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Second Level Approver Expectations

= Work with your direct reports in order to reach similar definitions of the rating scale
= This is important as increases fairness and consistency to the process

= |f you have multiple evaluators in your reporting line, consider using the reporting
directions that follow to analyze rating consistency at a high level prior to beginning
your review




Access: myPerformance

= From myHR, choose the Training & Performance tile
* Log in to myPerformance using your single sign on

¥ myHR: Employee Self Service
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Reporting Capability
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Reporting: Generate a Score Report

= On the home page you can find the Shortcut View Reports

ﬁ » ‘)mYPeTfOTmOfﬂCG Henrietta zzz-halogenSecondlevel

Tasks (2)| All Tasks| €¥

5/23/19

Review appraisals for second level
reports (9 To-Dos)

F¥19 Test Process

Shortcuts Bookmarks

rrg View Reports @ ViewMy MU myPerformance Webpage
Employees

] UMKC myPerformance Webpage
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Reporting: Generate a Score Report

= Click the pencil icon next to the FY19 Score Report

ﬁ » ‘)myperformc: nce @ Reports @ y

Search Title or Description | Search | | Show All Advanced Search
Reports
Page| 1 |of1 Displaying 1- 13 of 13
r ! ! ! I Category Author Last Run « Notification Schedule
FY19 Score Report
i Provides details related to the score for employees in the FY19 O/ ® *“ Evaluations Mackenzie Jane Moorefield 3TNS
Appraisal P...
Competency Rating
Tt - - Evaluations 2120114

employees.

2 Deavelonmant Plan Banort
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Reporting: Generate a Score Report

= Select the dropdown menu under Group by and choose Evaluator
= Click the blue play button icon to run the report

Reports > Score Report

< o — FY19 Score Report =
Filters | Related Reports 'III e Sl e b=
Shour 3.355 0% Complete
i Average Overall Score 12 Total Evaluations Processes: (1) i
Score Distribution N
Group by:
P All Evaluators =l
Evaluator v =
B Total
Add Filters 6
Process Title
FY¥19 Test Process 5
Status
Active 4

%]

Number of Subjects
Lad

[y

=

2 3 4
Overall Score

Click and drag to zoom
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Reporting: Analyzing a Score

= Observe
the score
distribution
of your
entire
evaluator

group

= Drill down
to detail by
evaluator

Report

Reports > Score Report

Filters

DI

Show:

Related Reports

Score Distribution

Group by:

Evaluator w7
Add Filters

Process Title
FY19 Test Process

Status
Active

< |||I 'I£ =

3.3

Average Overall Score

Number of Subjects
[¥5]

0% Complete

12 Total Evaluations

zzz-halogenManager, Hal

Number of Subjects

Overall Score

Number of Subjects

3

FY¥19 Score Report

Processes: (1) L]

All Evaluators
B Total

3
Overall Score

zzz-halogenManager, James

4
Overall Score

i

= il

Click and drag to zoom

zzz-halogenManager, Kris

Number of Subjects

2
Overall Score




e ————————
Reporting: Analyzing a Score Report

= You can also i [ [ - | I No Grouping - Displaying 1 - 12 of 12

. Subject ... | Subje... | Subje... | Suppe==4 Evaluator N... | Evaluator Email Overall Score valuation Co...  HR Rep Name HR Rep Email Second .
View SCOores
for each ﬁﬁc_ng._. empl... iﬁgﬁﬂs? ﬁﬁc;genl'ﬂa... manageri@dunrif | 4.140 Mo ﬁ-ﬁc;gen...
Joe Y Jameas Henrietta
employee
p y halog... empl... iﬂsﬁos? halogenMa... manageri@dunri @ 4.430 Mo halogen...
. Jessica ) James Henrietta
= Click on the

halog... empl Presid... halogenMa manager2@dunri 2.430 Mo halogen.

COI U m n Kevin Kris . Henrietta
headers to Support 222

halog... empl... halogenMa... manager2@dunri = 2.860 Mo halogen...

reo rd er (e . g . Kara Analyst g Henrietta
. zzz- HR zzz- z7z-
alphabetlcal halog... empl... Repre halogenMa... manager3@dunril @ 3.430 Mo halogen...
) Harry P& Hal Henrietta
by score,
halog... empl... ) halogenMa... manager3@dunri = 4.570 Mo halogen...
etC. ) Haley Analyst Hal Henrietta
. zzz- VP of zzz- . z7z-
| halog... empl... halogenMa... manager3@dunril = 3.710 Mo halogen...
ThIS Landon Support Hal Henrietta
information R
halog... empl... halogenMa... managerd@dunri @ 3.290 Mo halogen...

can also be Lucy Repre... | ars Henrietta
zzz- Director zzz- zzz-
eXported to halog... empl... of halogenMa... manager5@dunril @ 2.860 Mo halogen...

Excel Mark Support  Mason Henrietta
zzz- VP of zzz- z7z-
halog... empl... g halogenMa... manager5@dunri] @ 3.140 Mo halogen...

1 upport !
Melissa Mason Henrietta
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Analyzing a Score Report

= As you review the report consider the following questions:

What do the score distributions by each manager

look like? Does it appear that one manager is a
more difficult or lenient rater than other managers?




Completing Your Review and Approval




e ————————

Access: Your Tasks

= From the home screen, click on the pending task Review appraisals for second
level reports or click on All Tasks

ff  »myPerformance

Tasks ( iAIITa5k5| (o]

5/31/15

Review appraisals for second level
reports (1 To-Do)

FY19 Appraisal Process

@

Shortcuts Bookmarks

|r_g View Reports @ ViewMy MU myPerformance Webpage
Employees

UMKC mvPerformance Webpage
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Access: The Appraisal

= | ocate the employee and select Review & Approve next to their name

Review appraisals for second level reports X
Page| 1 |of 1 Displaying 1-9 of 9

Employes Name a Task

Halay zzz-halogenEmployes Review & Approve
Harry zzz-halogenEmployee Review & Approve
Jessica zzz-halogenEmployee Review & Approve
Landon zzz-halogenEmployee | Review & Approve
Lucy zzz-halogenEmployee Review & Approve
Mark zzz-halogenEmployes Review & Approve
Melissa zzz-halogenEmployee Review & Approve
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Review: The Form

= Use the Form Navigator to specific sections, such as Rating Scale or Success
Factors

= Use the buttons across the top to Save Changes, Submit, or send for Return to
Author

= ABC, 847 =
= i v & '3 E 2e
Print Spelling Check Employee Appraisals Save Changes Return to Approve
T Records Author

Form Navigator Indicates required fisld

Management Performance Appraisal f

»»myPerformance
Demographics

General Instructions Management Performance Appraisal FY19

Rating Scale

Success Factors
Accountability
Collaboration

Demographics

Name: Haley zzz-halogenEmployes Employee ID:
Communication
Customer Focus Job Title: |Support Analyst Supervisor: |HalManager
Diversity & Inclusion
Judgment Department:
Time Management

Owverall Rating

Supporting Comments The annual Performance Appraisal is intended to summarize employee performance over the past year and provide an

New Perfm;mance Goals (optional) opportunity to plan for the coming year. Use the rating scale definitions below to help accurately document performance.
Employee .—'«l{:knwsledgment Use the comment box at the end of the appraisal to provide specific examples that support your ratings. An overall
Employee Final Comments comment must be provided.

|

Rating Scale




Review: Split Screen

Click the Employee
Records icon to see
available Goals,
Development Plans,
Feedback, and
Documents

Click the Employee
Records icon to see Goals,
Development Plans,
Feedback, and Documents

Select the type of record
you wish to review

The menu will display
available content for that
record

If there are no past records,
the split screen option will
not be available

Review appraisals for second le)

Haley zzz-halogenEmployee

FY19 Appraisal Process
By Hal zzz-halogenManager

1
1= & L3
Print Employes Appraisals
Records
Goals

Form Navigat
Development Plans

Management Feedback
Demographid

General Instr [ Documents
Rating Scale ﬂ
Syccess Factars
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Review appraisals for second level reports

Haley zzz-halogenEmployee

FY19 Appraisal Process
By Hal zzz-halogenManager

[ & g

Print Employee Appraisals
Records

Form Navigator Self-Appraisal

Past Appraisals
Management Performance "samamw -
Demoaraphics
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Review: Edit Ratings

* The you can also directly edit the ratings

= v 7 & 2 = 2. (/]

Print Spelling Check Employee Appraisals Save Changes Return to Approve
Language Records Author
. to integrate varous viewpoeints; encourages and bk g N
Form Navigator < acknowledges others’ contributions
Management Performance Appraisal F’ é’
Demographics
General Instructions
Rating Scale Communication
Success Factors Manager Salf

Accountability

Provides information clearly and accurately in various settings,
Collabaration

ensuring understanding and participation. Outstanding

Customer Focus

Diversity & Inclusion

Judgment

Time Management

Fill in the blank (optional)
Cwerall Rating

Supporting Comments
New Performance Goals (optional)
Employee Acknowledgment

Communication « [Determines and delivers the appropriate messages

effectively to any level ensuring clarity and understanding
« Understands various audiences and their nuances,
adjusting style and content to appeal to their neads; coach
others on how to adjust tone and style when communicatin
» Listens actively to determine unstated needs and
concerns, verify messages, and clarify expectations;
coaches and offers constructive feedback when appropriat

3

*'  Exceeds Expectations

Successful
Improvement Expected

Unacceptable

Rating Scale

Success Factors
Accountability
Collaboration

Customer Focus

Communication

Provides information clearly and accurately in various settings,
ensuring understanding and participation.
Communication + Determines and delivers the appropriate messages

effectively to any level ensuring clarity and understanding

Diversity & Inclusion
Judgment

Time Management

Fill in the blank {optional)

Cwverall Rating

Supporting Comments

MNew Performance Goals (optional)
Employee Acknowledgment

+ Understands various audiences and their nuances,
adjusting style and content to appeal to their nesds; coachs
others on how to adjust tone and style when communicatin
» Listens actively to determine unstated nseds and
concerns, verify messages, and clarify expectations;
coaches and offers constructive feedback when appropriats

Manager

Outstanding
Exceeds Expectations

& Successful

Improvement Expected

Unacceptable

Self
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Review: Annotations

= Review and add a comment to an exiting annotations, create a new annotation

Communication
Manager Self
Provides information clearly and accurately in various settings,
ensuring understanding and participation.
= Determines and delivers the appropriate messages
effectively to any level ensuring clarity and understanding Exceeds Expectations
« Understands various audiences and their nuances,
adjusting style and content to appeal to their needs; coaches '® Successful
others on how to adjust tone and style when communicating
= Listens actively to determine unstatad needs and
concerns, verify messages, and clarify expectations; Unacceptable
coaches and offers constructive feedback when appropriate /-

= =

Hanna zzz-halogenVicePres-3/5/19] Add new annotations to provide

Cutstanding

Improvement Expected

Section: Success Factors MGMT
Previous Annotations:
{Most Recent First) 7, qp-ck

New Annotation: | Second level approvers can use annotatiens and directly edit.

Entered By:

0K | | Cancel |

—
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Review: Edit Comments

= You can also edit or add to the overall comments at the end of the appraisal

= Consider writing your own personal note to the employee
1= " Y & '3 H 2. /]

Print Spelling Check Employee Appraisals Save Changes Return to Approve
Language Records Author
. = -
Form Navigator <

Management Performance Appraisal | Overall Rating T SRR
Demographics )

General Instructions
Rating Scale
Success Factors

Accountability
Collaboration Use this comment box to provide specific examples that support your Success Factor ratings. A comment is required.

Supporting Comments

Communication
Customer Focus
Diversity & Inclusion

Self: Use the comment box at the end of the appraisal to provide specific examplas that support your
ratings. An overall comment must be provided.

*Comments: |Use the comment box at the end of the appraisal to provide specific examples that support your ratings.

Jl:Jdgr'l'IEﬂt An overall comment must be provided.

Time Managament

Fill in the blank {optional} Second level approvers can directly edit comments |
Owerall Rating

Supporting Comments
Mew Performance Goals (optional)
Employee Acknowledgment
Employee Final Comments
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Review: Save Changes

= To continue your review at a later date, choose Save Changes

—

o ABC $#7 = @

= v v o r3 H &

Print Spelling Check Employes Appraisals Save Changes Return to Approve
Lamguage Records Author

ESf

Form Navigator <

Management Performance Appraisal F ey [RsEN T Tt SrecoeT
Demographics )

General Instructions
Rating Scale
Success Factors

Accountability
Collaboration Use this comment box to provide specific examples that support your Success Factor ratings. A comment is required.

Supporting Comments

Communication

Customer Focus Self: Use the comment box at the end of the appraisal to provide specific examples that support your

ratings. An overall comment must be provided.

Diversity & Inclusion . . . . — .
Jud mejnt Comments: |Use the comment box at the end of the appraisal to provide specific examples that support your ratings.
. g An overall comment must be provided.
Time Management
Fill in the blank (optional) Second level approvers can directly edit comments |
Cwverall Rating
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Review: Return to Author

= Return to Author sends the appraisal back to the evaluator
= [t will be re-submitted for second level approval

= -
=] }l: :\/ e Sent Back
Print @playee Appraisals ent Bac

ecords

Form Navigator $ )ﬁ?) mype rfor ma nce

Management Performance Appraisal F
Demographics Management Performance Appraisal FY19
General Instructions
Rating Scale
Success Factors
Accountability

Demographics

Name: Haley zzz-halogenEmployee Employee ID:

Collaboration / d Py oy

Communication Job Title: Support Analyst Supervisor: HalManager

Customer Focus

Diversity & Inclusion Department:

Judgment

Time Management . Ceneral Inshuchons

Fill in the blank {optional)
Overall Rating e . . .

S Hing Comments The annLllaI FPerformance Appr..alsal is intended to summarize em[:!I_n:ﬂ,ree performance over the past year and provide an

upporting = ) opportunity to plan for the coming year. Use the rating scale definitions below to help accurately document performancs.

New PE|Tncmance Goals (optional) Use the comment box at the end of the appraisal to provide specific examples that support your ratings. An overall
Employee Acknowledgment comment must be provided.

Employee Final Comments
r Rating Scale

Daatot ool
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Review: Approve

= Approve returns the appraisal to the evaluator to be delivered

Review appraisals for second level reports Help  (X]

Haley zzz-halogenEmployee

FY¥19 Appraisal Process
By Hal zzz-halogenManager

- o s 2 o A

Print Spelling Check Employes Appraisals Save Changes Return to
Language Records Author

Approve

Form Navigator Indicates required fizld

Management Performance Appraisal F

»PmyPerformance
Demographics

General Instructions Management Performance Appraisal FY19

Rating Scale

Success Factors
Accountability
Collaboration

Demographics

Name: [Haley zzz-halogenEmployee Employee ID:
Communication
Customer Focus Job Title: |Support Analyst Supervisor: HalManager
Diversity & Inclusion
Judgment Department:
Time Management
Overall Rating

Supporting Cammentﬁ . ) The annual Performance Appraisal is intended to summarize employee performance over the past year and provide an
New Performance Goals (optional) opportunity to plan for the coming year. Use the rating scale definitions below to help accurately document performance.
Employee Acknowledgment Use the comment box at the end of the appraisal to provide specific examples that support your ratings. An overall
Employee Final Comments comment must be provided.

Rating Scale
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