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How to Access Performance Module

* Via employee portal link: https://my.untsystem.edu; go to
PeopleAdmin section and select the link for Performance
Management

* Or go to: https://jobs.untsystem.edu/portal

* Log-in with EUID and Password

 All supervisors and employees can access system



https://my.untsystem.edu/
https://jobs.untsystem.edu/portal
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erformance Program Overview

PERFORMANCE EVALUATION PERIOD DEADLINES

2021 Evaluation Period 8/1/2020—7/31/2021

Enter and Approve OKR plans By 10/2/2020

HSC Annual Performance Evaluations

12/1/2020—12/23/2020 .
Performance Check-ins FY 202]
4/1/2021—4/30/2021

&6/21/2021—7/9/2021

Employee Self Evaluation By 7/23/2021 Step 3: Self Evaluation

Supervisor Evaluation By 7/30/2021 » Employee enters comments and selects overall self rating Step
2nd Level Supervisor Approval By 8/6/2021 4: Supervisor Evaluation

End of Year Meeting By 8/13/2021 » Supervisor completes evaluation and selects performance ratfing
Employee Acknowledges Evaluation By 8/18/2021 Step 5: 2nd Level Supervisor Approval

_ > second level supervisorindicales agreement wilh the confent of

the evaluation.

Step 1: Enter and Approve OKRs Step 6: End of Year Review meeting

» Supervisors and employees establish OKRs and enter into system. » supervisor and employee meet to review the supervisor evaluation.
Step 2: Performance Check Ins I )

P : i . . Step 7: Employee Acknowledges Evaluation
P Supervisors and employess meet in December, April and July to review

progress towards objectives. » Employee acknowledges receipt of review materials and score

NOTE: If an employee receives an overall score of Unsatisfactory

please meet with HSC HR before conducting the employee
meeting.

NOTE: The system allows mangers to invite feedback from

other UNT World employees.
For questions or assistance contact

the HSC HR team:
* HSC. HR@untsystem.edu

Co-Reviewer- Use this function if another reviewer should
have full feedback capabilities to the employee’s

evaluation.
e (817)-735-246%90
Multi-Rater- Use this function to invite feedback from '

other UNT World employees (customers, peers, etc.) on
the employee’s performance. ‘ https://hr.untsystem.edu/performance-management /

To reference additional resources visit:
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Step 1
Establish Objectives & Key Results
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!

Your Action Iltems

fstart typing to search

F Y

Item Description Due Date Status

2020-10-02

UNT HSC FY 2021 Non-Supervisor Performance Evaluation Program for Monica Establish Objectives & Key Results
Due 5 months ago

Showing 1 to 1 of 1 entries

Employees will receive email notifications instructing them of any tasks that need to be completed. By selecting the link in the
email, employees will be taken to the “Home” screen which displays actionable items. To begin the evaluation process,
employees will complete available action item(s) by selecting the relevant link from the list.
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Establish Objectives & Key Results

| WPUNT SYSTEM

Home (4 Performance ~ Progress Notes Hello, Monica

Welcome to the Employee Portal, Monica

| My Reviews

Your Action Items

Start typing to search

Item % Description Due Date Status

; 2020-09-30
UNT HSC FY 2021 Non-Supervisor Performance Evaluation Program for Monica Establish Objectives and Key Results el Upcoming
Due in 5 days

e B e M e e - ) N ~ 2020-039-30 .
UNTHSC FY 2021 Non-Supervisor Performance Evaluation Program 35/65 for Monica Establish Objectives & Key Results - Upcoming
Duein 5 days

The employee will be notified via email that there is a task open for them to take action on within the system. The employee
will then log in and select the relevant task link to from the action list found on the home screen.
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Establish Objectives & Key Results (cont.)
I WPUNT SYSTEM

Monica Plan for Monica UNTHSC FY 2021

Non-Supervisor

Home (4' Performance ~ ( Progress Notes Hello, Monica Log Out

Supervisor: Patricia Performance
. Evaluation Program
- S Omeratiane Instructions:
Position Description: Operations (35/65 copy) (Copy)
Tab 1 - Objectives & Key Results Achievement: Review Status: (20
Department: UNT Health Science - Meet with your supervisor to complete the Objectives & Key Results (OKR) worksheet prior to entering information below. Evaluation Tvoe: A |
Center - For information and resources for the OKR process, please select the following link Deveteping OKR Plans valuation Type: Annua
- Attach your completed OKR worksheet as a Progress Note by selecting the "Progress Notes" [ink above, complete the required fields, and attach the Program Timeframe:
. document. 08/01/20to -
Overview

- Scroll down the page and enter your approved Objectives, Key Results and Targets in the fields below.
- If an objective is a team objective, please select the check box under "Is this a team objective and key result?" and enter the team member names in
Plan the field below.

- Select "Add Entry" to add additional objectives, key results and targets.

Last Updated: September
22,202012:04

- Select "Save Draft" if you wish to review or edit information before finalizing. . . .
- Once you have entered all objectives, key results and targets, select "Save and Continue". Ta b 1 . Rea d th ro Ugh th el nStru Ct|0 ns an d
Tab 2 - Objectives & Key Results Assessment: atta Ch th € O KR WorkSheet usl ng th e

i - Review the factors to be assessed and select "Save and Continue". “ ” |3 H
My Reviews - Select "Save Draft" if you wish to review or edit information before finalizing. P rogress N Otes I In k See Append IX for
more information on Progress Notes.

Tab 3 - Global Objectives Assessment:
- Scroll down the page to view the global objectives and select "Complete”.
- Visit the performance management web page for the system user guide and additional resources System Human Resources Website.

Objectives & Key Results Achievement Objectives & Key Results A

Global Objectives
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Establish Objectives & Key Results (cont.)

Objectives & Key Results Achievement

orjectves ey Resalfs Acnievement After attaching the OKR worksheet in
* My Objective: What do | want to do to support my Business Unit? - Begin statement with a verb .
Progress Notes (see Appendix), copy the
ey A BT e T R 6 e TR T T T T o T s e e G e e b . Objectlves and key results |nto the System for
y assessment as well as the specific targets to

* December Targets - What | will do in this period toward reaching my key result

be achieved.

If additional space is required select the add

iy Torges o i do s priod tomrd esching ksl ” entry button (maximum of 5), once all OKRs
. have been entered select “Save Draft” if you

wish to review or make edits or “Save &

Continue” to move to the next tab.

* April Targets - What | will do in this period toward reaching my key result

Is this a team objective and key result?

Team Member List

Please list any team members (if applicable) relating to this OKR

Add Entry
‘ G Save Draft | Save & Continue ’

For each objective, it is acceptable to enter multiple key results and targets into the appropriate field below the objective
field. You can designate individual key results or targets within the field by listing them numerically (i.e. 1. Key result one, 2.
Key result two) or by placing a - or * in front of each item.
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stablish Objectives & Key Results (cont.)

Objectives & Key Results Achievement Objectives & Key Results Assessment Global Objectives Assessment

Objectives & Key Results Assessment % Check spelling

This tab contains the factors utilized to evaluate overall performance on established Objectives and Key Results (OKR). 35% of the overall
evaluation score will be based on employee performance of OKRs.

Example behaviors at Meets Expectations

* Regularly achieves majority of goals and tasks.

* Stays focused on tasks and assignments to achieve key results.

* Uses time efficiently to achieve key results.

* Is receptive to constructive critical feedback and implements feedback to improve performance.

& Save Draft | Save & Continue

Tab 2: View the factors to be used in assessing objectives and key results. Select “Save & Continue” to move to the next
tab.
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ctives & Key Results Achieverment Objectives & Key Results Assessment Global Objectives Assessment

. . *%& Check spellin
Global Objectives Assessment petE

This tab contains the factors utilized to evaluate performance on established Global Objectives. 65% of the overall evaluation score will be based on employee

e e s Tab 3: Scroll down to view the factors that will be
Globl Objective used to evaluate global objectives. If you wish to

Solved Department Problems

Example behaviors at Meets Expectations review your entered information select “Save

+ Considers multiple ways to improve services by examining pros and cons.

+ Makes informed decisions based on available information. Draft” Otherwise Select “Complete” to finalize this

+ Anticipates potential conflict that may arise from change.
+ Does not avoid ambiguous situations.

+ Open to new ideas from others. Ste p .

+ Willing to modify an existing approach to achieve results.

Global Objective

Demonstrated Functional Knowledge and Skills
Example behaviors at Meets Expectations

+ Effectively demonstrates skills and knowledge needed in one's role and department.
+ Applies current best practices in one’s field or specialty area to unit requirements. 4 l
# Sa3 -
+ Maintains awareness of innovations and major developments in one's field. D ve Draft CumPIEtE

+ Completes assignments with minimal supervision.
+ Recognized by customers and team members for effective functional knowledge and skills.

You can complete the step also by clicking the “Actions” drop down menu (found at the top of the page)
and select Complete. You may also print pages by selecting the Print option from the Actions drop down
menu

Print
Save Draft

Complete
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Step 2
Complete Self-Evaluation
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Complete Self-Evaluation

When all check-in meetings have concluded, the employee will then be required to complete their Self-evaluation.

I WPUNT SYSTEM | —— Hello, Monica  Log Out

Welcome to the Employee Portal, Monica

| My Reviews Your Action Items

}SIE royping to searcn

Item Description Due Date Status
2020-09-30
LUNT HSC FY 2021 Non-Supenvisor Performance Evaluation Program for Monica Establish Objectives and Key Results - Upcoming
- Due in & days
NTHSC F Mc et Self-Eval 20210722 U
UNTHEC FY 2021 Mon-5upervisor Performance Evaluation Program 35/65 for Monica Gomez omplete Self-Evaluation . comin
I N - - - - Due in 10 months P &
2020-058-30
UNTHSC FY 2021 Non-5upervisor Performance Evaluation Program (35/65) for Maonica Establish Objectives & Key Results DL.zE in & days Upcoming
o diy >
e oy A L e N et o 2020-058-30 )
UNTHSC FY 2021 Mon-5upervisor Performance Evaluatio gram for Monica Establish Objectives & Key Results Due in & days Upcoming

The employee will select the relevant task link from the list of actions to begin the Self Evaluation.
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Complete Self-Evaluation (Cont.)

| 'UNT SYSTEM Home (@) Performance ~ Progress Notes Hello, Monica Log Out

Monica Self Evaluation for Monica UNTHSC FY 2021 Non-
Supervisor Performance

Supervisor: Patricia Evaluation Program 35/65

Instructions:
Position Description: Operations
Tab 1 - Objectives and Key Results Achievement: Review Status: [

- Scroll down the page and make the necessary selection from the drop down menu indicating if key results were met. i .
Department: UNT Health Science B v e T e z o Evaluation Type: Annual
) - Select "Save and Continue" when you are ready to move to the next step § )
Center Program Timeframe: 09/01/20 to -
Tab 2 - Objectives and Key Results Assessment: Last Updated: September 24, 2020
v - Scroll down the page to select a rating for the overall performance of objectives and key results and provide appropriate feedback regarding your performance in this area. 10:40
link.
Last Completed Step: July
Plan Performance Check-In

Self Evaluation ropriate feedback regarding your performance in these areas.

Approvals &
Acknowledgements

| My Reviews Objectives & Key Results Achieved Objectives & Key Results Assessment

tives Assessment Attachments )

Required fields are indicated with an asterisk (*). %% Check spelling

Tab 1: On the first tab, the employee will scroll down the page to indicate if they have met their key results for each objective using the
drop down menu, they will then select “Save Draft” if the wish to make edits or select “Save & Continue” to move to the next tab.

* Key Result Met?

( Gisave Draft

Save & Continue
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Complete Self-Evaluation (Cont.)

Objectives & Key Results Achievec Objectives & Key Results Assessment Global Objectives Assessment sttachments ([

Required fields are indicated with an asterisk (*).

Objectives & Key Results Assessment

On this tab, enter the rating reflective of your overall performance of established Objectives and Key Results (OKR). 35% of the overall evaluation score will be based on employee performance of OKRs.
Example behaviors at Meets Expectations

+ Regularly achieves majority of goals and tasks

+ Stays focused on tasks and assignments to achieve key results.

+ Uses time efficiently to achieve key results.
+ |s receptive to constructive critical feedback and implements feedback to improve performance.

* Rating - Select one from drop-down menu

|Meets Expectations V|

* Evaluative Feedback - Summarize performance toward this objective in the past year and provide feedback on opportunities for growth (2000 character maximum)

Evaluative Feedback

[CJRemaove Entry?

Tab 2: On the second tab, the employee will view the factors being used to asses their OKRs, select a rating from the drop
down menu reflecting their overall performance of their OKRs, and provide feedback. Select “Save Draft” if edits are

required before finalizing, or select “Save and Continue” to move to the next tab. OKRs make up 35% of the overall
evaluation score.
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Complete Self-Evaluation (Cont.)

Objectives & Key Results Achieved Objectives & Key Results Assessment Global Objectives Assessment Attachments [

Required fields are indicated with an asterisk (*). % Check spelling

Global Objectives Assessment

Global Objective:

Solved Department Problems

Example behaviors at Meets Expectations:

* Makes informed decisions based on available information.

- Anticipates potential conflict that may arise from change. G IO ba | O bj ectives m a ke u p 65% Of t h e Ove ra | I

- Does not avoid ambiguous situations.
= Open to new ideas from others.

= Willing to modify an existing approach to achieve results. eva | U at i O n SCO re .

Tab 3: On the third tab the Employee will scroll down
1 st sttt st o 1 s el Gl et £55of e vl evsoaton sore il be st empree e e, | tE PAge, selecting a rating for each global objective
and provide appropriate feedback regarding
performance in each area. Employees may also add
supporting documentation including an updated
o e et e s by e o o OKR worksheet by selecting the “Attachments” link.

* Rating - Select one from drop-down menu

Please select V|

* Evaluative Feedback - Summarize individual performance toward this objective in the past 12 months (2000 character maximum)

Select “Save Draft” to review or edit information before finalizing, or select “Complete” when all
entries have been completed. This can be done by clicking the buttons at the bottom of the page
or using the “Actions” drop down menu. Employees may also print pages by selecting the Print
option from the Actions drop down menu.

Print
Save Draft

Complete

& save Draft | A Complete

15
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Step 3
Employee Acknowledges Evaluation
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Employee Acknowledges Evaluation

I 'UNT SYSTEM Home (4" Performance ~ Pro@'ﬁsﬂotes Hello, Monica l.ogOut

Welcome to the Employee Portal, Monica

| My Reviews

Your Action Items

Ktart typing to search

Item “  Description Due Date Status

; 2020-09-30
UNT HSC FY 2021 Non-Supervisor Performance Evaluation Program for Monica Establish Objectives and Key Results 0 Upcoming
- Due in 5 days

UNTHSC FY 2021 Non-Supervisor Performance Evaluation Program 35/65 for Monica Employee Acknowledges Evaluation 2021-08-18 Upcoming
: Due in 11 months

: 2020-09-30
UNTHSC FY 2021 Mon-Supervisor Performance Evaluation Program (35/65) for Monica Establish Objectives & Key Results e Upcoming
Duein 5 days

e mu e - - - o - ) _— 2020-09-30 .
UNTHSC FY 2021 Non-Supervisor Performance Evaluation Program for Monica Establish Objectives & Key Results o Upcoming
Duein 5 days

Once the End of Year Review Meeting has concluded, the employee will receive an email notification directing them to
complete the next task. The employee will log in to the portal and select the final task to conclude the process.




WPUNT SYSTEM

Monica

Supervisor: Patricia

Position Description: Operations

Department: UNT Health Science
Center

Overview

Plan
Supervisor Evaluation
Self Evaluation

Approvals &
Acknowledgements

My Reviews

Comment

Human Resources

Employee Acknowledges Evaluation (cont.)

Home (4 Performance ~ Progress Notes

Supervisor Evaluation for Monica

Instructions:

- Scroll down the page to review evaluation results and comments. Please note, the overall evaluation score is displayed on the right hand section of the page Review 5tatus=m
£ i - ig

- At the bottom of the page, add comments if desired. Overall Rating: Meets

- Select "Acknowledge” to complete the evaluation. Selecting "Acknowledge" indicates receipt of the evaluation.

Objectives & Key Results Achieved

My Objective: What do | want to do to support my Business Unit?:

Objective

Key Result: How will | know if I've met my objective?:

Hello, Monica Log Out

m UNTHSC FY 2021 Non-
Supervisor Performance

Evaluation Program 35/65

Expectations

Overall Rating

Evaluation Type: Annual

Program Timeframe: 09/01/20 to

Last Updated: September 24, 2020
13:53

Last Completed Step: End of Year
Review Meeting

A Acknowledge

The overall rating can be viewed on the right side of the page. The employee can review the content of the evaluation, scroll to

the bottom of the page and add any optional comments if desired, and click on the “Acknowledge” button to indicate receipt of
the evaluation.
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Completed Evaluation

I 'UNT SYSTEM

Monica
Task
Superwsor: Patricia
Position Description: Operations Establish Objectives & Key Results —

Department: UNT Health Science

cont Supervisor Approves Objectives & Key Results
enter

December Performance Check-In

Once the employee submits their acknowledgement, all tasks and action
items are complete for this evaluation. All steps in the task list will have a
green indicator and there will be no more action items pertaining to this

EEEEEEEEEBE

My R
y e Complete Supervisor Evaluation -
evaluation.
Second Level Supervisor Approves Evaluation
End of Year Review Meeting
Empl Acknowl E
=
Go to UNT System HR Site in
I *UNT SYSTEM Home Performance - Progress Notes Hello, Monica ~ Log Out

Welcome to the Employee Portal, Monica

Your Action Items
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Contacts

* HR Compensation and Performance Management Team
* System issues: log-in, employees not listed, navigation issues, re-open a task

e Email: kareem.crosdale@untsystem.edu
e Phone: 940-369-6353

* HSC Campus HR Team

* Performance management concerns, discussion about unsatisfactory ratings
e Email: HSC.HR@untsystem.edu

* Phone: 817-735-2690
* Performance Management Web Page https://hr.untsystem.edu/peopleadmin



mailto:kareem.crosdale@untsystem.edu
mailto:HSC.HR@untsystem.edu
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