluation 01/01/2012
Unit Administration
PIM Mumber test
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Unit/Department Head Receives E-mall

Last Name, First Name has submitted a performance
evaluation for your review.

Login at https://sso.tamus.edu

Change your user type to "Unit/Dept Head" if necessary
Select "Pending Evaluations"

“View” the appropriate evaluation

Continue through the tabs

. Complete/Finalize the evaluation

o G o= 09 [N [



Unit/Dept Head Selects Pending
Evaluations

R TR +Texas Veterinary Medical Diagnostic Laboratory

JOB POSTINGS
VIEW OPEN/CLOSED » \Welcome Joy Bading. You are logged in, !
VIEW PEHDiHG Your Current Group: Unit/Dept Head, Friday, March 5, 2010
VIEW FILLED/HISTORICAL
CREATE HOV
FROM TEMPLATE P«El‘ldil‘lg Actions
FROM PREVIOUS
ol No Results Found
POSITION DESCRIPTIONS
BEGIN NEW ACTION
PENDING ACTIONS
SEARCH POSITION
DESCRIPTIONS
EVALUATIONS
PENDING EVALUATIONS
HISTORICAL EVALUATIONS
ADMIN
HOME
CHANGE PASSWORD
CHANGE USER TYPE
LOGOUT

| * FAQS - EMPLOYEES

FAQS - UNIT
CONTACTS/SUPERVISORS

& HR TOOLBOX




Unit/Dept Head Chooses Evaluation to be
Reviewed

+ {Velcome Joy Bading. You are lgged in,
Your Current Group: Unit/Dept Head.

Friday, March 5, 2010 ‘

View Pending Evaluations

Active Evaluations
1 Record
U ADLOC | i Employee Name m I Last Action Date
Office Associate
P 1 06 tes, est SenttolLnitHead 03052010
2 Summary




Unit/Dept Head goes through each

Windows Internet Explorer
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JOB POSTINGS 5
VIEW OPEN/CLOSED = YWelcome Joy Bading. You are logged in as test test, X
VIEW PENDING ‘Your Current Group: Unit/Dept Head. Friday, March 23, 2012
VIEW FILLED{ HISTORICAL
CREATE NOV . - .
FROM TEMPLATE View/Edit Non-faculty Performance Evaluation
FROM PREVIOUS
FROM POSITION
DESCRIPTION
POSITION DESCRIPTIONS CANCEL I VIEW EVALUATION SUMMARY > > I
BEGIN NEW ACTION
PENDING ACTIONS
SEARCH POSITION
DESCRIPTIONS . r | Performance e
EVALUATIONS Evaluation Obiecti Performance
PENDING EVALUATIONS Details tle~-'elc; ment e
HISTORICAL EVALUATIONS e
ADMIN
T— | CONTINUE TO NEXT PAGE >> |
CHANGE USER TYPE
LOGOUT
LOGOUT OF UNIT CONTACT
SUPERVISORS: Please read before beginnin waluation process.
*Required information is denoted with an asterisk.
* FAQS
& HR TOOLBOX Employee User Account for Position e
s <
Employee First Mame tes
Employee Last Mame test La
Position Title Office Associate
Evaluation Cyde Annual
Evaluation Cycde Begin Date 01/01/2011
Evaluation Cyde End Date 12/31/2011
Date of Evaluation 01/01/2012
Unit Administration
PIN Mumber test
)

Done
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Continue through Tabs to Performance
Summary Tab — Scroll to Bottom of Page

2at people

* lexas FOrest HService

+Texas Veterinary Medical Diagnostic Laboratory
R g
Strengths and limitations and the
employee's overall success in fulfiling

Employee Comments

Outstanding

Employee Comments. Supporting
documents can be attached.

I confirm that I am current on all required
training as identified by System Policy
33.05 Employee Training and System
Regulation 33.05.02 Required

Training, as of the date of this evaluation.

no comment

Nes

Employee Acknowledgement

= I acknowledge that this performance evaluation was conducted to evaluate my performance in the specified period

and to discuss future performance and devel
Description were reviewed by me and my su
my concurrence with the evaluation results a
the required electronic signatures. It is my w
accordance with the current records retentio

Choosing "Send Evaluation to Supervisor™

on the following page confirms
acknowledgement shown above.

Unit Head or Other Administrator Comments

int plans. The job duties as stated in my current Position

sor. I understand that my signature does not necessarily indicate
at I am entitled to review my performance evaluation bearing all
tanding that a record of these results will be maintained in
edule.

Unit Head or other applicable administrator
comments, Supporting documents can be
attached. :

*Required information is denoted with an asterisk.

<< RETURN TO PREVIOUS I | CONTINUE TO NEXT PAGE >> |
SAWVE AND STAY ON THIS PAGE |
canceL | VIEW EVALUATION SUMMARY >3 4




Unit/Dept Head Has Two Choices

Agrilife Employmen

Windows Internet Explorer
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JOB POSTINGS
VIEW OPEN/CLOSED
VIEW PENDING
VIEW FILLEDfHISTORICAL
CREATE NOV
FROM TEMPLATE
FROM PREVIOUS
FROM POSITION
DESCRIPTION
POSITION DESCRIPTIONS
BEGIN NEW ACTION
PENDING ACTIONS
SEARCH POSITION
DESCRIPTIONS
EVALUATIONS
PENDING EVALUATIONS
HISTORICAL EVALUATIONS
ADMIN
HOME
CHANGE USER TYPE
LOGOUT
LOGOUT OF UNIT CONTACT

* FAQS

* HR TOOLBOX

Dione

great jobs
for great people”

*Texas Agrilife Extension Service
*Texas Agrilife Research
+Texas Forest Service
+Texas Veterinary Medical Diagnostic Laboratory

= Welcome Joy Bading. You are logged in as test test,

Your Current Group: Unitf/Dept Head.

Friday, March 23, 2012

View Non-faculty Performance Evaluation Summary

Please review the details of the evaluation carefully before continuing.

To take the action you have specified, click Continue. To edit or add comments, click Edit. To exit the

evaluation without making any changes, click Cancel.

Edit

Evaluation Status

@ save

O Evaluation Complete

) sSend Evaluation to Supervisor for Edits

CANCEL II CONTINUE I

@ Erinter-Friendly Version

Ew; tion Deta

Description

Employee First Name
Employee Last Name
Position Title

Evaluation Cyde

Evaluation Cyde Begin Date
Evaluation Cyde End Date
Date of Evaluation

Unit

Employee User Account for Position

test, test

test

test

Office Associate
Annual
01/01/2011
12/31/2011
01/01/2012

Administration

>
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Employee and Supervisor receive email
iIndicating that the Unit/Dept Head has
finalized the evaluation.

The performance evaluation for Last Name, First Name has
been finalized. Please login at https://sso.tamus.edu

and select "Historical Evaluations" to view the performance
evaluation. view openjcLosep

VIEW PENDING
VIEW FILLED/HISTORICAL
CREATE NOV
FROM TEMPLATE
FROM PREVIOUS
FROM POSITION
DESCRIPTION
POSITION DESCRIPTIONS
BEGIN NEW ACTION
PENDING ACTIONS
SEARCH POSITION
DESCRIPTIONS
EVALUATIONS
PENDING EVALUATIONS
HISTORICAL EVALUATIONS
ADMIN
HOME
CHANGE PASSWORD
CHANGE USER TYPE
LOGOUT




