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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

Human Resources

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
Supervisor Approves Objectives &
Key Results
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Supervisor Approves Objectives & Key Results

WPUNT SYSTEM | Hello, Patricia ~ Log Out

Welcome to the Employee Portal, Patricia

My Reviews

Your Action Items

My Employees' Reviews

Start typing to search

Item “  Description Due Date Status

e CvAna o : N . ) SR _ . — 2020-09-30 .
UNT HSC FY 2021 Supervisor Performance Evaluation Program for Patricia Establish Objectives and Key Results o Upcoming
Due in 5 days

e e - N - e £ ; . N 2020-09-30 .
UNTHSC FY 2021 Non-Supervisor Performance Evaluation Program 35/65 for Monica Supervisor Approves Objectives & Key Results Upcoming

Duein 5 days

Once the employee has entered the established OKRs and targets into the system, the supervisor will receive notification
with a link to the system via email the following morning.

The supervisor will log into the employee portal and select the relevant Action Item link in order to access the OKRs which
were entered.

*Action items can be accessed from either the Home screen or the My Employees’ Reviews link.
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Supervisor Approves Objectives & Key Results (Cont.)

‘ WPUNT SYSTEM

Home (@ Performance ~ Progress Notes Hello, Patrida Log Out

Monica - UNTHSC FY 2021 Non-Supervisor
o Monica Actions ~
Plan for Monica = Performance Evaluation Program 35/65
Supervisor: Patricia
Position Description: Operations Instructions: Review Status: [E02)

Evaluation Type: Annual

Department: UNT Health Science

Program Timefram
Center

Last Updated: Sep

Last Completed Step:

Results

Co-reviewer: Add Co-reviews

Objectives & Key Results Achievement

e T T o T [ PR e £ T The supervisor will begin by reviewing the
entries made within the Objectives & Key
CI)(jz:[(j‘ll":‘esult: How will | know if I've met my objective? - Measures achievement and most likely includes a number i.e. date, percentage, total, etc. Resu |ts Ach |eve m e nt Sect|o n . O n Ce
December Targets - What | will do in this period toward reaching my key result? satisfied that the entries made are the
:;il;k'l'argets - What | will do in this period toward reaching my key result? agreed upon O KRS’ the su pe rvisor will
scroll down to view the assessment factors.

July Targets - What | will do this period toward reaching my key result?

Objective

Is this a team objective and key result? (Check box below if Yes)

No

Team Member List - Please list any team members (if applicable) relating to this OKR
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Supervisor Approves Objectives & Key Results (Cont.)

Objectives & Key Results Assessment

The supervisor will be able to review all factors
used to assess both the OKRs as well as the
global objectives. Note — these are not editable

by the supervisor or employee.

Global Objectives Assessment
This talr contains the factors udlized to evaluate performance on established Global Objectives. 65% of the overall evaluation score will be based on employee performance relating to these objectives.

Global Objective

Solved Department Problems

The supervisor will then scroll to the bottom of
e e e the page in order to complete the task. They will
: be able to enter comments, return the form to
the employee for any revisions, or acknowledge
Global Objective the step in order to move to the next task. If
revisions are needed, select “Return for
— Revision.” If the form is approved, select
e “Acknowledge” to complete the task.

Example behaviors at Meets Expectations

Comment

#» Return for Revision [ dXa G =




# Human Resources

Step 2
Performance Check-ins
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Performance Check-Ins

Supervisors are required to have periodic meetings with all employees to assess and give feedback on progress related to the
position as well as towards achieving objectives, key results and tasks.
From the Home screen, the supervisors will select the relevant evaluation link for the specific employee.

WPUNT sYSTEM |, Hello, Patrica  Log Out

Welcome to the Employee Portal, Patricia

Your Action Items

b:f": Lyping to searchn

Item Description Due Date Status

uation Program for Patricia Establish Objectives and Key Resuls Upcoming

. ys
. e . D ber Parf K 2020-12-23 m .
on Program (35/65 Monica ecember Performance Check-n comin
- Due in 3 months P ne

or Performance Evaluation Program (35/65) for Patricia Establish Objectives & Key Results EELSEY Upcoming
- : : - Duein 7 da
son Program for Patrics Extabiish Obiactives & Key Res 2020-09-3 Uncomi
agram for Patricia =tablish Objectives & Key Results Duein7 da pcoming

Showing 1 to 4 of 4 entries
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I WP UNT SYSTEM

Monica

Supervisor: Patricia

Position Description: Operations

Department: UNT Health Science
Center

Overview

Plan

Multi-rater Feedback ~

Approvals &
Acknowledgements

Performance Check-Ins (Cont.)

Home (4 Performance ~ Progress Notes

December Performance Check-In

Instructions:

- Schedule time to meet with the employee to discuss progress and provide feedback on any adjustments required for the employee to meet or exceed expectations regarding the established
Objectives & Key Results.

- Utilize the "Progress Notes" function to document if targets were met for the review period. If changes are required to the established Objectives & Key Results, please contact the HR Compensation
and Performance Management team for assistance.

- Once the meeting with the employee is complete, select "Complete”.

~ Complete

Hello, Patricia Log Out

UNTHSC FY 2021 Non-
Supervisor Performance
Evaluation Program 35/65

Review Status: [T

Evaluation Type: Annual
Program Timeframe: 09/01/20 to -

Last Updated: September 23, 2020
08:19

Last Completed Step: Supervisor
Approves Objectives & Key Results

Co-reviewer: Add Co-r

eviewer

History

My Reviews

My Employees' Reviews

Progress notes should be entered to document if the employee met the targets assigned to this time
period. Once the supervisor has met with the employee and given them an update on their progress they
will select the “Complete” button to indicate that the meeting has taken place. This process will be

repeated for all subsequent performance check-ins.

If OKRs need updating, the supervisor should reach out to their Compensation and Performance

Management representative (kareem.crosdale@untsystem.edu) for assistance.



mailto:hrcomp@untsystem.edu

# Human Resources

Step 3
Complete Supervisor Evaluation




Human Resources

Complete Supervisor Evaluation

WPUNT sYSTEM | . Hello, Patricia ~ Log Out

Welcome to the Employee Portal, Patricia

My Reviews

Your Action Items

My Employees' Reviews

Start typing to search

A

Item Description Due Date Status

(TR SO GG & - S - . . —— . e 2020-09-30 .
UNT HSC FY 2021 Supervisor Performance Evaluation Program for Patricia Establish Objectives and Key Results - Upcoming
Due in 5 days

e - e - e e £ . . . 2021-07-30 .
UNTHSC FY 2021 Non-Supervisor Performance Evaluation Program 35/65 for Monica Complete Supervisor Evaluation ) Upcoming
Due in 10 months

THCE BV 9091 Ciir cnr Darfrrrmances Fualiiatinm Proorarm (2676 frr Datric 2 . e 2020-09-30 .
UNTHSC FY 2021 Supervisor Performance Evaluation Program (35/65) for Patricia Establish Objectives & Key Results Duein 5 days Upcoming

e e e e o DA Er el b D Fre D - . N _ 2020-09-30 .
UNTHSC FY 2021 Supervisor Performance Evaluation Program for Patricia Establish Objectives & Key Results Due in 5 davs Upcoming
5 day

Showing 1 to 4 of 4 entries

Once the self evaluation is complete, the supervisor will be notified. The Supervisor will select the Complete Supervisor Evaluation task from
the home page to begin the Supervisor Evaluation. When completing the evaluation, supervisors are encouraged to review the self
evaluation, progress notes and any collected multi-rater feedback to aid in the evaluation process.
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Complete Supervisor Evaluation (cont.

| QUNT SYSTEM

Monica Supervisor Evaluation for Monica (Score in progress: Unrated)

Supervisor: Patricia .
P e Instructions:

Position Description: Operations
Tab 1 - Objectives & Key Results Achievement:
- Scroll down the page and make the i
- Select "Save and Continue" when you are

ection from the drop down menu indicating if key results were met.

dy to move to the next step.

Department: UNT Health Science
Center

Tab 2 - Objectives & Key Reslts Assessment:
- Scroll down the page to select an overall rating for the performance of
rting documentation, please select the "Attac|

| Overview

Plan

Supervisor Evaluation

Self Evaluation erformance in these areas.

alizing.

second level approver.

Multi-rater Feedback ~

Approvals &

History " .
| Y Required fields are indicated with an asterisk (*),

key results and provide appropriate feedback regarding the employee's performance in this area.

Home(4) Performance ~ Progress Notes Hello, Patricia Log Out

UNTHSC FY 2021 Non-
Supervisor Performance
Evaluation Program (35/65

copy) (Copy)

Review Status: ()

Evaluation Type: Annual

Program Timeframe: 09/01/20 to-

Last Updated: September 24, 2020
1221

Last Completed Step: Complete Self-

Evaluation

Co-reviewer; Add Co-reviewe

Objectives & Key Results Achieved

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

My Objective

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

Key Result

December Targets:

December Target

April Targets:

April Target

July Targets:

July Target

Is this a team objective and key result?:

No

Team Member List:

* Key Result Met?

Objectives & Key Results Achieved Tab: the supervisor will scroll down the page to indicate if the employee has met their key
results using the drop down menu, they will then select “Save Draft” if they wish to make edits or select “Save & Continue” to
move to the next tab. The supervisor is also able to view the employee’s assessment by selecting the “Self Evaluation” link

from the left menu.
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~ Complete Supervisor Evaluation (Cont.)

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

Objective & Key Results Assessment

On this tab enter the rating reflective of the employee's 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.
= Is receptive to constructive critical feedback and implements feedback to improve performance.

* Rating - Select one from drop-down menu

|r-.-1eets Expectations il |
* Evaluative Feedback - Summarize performance toward this objective in the past 12 months and provide feedback on opportunities for growth (2000 character maximum)

Evaluative Feedback

CRemove Entry?

‘ G save Draft | Save & Continue

Objectives & Key Results Assessment Tab: the supervisor will assess the employee’s performance of established OKRs,
select a rating from the drop down menu, and provide the necessary 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 employee’s overall
evaluation score.
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Complete Supervisor Evaluation (Cont.)

Objectives & Key Results Achieved Objectives & Key Results Assessment ments @
Required fields are indicated with an asterisk (*). C < spelling
Global Objectives Assessment Global Objectives Assessment Tab: the supervisor

On this tab enter the appropriate rating for your performance of each established Global Objective. 65% of the overall evaluation score will be based on employee performance relating to these cbjectives.

will scroll down the page, select a rating for each
Global Objective: global objective and provide appropriate feedback
o e ek regarding the employee’s performance in these

pebee | | areas. The supervisor may also add supporting
NP e il s e e documentation by selecting the “Attachments” link.

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

- Opento new e rom oiers Global objectives make up 65% of the employee’s
= Willing to modify an existing approach to achieve results.
overall evaluation score.

Example behaviors at Meets Expectations:

* 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)

’ & Save Draft | ~ Complete

Select “Save Draft” to review (this also allows the supervisor to view the score in progress) or edit information
before finalizing and select “Complete” when all entries have been completed. This can be done by clicking the Print

buttons at the bottom of the page or using the “Actions” drop down menu. ave Draft
You may also print pages by selecting the Print option from the Actions drop down menu.

Complete
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Complete Supervisor Evaluation (Cont.)

Global Objective:

Showed Initiative

Example behaviors at Meets Expectations:

- Responds appropriately on own to improve outcomes, processes, or measurements in the unit or another area of the University.
» Assumes responsibility and leadership when asked.

» Accomplishes goals independently, with little need for supervision.

» Takes ownership and accountability for own performance.

» Seeks out and/or accepts additional responsibilities.

* Rating - Select one from drop-down menu

[ Meets Expectations v| .
* Evaluative Feedback - Summarize performance toward this objective in the past 12 months and provide feedback on opportunities for growth (2000 character maximum) Actions ~
Evaluative Feedback Bri
rint
#
Save Draft

‘ & Save Draft Complete

Select “Save Draft” to review (this also allows the supervisor to view the score in progress) or edit information before
finalizing and 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.
You may also print pages by selecting the Print option from the Actions drop down menu found at the top of the page.
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I WPUNT SYSTEM

Monica

Supervisor: Patricia

Position Description: Operations

Department: UNT Health Science
Center

Overview

Plan

Supervisor Evaluation
Self Evaluation
Multi-rater Feedback =~

Approvals &
Acknowledgements

| History

My Reviews

My Employees' Reviews

Score In Progress

Home (4° Performance ~ Progress Notes

The Supervisor Evaluation has been saved!

Supervisor Evaluation for Monica (Score in progress: Meets Expectations)

Instructions:

Tab 1 - Objectives & Key Results Achievement:
- Scroll down the page and make the necessary selection from the dro
- Select "Save and Continue" when you are ready

wn menu indicating if key results were met.

to move to the next step.

Tab 2 - Objectives & Key Results Assessment:
- Scroll down the page

i

y results and provide appropriate feedback regarding the employee's performance in this area.

Tab 3 - Global Objectives Assessment:

- Scroll down the page to select a rating for each global ob
imentation, please select the "Attachmen
the score in progress (scroll to the top of the pag
1en all actions have been completed and you are ready to submit you

riate feedback regarding the employee’s performance in these areas.
link.

- e Draft" if y
- Select "Complete" w

edit information before finalizing.
valuation of the employee to the second level approver.

Objectives & Key Results Achieved Objectives & Key Res

Global Objectives Assessment

Required fields are indicated with an asterisk (*).

Attachments [

% Chec

k spelling

Hello, Patricia Log Out

UNTHSC FY 2021 Non-
Supervisor Performance
Evaluation Program 35/65

Review Status: [

Overall Rating: Meets
Expectations

Evaluation Type: Annual

Program Timeframe: 09/01/20 to -

Last Updated: September 24, 2020
1313

Last Completed Step: Complete
Supervisor Evaluation

Co-reviewer: Add Co-

eviewer

If a supervisor wishes to see the employee’s “score in progress” before completing the evaluation,
they may click the “Save Draft” button found at the bottom of the page. If changes are required,
they can be made at this time, once finished, click “Complete” to submit the evaluation.

‘ & Save Draft l ~ Complete
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Step 4
End of Year Review Meeting
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End of Year Review Meeting

I WPUNT SsYSTEM [

Performance ~ Progress Notes Hello, Patricia Log Out

Welcome to the Employee Portal, Patricia

Your Action Items

My Reviews
My Employees' Reviews

Btart typing to search

Item *  Description Due Date Status

2020-09-30
Due in 5 days

. . e s \ - » ) ) 2021-08-13 .
UNTHSC FY 2021 Non-Supervisor Performance Evaluation Program 35/65 for Monica ~ End of Year Review Meeting - Upcoming
r

5 - S ; e 2020-09-30 n
UNTHSC FY 2021 Supervisor Performance Evaluation Program (35/65) for Patricia Establish Objectives & Key Results - :Iays Upcoming

UNT HSC FY 2021 Supervisor Performance Evaluation Program for Patricia Establish Objectives and Key Results Upcoming

NTLE e Ty A e — . - _ ) _— 2020-09-30 .
UNTHSC FY 2021 Supervisor Performance Evaluation Program for Patricia Establish Objectives & Key Results Due in 5 davs Upcoming
5 day

The Supervisor will be notified via email of the next task that requires their attention. They will log in and select the task
from the list of action items to complete the End of Year Review Meeting.
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I WPUNT SYSTEM

Monica

Supervisor: Patricia

Position Description: Cperations
Department: UNT Health Science
Center

Overview

Plan

Supervisor Evaluation
Self Evaluation
Multi-rater Feedback ~

Approvals &
Acknowledgements

End of Year Review Meeting (cont.)

End of Year Review Meeting

Instructions:

- Schedule time to meet with the employee and review the supervisor evaluation.
- If the overall evaluation score is "Does not Meet Expectations”, please consult with Campus HR before meeting with the employee.

- Initiate a conversation with the employee to develop Objectives and Key Results for the next fiscal year (Develop OKR template)

- Once the review meeting with the employee is complete, select "Complete".

Home (4 Performance ~ Progress Notes Hello, Patricia Log Out

UNTHSC FY 2021 Non-
Supervisor Performance
Evaluation Program35/65

Review Status: [Z5])

Overall Rating: Meets
Expectations

Evaluation Type: Annual

Program Timeframe: 09/01/20 to -

Last Updated: September 24, 2020
13:43

Last Completed Step: Second Level
Supervisor Approves Evaluation

Co-reviewer: N/A

| History

My Employees' Reviews

‘ My Reviews

Before clicking on the “Complete” button, the supervisor should schedule time with the employee to
review and discuss the Supervisor Evaluation. If the overall evaluation score is “Does not Meet
Expectations”, a Campus HR representative should be consulted before the meeting with the employee.

* This is also the step to initiate discussions for developing OKRs for the next review period.
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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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