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Online Training Resources

Performance Management recorded training is available
on UNT World Learning (UWL). Click on the Learning
Library then scroll down to the Human Resources section.

Search for institution specific training

 UNT HSC - PeopleAdmin Performance Evaluation Training - Recorded
Webinar

Additional information can be found at
https://hr.untsystem.edu/performance-management



https://untworldlearning.untsystem.edu/
https://hr.untsystem.edu/performance-management
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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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How to Access Performance Module (cont.)

Welcome, Kareem Crosdale My Profile Help logout

ss  Applicant Tracking System

4+ User Group:

UNT SYSTEM

Employee

Shortcuts ~

==+  Applicant Tracking System

You may also access the employee portal <D Applicant Tracking System

through the PeopleAdmin System at
https://jobs.untsystem.edu/hr.

When in PeopleAdmin, simply select UNT
System Employee Portal after clicking on the
three dots in the top left corner. e

O Position Management



https://jobs.untsystem.edu/hr
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Navigation

I WPUNT SYSTEM

Welcome to the Employee Portal,

e Your Action Items

My Employees' Reviews

Start typing to search

Item “  Description Due Date Status

UNTHSC New Team Member Process for Supervisor Creates Plan n/a Available

UNTHSC New Team Member Process for Supervisor Creates Plan n/a Available
The Home screen gives you a ew Team Member Process for Supenisor Creates Plan Availabl
list of items that require you to JNTHSC e Team Viember Process o Supervisor Creates Plan Available
ta ke an aCtlon’ thls W||| Include UNTHSC New Team Member Process for Supervisor Creates Plan n/a Available

UNTHSC New Team Member Process fot Supervisor Creates Plan n/a Available
tasks related to your own _ S .

. . r 1 for Supervisor Sets Objectives & Key Results n/a Available
eéva I uatlon a nd for su perVISorsl -1 for Supervisor Sets Objectives & Key Results n/a Available
thls Wl II a |SO |nCI u d e ta S ks fo r r 1 for Supervisor Sets Objectives & Key Results n/a Available
those you Su pe |"V|Se_ r 1 for Supervisor Sets Objectives & Key Results n/a Available

r 1 for Supervisor Sets Objectives & Key Results n/a Available
1 for Supervisor Sets Objectives & Key Results n/a Available
UNTHSC Supervisor Year 1 fo Supervisor Sets Objectives & Key Results n/a Available

Showing 1 to 13 of 13 entries
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Navigation (cont.)

The Performance button repeats the My Reviews
and My Employees’ Reviews links found on the left
side of the screen

e —

Home (14)| Performance ~/ Progress Notes Go to UNT System HR Site

Welcome My Reviews Hello, Laura| Log Out

My Fmployees’ Reviews Clicking the Go to UNT System HR Site
takes the user out of the employee portal
and back to the Applicant Tracking System
or Performance Management module.

The Log Out button ends the
My Reviews PeopleAdmin session requiring
My Enclovess” Reviaws the user to sign in once more in

order to access the system.
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Navigation (cont.)

Go to UNT System HR Site imin

I WPUNT SYSTEM Helo, Parica Log Out
Patricia My Reviews
Program
All Programs v Program *  Progress Type Score Review Status Last Update Action
Reporting org unit
Al oreU UNTHSC New Team Member Process Annual [ Cancelled | May 12, 2020 11:20
rg Units v
Program Type
Al Types S UNTHSC Supervisor Year 1 Annual [ Cancelled | May 12, 2020 11:18 <
Open/Completed
Al . UNTHSC Supervisor Year 1 (Multi-rater test) Annual [ Open | May 12, 2020 04:22

Showing 1 to 3 of 3 entries

My Employees' Reviews

Selecting the My Reviews link allows employees to view their own evaluation, as well as the status of the review.
This is also where employees will be able to view evaluations which have already been completed within the
PeopleAdmin System; click on the View Review link to access them.
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My Reviews

My Employees' Reviews

Navigation (cont.

Supervisors may also use the available search filters in order to more quickly locate employee evaluations

Clicking on the My Employee’s Reviews link takes you
to the Reviews Dashboard which lists all employees,
along with what stage of the employee evaluation
they are currently on.

The available pre-filtered tabs are:

1. All Reviews
2.  Not Started
3. InProcess
4. Complete
5. Overdue

*Please note that the Disputed tab will not be used*

Reviews Dashboard

Reset | Program: None ~ Employee Name Group by: Program ~ Advanced
JULEVEYSE Sl Not Started () | In Process €) Complete ) - Disputed ()
Last name First Name Anniversary Date Progress Program « Score

UNTHSC Non-Manager Year 1 (Multi-rater test) o

Monica 2003-09-01 0/6 1 UNTHSC Non-Manager Year 1 (Multi-rater test) Unrated

Belinda 2009-08-31 0/6 1 UNTHSC Non-Manager Year 1 (Multi-rater test) Unrated

Previous - Next

q‘ Task Not Started / Unavailable D Task Completed Task Open D Task Disputed
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My Employees' Reviews

My Reviews

Program

Beginning the Review Process

Review Status

Last Update

Action

UNT HSC FY 2021 Non-Supervisor Performance Evaluation Program

[ Open)

January 25, 2021 04:21

View Review

Showing 1 to 1 of 1 entries

Your Action Items
|Sta|'t typing to search

Item 4 Description

Year 1 (Multi-rater test) for Belinda Supervisor Sets Objectives & Key Results

ar 1 (Multi-rater test) for Monica Supervisor Sets Objectives & Key Results

Showing 1 to 2 of 2 entries

To begin the evaluation process, the employee will navigate to the available action items through the Home screen or by
selecting the “My Reviews” link and clicking on the open evaluation program.
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Steps of HSC Performance Evaluation Programs

(For Supervisors and Non-Supervisors starting on or before 11-30-20)

Establish Objectives & Key Results — employee attaches OKR worksheet as a progress note and copies the agreed
upon objectives and keys results into the system to initiate the employee performance evaluation.

Supervisor Approves Objectives and Key Results — the supervisor reviews and approves the attached OKR
worksheet along with the objectives and key results which have been entered into the system.

December Performance Check-In — supervisor advises employee of initial progress towards achieving objectives
and key results and makes any necessary adjustment.

April Performance Check-In — supervisor provides further updates on employee’s progress and discusses any
required adjustments.

July Performance Check-In — supervisor advises employee of their progress throughout the year thus far.

Self Evaluation — employee rates self on goals and objectives.

Supervisor Evaluation — supervisor rates employee.

2"d Level Supervisor approval — second level supervisor indicates agreement with the content of the evaluation.
End of Year Review meeting — supervisor and employee meet to review the supervisor evaluation.

Employee Acknowledges Evaluation — employee acknowledges receipt of evaluation materials and score.
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HSC Objectives & Key Results Achievement

Delivered Quarterly Key Results (Summary Measure of Performance Checks-ins)

The delivery of the established objectives and key results will be assessed based on
the attached OKR worksheet and subsequent OKRs which will be copied into the
system. OKRs will account for 35% of the overall evaluation score for all employees.
These are further broken down into Individual (10%) and Team (25%) OKRs.

For additional information and training of OKRs, please visit the Performance
Evaluation Tools and Resources webpage.



https://www.unthsc.edu/administrative/human-resource-services/performance-evaluation-tools-and-resources/

Human Resources

HSC Global Objectives

Solved Department Problems

Demonstrated Functional Knowledge and Skills

Demonstrated Service to Department Customers

Maintained a High Level of Trust with Department Customers
Behaved in a Collaborative Manner to Facilitate Department Success

Communicated Effectively with Others

N o U A W DdhRe

Showed Initiative

Global objectives will make up 65% of the overall evaluation score for all
employees.
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Establish Objectives & Key Results

I WPUNT sYSTEM | Hello, Monica  Log Out

Welcome to the Employee Portal, Monica

| My Reviews

Your Action Items

Start yping 1o searcn
ltern Description Due Date Status
HSC FY 2022 Performance Evaluation Program (Test) for Monica ﬁ Establish Objectives and Key Results n'a Available
3
Showing 1 to 1 of 1 entries

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

I WP UNT SYSTEM Hello, Monica  Log Out

Monica Plan for Monica HSC FY 2022
Performance

Supervisor: Patricia Evaluation Program

g, Test
Position Description: Operations Instructions: ( )
Tab 1 - Objectives & Key Results Achieverment; Review Status: [Ty

* hMeet with your supervisor to complete the Objectives & Key Result® {OKR) worksheet prior to entering information below Evaluation Tvpe: A |
Department: UNT Health Science * For information and resources for the OKR process, please OKR Resources valuation Type: Annua
-EmEr * Attach your completed OK j nk abowve, complete the required fields, and attach the Program Timeframe:

document 09/01/21 o -

* Scroll down the p Py YO i ! from your OKR worksheet into the fields below. For each Last Updated: i —

Verview i i - : ast ated: Movember 22,
Overview objective, it is acceptable to ke ey s T to the appropriate secthan below the objective field 2001 EIF:"'E
' 5 - - - - - FALF |

* Select "Add Entry" to add additional objectives, key results an fyou wish to review or edit information before finalizing.
Plan * Once you have entered all objectives, key results and targets

Tab 2 - Team Objectives & Key Results Achievement:

* Scroll down the page and copy your approved Team Objectives, Key Results and Targets from your OKR worksheet into the fields below For egc

ST |
abjective, it is acceptable to enter multiple key results and tar into the appropriate section below the objective

e ‘ R "Tab 1: Read through the instructions and
FESM abJECtiVeSs, ey results and gt attach the OKR worksheet using the

view or edit information before finalizing
-

save and Continue. “Progress Notes” link. See Appendix for
Tab 3- Global Objectives Achievement _ more information on Progress Notes.

My Reviews

I

JJectives, key resuits and argets, selec

* Scroll down the page to review the factors to be assessed for performance of Global Objectives and select "Comiplete
* Wicit #h rFferrmanc-s mans D— = Fie c car e amd sAAEiARal F mnmac Tiretar S PRy byeis
Visit the performance management web page for the sy ser guide and additional resources System Human Resources Website

Individual Objectives & Key Resulis Achievement Team Objectives & Key Results Achievement Global Objectives Achievement
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E_stabhsh ObJectlves & Key Results (cont.)

Individual Objectives & Key Re:
This tab contains the factors utilized to e rall performance o stablsh d Individual Qbjec d
overall evaluation score will be based on employee performa of individual O
Required fields are indicated with an asterisk (*).

Individual Objectives & Key Results Achievernent

Tab 1: After attaching the OKR worksheet in Progress

* My Obfcte: Wit do | want 0 do 0 ipport vy busess Unke-Begin temen: it 2 vr Notes (see Appendix), copy the Individual objectives and
) key results into the appropriate section for assessment as
* My Key Result: How will | know if I've met my objective? - Measures achievement and most likely includes a number i.e. date, percentage, total, etc. We” as the speciﬁc ta rgets tO be achieved,
T ——— . If additional space is required select the add entry button
(maximum of 5), once all OKRs have been entered select
e T S ’ “Save Draft” if you wish to review or make edits or “Save

& Continue” to move to the next tab.

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

y **Individual OKRs account for 10% of the overall score**

4 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.

Remove Entry?

‘ Add Entry ’

HSC
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Establish Objectives & Key Results (cont.)

S Tab 2: Once the individual OKRs have been entered, copy the Team
e A LIS objectives and key results into the appropriate section for
assessment as well as the specific targets to be achieved. All team
a members associated with the specific OKR will also need to be listed
e e O T ’ within this section.

) If additional space is required select the add entry button
s (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.
” **Team OKRs account for 25% of the overall score**

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.

HSC
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Establish Objectives & Key Results (cont.)

ndividual Objectives & Key Results Achievement eam Objectives & Key Results Achievement Global Objectives Achievement

This tab contains the factors utilized to evaluate perfarmance on established Global Qbjectives. 85% of the overall evaluation score will be based % Check spelling

on employee performance relating to these objectives

Global Objectives Achievement Tab 3: Scroll down to view the factors that
bntomre will be used to evaluate global objectives. If
obDa JEEII'u'E
Solved Department Problems you wish to review your entered information,
Example behaviors at Meets Expectations " ” .
S — select “Save Draft” otherwise select
e e s s b “Complete” to finalize this step.

* Anticipates potential conflict that may arise from change.
* Does not avoid ambiguous situations.
* Open to new ideas from others

R e **There are 7 global objectives, each one lists
the expected behaviors for achievement for
both supervisors as well as non-
supervisors.**

Supenasors:

* Effectively breaks down problems into its fundamental components.

* |dentifies root causes of problems and solutions to them that improve their department.
* Whenever possible, uses evidence to make informed decisions.

* Recognizes typical as well as complex and emerging problems, and creates new processes to achieve key results

* Demonstrates follow-through on executing plans and implementing improvements.
* Creates new ideas and processes despite initial ambiguity of the situation.
* Assists direct reports in diagnosing problems, and recognizes them for making improvements in the unit.

e —

& Save Draft I ~ Complete ’
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Supervisor Approves Objectives & Key Results

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

WP UNT SYSTEM Hello, Patrica  Log Out

Welcome to the Employee Portal, Patricia

My Review .
- Your Action Items

My Employees' Reviews

EIE royping 1o searcn

ltern Description Due Date Status
HSC FY 2022 Performance Evaluation Program (Test) for Monica MEUPET'SC r Approves Objectives & Key Results @ Available
H5C FY 2022 Performance Evaluation Program (Test) for Patricia Establish Objectives and Key Results C fvailable
k
Showing 1 to 2 of 2 entries

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

HSC 18
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Supervisor Approves Objectives & Key Results (Cont.)

*UNT SYSTEM Home (2 Performance = Progress Notes 7 Hello, Patricia Log Out
Monica Plan for Monica HSC FY 2022
Performance
Supervisor: Patricia Evaluation Program
Position Description: Operations Instruction (Test)

ey Results and Targets for the review period. Review Status: [T
Department: UNT Health Science * Atth Evaluation Type: Annual

Lenter * C

d upon Objectives & Key Results for the upcoming review period. Program Timeframe:

* If revision is needed, select "Return for Revision" and the form will be returned to the employee to make updates. 09/01/21 to -

Overview Last Updated: Wovernber 22,

Individual Objectives & Key Results Achievement 2021 08:49
Co-reviewer: 2dd Co-
Multirater Feedback ~ My Objective: What do | want to do to support my Business Unit? - Begin statement with a
e e The supervisor will begin by reviewing the
| History My Key Result: How will | know if I've met my objective? - Measures achievement and most entries made Wlthln the |nd|VId Ual

likely includes a number i.e. date, percentage, total, etc.

e Objectives & Key Results Achievement
Semnnds December Targets - What | will do in this period toward reaching my key result section. Once satisfied that the entries

made are the agreed upon OKRs, the
supervisor will scroll down to view the
other entries.

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

argets

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

Targets
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Supervisor Approves Objectives & Key Results (Cont.)

Team Objectives & Key Results Achievement

Wil b based on emploe performance ofseam OKe e e RS D SReTme e et s
Team Objective: What will the team do to support the Business Unit? - Begin statement The supervisor will then review the Team
?:Ta verd Obijectives, Key Results and Targets which
Key Result: How will the team know if the objective has been met? - Measures achievement were entered in the corresponding tab.
E:::E::ost likely includes a number i.e. date, percentage, total, etc. Once satisfied that the entries made are

the agreed upon OKRs, the supervisor will
scroll down to view the other assessment
factors.

December Targets - What will the team do in this period toward reaching the key result?

argets

April Targets - What will the team do in this period toward reaching the key result?

argets

July Targets - What will the team do in this period toward reaching the key result?

argets

Team Member List

Team

HSC 20
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Supervisor Approves Objectives & Key Results (Cont.)

Global Objectives Achievement

evsluste performance on establisned Global Objectives. 53% of the overall evaluation score will be based on employee
performance relating to the

The supervisor will be able to review all factors

Global Obectve used to assess as the global objectives. Note —
these are not editable by the supervisor nor
Example behaviors at Meets Expectations

employee.

The supervisor will then scroll to the bottom of
the page in order to complete the task. They will
be able to enter comments, return the form to
bl Objectve the employee for any revisions, or acknowledge
e eecatons the step in order to move to the next task. If

revisions are needed, select “Return.” If the form
is approved, select “Approve” to complete the
task.

Non-5i
* Effe

ents.

Comment

#» Return for Revision | dXa Gt ELES
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| Overview

Plan

Multi-rater Feedback =

nuite b 1+ —mr
+ Invite Multi-rate

Multi-Rater Feedback

A supervisor can request performance feedback from other UNT World employees

Select Multi Raters

The supervisor will click on
“Multi-rater Feedback” in the left menu
and select the “Invite Multi-rater” link.

Begin typing a name or login to search available users. Then select
users from the list.

History

My Reviews

My Employees' Reviews

Enter the name of the person or persons
to be invited, check the box by their name
and click the “Save” button.

Kareem Crosdale Username
¥ Name Login Department  Supervisor
# Kareem Crosdale 5YS Melinda Lilly

Cancel m

The Multi-rater will receive an email notifying them of the request and they can access the multi-rater form through their performance portal

Home page.

HSC

22
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Multi-Rater (cont.)

| AporvsTen

Welcome to the Employee Portal, Kareem

Your Action Items

My Reviews
My Multi Rater Feedback

ktart typing to search

Item “  Description Due Date Status

UNTHSC Superviser Year 1 (Multi-rater test) for Rebe Multi-Rater Feedback n/a Available

Showing 1 to 1 of 1 entries

Once a Multi-rater has been added to an evaluation, the Multi-rater feedback will be listed as an action item and can be
found on the Home page when the Multi-rater logs into the portal.
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Multi-Rater (cont.)

Multi Rater Feedback for m UNTHSC Supervisor Year 1
(Multi-rater test)

Review Status: [0

I WP UNT SYSTEM

Supervisor:

Position Description: Evaluation Type: Annual

the provided comments box. It e
Program Timeframe: 01/01/20 to -
Department: UNT Health Science o A00 T
Center Last Updated: May 14, 2020 17:4
Last Completed Step: Supervisor
|Peer Review Evaluation
My Reviews
My Multi Rater Feedback
ddl I R ents (@)
R ted with asters spelling
Additional Reviewer
Please provide feedback regarding the evaluated employee's performance during the preceding year relating to one or more of the following categories: preduced results, customer service, business knowledge, leadership, teamwork,
stakeholder relationships, change management, accountability, and/or vision.
* Comments
4

Remove Entry?

Add Entry

The Multi-rater will enter all comments/feedback within the available “Comments” box, there is no need to add a new
entry. They will then have the option of saving as a draft for further review using the “Save Draft” link, or they may select
“Complete” to conclude the multi-rater feedback.

HSC 24
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Supervisor Evaluation

Self Evaluation

Approvals &
Acknowledgements

Multi-Rater — Supervisor’s View

History

To view the Multi-Rater
feedback, the supervisor
will select the
employee’s name from
the left menu under the
Multi-Rater feedback
drop-down list.

My Reviews

My Employees’ Reviews

| *UNT SYSTEM

Supervisor:

Position Description: Director,

Department: UNT Health Science
Center

Home (3} Performance ~ Progress Notes Hello, Log Out
Multi Rater Feedback for Rebel (Score: Unrated) m UNTHSC Supervisor Year 1
(Multi-rater test)

Additional Reviewer Review Status: [ZTTT)

Please provide feedback regarding the evaluated employee’s performance during the preceding year relating to one or mare of the following categories: produced results, customer service, business knowledge, leadership, teamwark,
stakeholder relationships, change management, accountability, and/or vision.

Overall Rating: Meets Expectations

Evaluation Type: Annuzl

Program Timeframe: 01/01/20 to -

Comments Last Updated:
Last Complet:
Comments Acknow
Ce iewe N

The supervisor will then be able to see any comments made
by the Multi-Rater.

Multi-rater comments are only visible to the supervisor and the multi-rater, employees are not able to access these comments.




Human Resources

Co-Reviewer

Adding a co-reviewer allows the supervisor to identify another individual who can perform all the same evaluation steps as the supervisor. This function can
be utilized if another reviewer is to have full feedback capabilities to the employee’s evaluation. The co-reviewer has the ability to perform all the same
steps as the supervisor.

Select Co-reviewer

UNTHSC Non-M Vear 1 To add a Co-reviewer, the supervisor will click on the “Add Co-reviewer”
on-Manager Year . .
. g link on the right panel. I L . o
{Mulﬂ-rater test} Begin typing a name or login to search available users. Then select a
user from the list.
Review Status: . . . .
(Open A Co-reviewer can be added at any point prior to the completion of the
Evaluation Type: Annual Supervisor Evaluation. Kareem Crosdald Jsername
Program Timeframe: 01/01/20 to - © Name Login Department | Supervisor
Last Updated: May 14, 2020 11:47 It must also be noted that the Co-reviewer and the supervisor will be Kareem Crosdale SYS Melinda Lilly
) _ sharing the forms allowing only one of them to make the final
Last Completed Step: Self Evaluation ..
submission.
Co-reviewer Cancel Save

This might be used for someone who has a split reporting relationship or someone who recently transferred to a new job. The supervisor and co-
reviewer will need to discuss who will be responsible for completion and submission of the evaluation steps. Note that only one person can submit
the supervisor evaluation by clicking complete. Otherwise, save as draft then notify the co-reviewer that there is a pending action item for them to
complete. The supervisor or co-reviewer may also add attachments by selecting the attachment link.




Human Resources

December Performance Check-In

Supervisors are required to have periodic meetings with all employees to assess and give feedback on progress
towards achieving objectives, key results and tasks.

I WPUNT SYSTEM | Hello, Patricia  Log Out

Welcome to the Employee Portal, Patricia

My Reviews .
Your Action Items
My Employees' Reviews
EIE rnoyping o search
ltern Description Due Date Status
2021-12-23
HSC FY 2022 Performance Evalua Program (Test) for Monica ﬁ December Performance Check-In i =< . Upcoming
= Due in about 1 month
SC FY 2022 Perfi o uation Program (Te ici Establish Objectives and Key Results & fvailable
k

From the Home screen, the supervisors will select the relevant evaluation link for the specific employee.
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December Performance Check-In (Cont.)

| punrovsTen

Monica HSC FY 2022
December Performance Check-In Performance
Supervisor: Patricia Evaluation Program
(Test)

Position Description: Operations
Analyst Instructions: Review Status: [
* Schedule time to meet with the employee to discuss progress and provide feedback on any adjustments required for the employee to meet or exceed

Evaluation Type: Annua
expectations regarding the established Objectives & Key Results. P

Department: LINT Health Science

Center

* Utilize the "Progress Notes" function to document if targets were met for the review pericd. If changes are required to the established Objectives & Key Program Timeframe:
Results, please contact your HR Compensation and Performance Management representative for assistance. 05/01/21 10 -
Overview * Once the meeting with the emplayee is complete, select "Complete. Last Updated: November 22,
Plan Last Cn.mpleted Step:
adb]::'l_shs &-‘p{iﬂ_ﬂ;;, ts
Co-reviewer: Add Co-
Lo fad Progress notes (see Appendix) should be entered to document if the employee met the targets assigned to
o edsements 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.
History

My Reviews

If OKRs need updating, the supervisor should reach out to the Compensation and Performance
Management team (kareem.crosdale@untsystem.edu or jennifer.bustillos@untsystem.edu) for assistance.

My Employees' Reviews

HSC 28
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April Performance Check-In

The next meeting that is required by supervisors is the April Performance Check-In, this is to further inform
employees of their continued progress towards achieving their goals and objectives

Hello, Patricia Log Out

I *UNTSYSTEM Home (@) Performance ~ Progress Notes 7

Welcome to the Employee Portal, Patricia

My Review .
- Your Action Items

My Employees' Reviews

~k

start typing to sear
tart typing

ltern Description Due Date Status
R - . e ne . - 2022-04-30 :
H5C FY 2022 Performance Evaluation Program (Test) for Monica ~ April Performance Check-In i - c Upcoming
- Due in 5 months
H3C FY 2022 Performance Evalua Program (Te ici Establish Objectives and Key Results & dilable
k
Showing 1 to 2 of 2 entries

From the home screen, the supervisors will select the relevant evaluation link for the specific employee.
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April Performance Check-In (Cont.)

punrsvsTem

Monica HSC FY 2022
April Performance Check-In Performance
Supervisor: Patricia Evaluation Program
" o ) (Test)
Position DESCTIFItIDﬂZ Lperations
Instructions: Review Status: [T

* 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 Program Timeframe:
Results, please contact your HR Compensation and Performance Management representative for assistance. 09/01/21 to -

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

Department: LUNT Health Science Evaluation Type: Annua

Center

Last Updated: November 22,

2021 09:33

Plan “» Complete Last Completed Step:
December Performance

Check-ln

Overview

Co-reviewer; Add Co-

.....

Mt rater Feedback Progress notes (see Appendix) should be entered to document if the employee met the targets assigned to
R this time period. Once the supervisor has met with the employee and given them an update on their

progress since the December check-in, they will select the “Complete” button to indicate that the meeting

| - has taken place. If OKRs need updating, the supervisor should reach out to the Compensation and
‘ My Reviews Performance Management team (kareem.crosdale@untsystem.edu or jennifer.bustillos@untsystem.edu)
My Employees' Reviews for aSSIStanCE.

HSC 30
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July Performance Check-In

The final check-in meeting is for July, supervisors will meet with employees and update them on their continued
progress towards achieving their goals and objectives

I WPUNT sYSTEM | Hello, Patrida  Log Out

Welcome to the Employee Portal, Patricia

My Review .
- Your Action Items

My Employees' Reviews

L

Htart typing to search
ptart typing

Itern Description Due Date Status
s - . e ne 2022-07-15 ,
HSC FY 2022 Performance Evaluation Program (Test) for Monica M July Performance Check-In D,JEL-., & months Upcoming
SC FY 2022 Performance Evaluation Program (Test) for Patricia Establish Objectives and Key Results & Available
F
Showing 1 to 2 of 2 entries

From the home screen, the supervisors will select the relevant evaluation link for the specific employee.
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I ‘bum SYSTEM

July Performance Check-In (Cont.)

Home (21 Performance ~ Progress Notes 7

Hello, Patricia Log Out

Monica HSC FY 2022
July Performance Check-In Performance
Supervisor: Patricia. Evaluation Program
" o ) (Test)
Position DESCTIFItICIrIZ Lperations
Instructions: Review Status: [0

* Schedule time to meet with the employee to discuss progress and provide feedback on any adjustments required for the employee to meet or exceed Evaluation Type: Annua
Department: UMT Health Science valuation Type: Annua

expectations regarding the established Objectives & Key Results.
Center

* Utilize the "Progress Notes" function to document if targets were met for the review period. If changes are required to the established Objectives & Key Program Timeframe:

Results, please contact your HR Compensation and Performance Management representative for assistance. 09/01/21 1o -

* Once the meeting with the employee is complete, select "Complete. -
Overvicw ! EW piay plete, 5 1 Last Updated: Movember 232,

T T
2021 09:46

Plan - Eumplete Last Completed Step: Apr
Performance Check-In

Co-reviewer: Add Co-

Progress notes (see Appendix) should be entered to document if the employee met thé:férgets assigned to
roors this time period. Once the supervisor has met with the employee and given them an update on their
Acknowledgements progress since the April check-in, they will select the “Complete” button to indicate that the meeting has
taken place.

Multi-rater Feedback =

History

My Reviews

If OKRs need updating, the supervisor should reach out to the Compensation and Performance
Management team (kareem.crosdale@untsystem.edu or jennifer.bustillos@untsystem.edu) for assistance.

My Employees' Reviews
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Human Resources

Complete Self-Evaluation

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

I *UNTSYSTEM Home (1) Performance ~ Progress Notes 2

| My Reviews

Welcome to the Employee Portal, Monica

Your Action Items

Description Due Date

ST

Hello, Monica Log Out

Status

Upcoming

Itemn
. e e . 2022-07-3
- RS Bl T e TS T T e M <elf-Evaluation _
- Due in B months

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.

I *UNTSYSTEM Hello, Monica  Log Out

Monica Self Evaluation for Monica HSC FY 2022

Performance
Supervisor: Patricia : Evaluation Program
Instructions: (Test)
Position Description: Operations Tab 1 - Individual Objectives and Key Results Assessment:

Review Status: o=

d provide appropriate feedback Evaluation TYFIE: Annual

dow

ting for the overall perfi

ake the necessary selection from the drop

Department: UNT Health Science
Center the "Attachments" link Program Timeframe:
efare finalizing, 09/01/21 to -

O The next step.

Last Updated: Movember 22,

2021 09:57

Owerview

Tab 2 - Team Objectives and Key Results Assessment:
Plan % Serg Last Completed Step: July

Performance Check-In

down the page and make the necessary selectian fro

wn menu indicating if key results w

overall performance of team objectives and key

You are ready 10 maw

Ting documentation, p

v or edit the infor

Self Evaluation

Approvals &
Acknowledgements

e page to select a rating for eac Jbal objectiv ck regar your perfarmance in these

W
o
1)
1

My Reviews

* Select "Complet

i1}

Individual Objectives & Key Results Assessment eam Objectives & Key Results Assessment Globa

The employee will review the tab instructions and then scroll down the page to begin their self evaluation. As they progress through the
different tabs, they are able to reference the instructions at the top of the page.
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Complete Self-Evaluation (Cont.)

Individual Objectives & Key Results Assessment

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

Tab 1 (individual OKRs): After scrolling down the page, the employee will
Zf::?EEUIt:HuwwiHIknuwifl‘vEmetmthjenivELMEasuresa(hiEvEmentandrnustlike\yin[ludesanumheri,e date, percentage, total, etc.: Indicate if they have met their key resu]ts for each |nd|vidua| Objective
using the drop-down menu, they will then scroll down to view the factors
used to assess their achievement of their Individual OKRs. The employee

tort e will select a rating from the drop-down menu reflecting their overall
jo— performance of their OKRs and provide relevant feedback.
Select “Save Draft” if edits are required before finalizing or select “Save

and Continue” to move to the next tab.

**Individual OKRs make up 10% of the overall evaluation score.**

* Rating - Select one from drop-down menu

Flease select 2
* Evaluative Feedback - Summarize performance toward this objective in the past year and provide feedback on opportunities for growth (2000 character maximum)

Remove Entry?

Gmeoe
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Complete Self-Evaluation (Cont.)

Tearn Objectives & Key Results Assessment

Team Objective: What will the team do to support the Business Unit?:

Key Resulr: How will the team know if the objective has been met? - Maasures achievement and most ikely includes a number Le. date, percentage, total, ete:

December Targets - What will the team do In this period toward reaching the key resuli?

April Targess - What will the team do in this period toward reaching the key result?:

July Targets - What will the team do in this period toward reaching the key result?:

Team Member List

Tab 2 (Team OKRs): Like the first tab, the employee will scroll
down the page to indicate if they have met their key results for
each Team objective using the drop-down menu, they will then
scroll down to view the factors used to assess their achievement
of their Team OKRs. The employee will select a rating from the
drop-down menu reflecting their overall performance of their
OKRs and provide relevant feedback.

Select “Save Draft” if edits are required before finalizing or select
“Save and Continue” to move to the next tab.

**Team OKRs make up 25% of the overall evaluation score.**

[0 | sescome
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Aemove Entry?

Complete Self-Evaluation (Cont.)

=]

Tab 3 (Global Objectives): On the third tab the Employee will
scroll down the 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 OKR
worksheet by selecting the “Attachments” link. Select “Save
Draft” to review or edit the 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 found at the
top of the page.

** There are 7 Global Objectives, and they make up 65% of
the overall evaluation score**
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Complete Supervisor Evaluation

| WPUNT sYSTEM | Hello, Patrica  Log Out

Welcome to the Employee Portal, Patricia

My Employees' Reviews

‘ My Reviews YGLI r Actin n Items

Item Description Due Date Status
PP — - . . ) e N . 20220812 )
HSC FY 2022 Performance Evaluation Program (Test) for Monica Supervisor Bvaluation - Upcoming
= Due in 'S months
H5C FY 2022 Performance Evaluation Program (Test) for Patricia Establish Objectives and Key Results nfa Awailable
3
Showing 1 to 2 of 2 entrie

Once the self evaluation is complete, the supervisor will be notified via email. 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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Supervisor Evaluation (cont.

| WPUNT sysTEM | Hello, Patrica Log Out

Monica Supervisor Evaluation for Manics HSC FY 2022

Performance Evaluation

Supervisor: Patricia ) Program (Test)
Instructions:

Position Description: Operations b 1 - Individual Objectives and Key Results Assessment: Review Status: (22
U and make the nece on from the drop down m WErE met Evaluation Type: Annua
- : results and provide appropriate feedoack regarding the
Department: UNT Health Sience Program Timeframe: 0%/07/21
Center -
Last Updated: November 23,
Overview 2021 0835
Last Completed Step: Self-
Plan nenu indicating if key results were met Bualuztion

or the overall performance of team objectives and key results and provide appropriate feedback regarding the Co-reviewer: 4dd Co-reviewer
Supervisor Evaluation

Self Evaluation
Multi-rater Feedback ~

Approvals &
Acknowledgements

| History

My Reviews
- - ndividual Objectives & Key Results Assessment Team Objectives & Key Results Assessment
My Employees’ Reviews e = ! P :

Tab 3 - Global Objectives Assessment:

* Scroll down the page

e appropriate feedback regarding the employee’s performance in this areas

. Artachments [
This tab contains the factors utilized to evaluate overall performance on established Individual Objectives and Key Results (OKRs). 10% of the overall evaluation % Check spelling
v srore will he baserd nn emnlnves nerformance of individoal OKREs

The supervisor will review the tab instructions and then scroll down the page to begin the employee’s evaluation. From the left
menu, they will be able to access the self-evaluation a well as any multi-rater feedback (this can also be done by selecting the
overview ink). As they progress through the different tabs, they can reference the instructions at the top of the page.

HSC
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Individual Objectives & Key Results Assessmen t

“Supervisor Evaluation (cont.)

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

My Key Result: How will | know if I've met my objective? - Measures achievement and mast lkely includes a number Le. date, per:

December Targets:

April Targets:

[gimeone | escone |

Tab 1 (Individual OKRs Assessment): the supervisor
will scroll down the page to indicate if the employee
has met their key results using the drop-down menu,
scroll down to view the factors used to assess the
employee’s achievement of their Individual OKRs. The
supervisor will select a rating from the drop-down
menu reflecting the employee’s overall performance of
their OKRs and provide relevant feedback.

Select “Save Draft” if edits are required before
finalizing or select “Save and Continue” to move to
the next tab.

**Individual OKRs make up 10% of the overall
evaluation score.**
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Team Objectives & Key Results Assessment

Team Objective: What will the team do to support the Business Unit?:

Key Result: How will the team know if the objective has been met? - Measures achievement

December Targets - What will the team do in this period toward reaching the key result?
April Targets - What will the team do in this period toward reaching the key result?:
July Targets - What will the team do in this period toward reaching the key result?:

Team Member List

Resuits Mat?

Evaluative Feedback of Teamn Objectives & Key Results

- Supervisor Evaluation (cont.)

and most likely includes a number Le. date, per:

[see | svescomne

Tab 2 (Team OKRs Assessment): the supervisor will
scroll down the page to indicate if the employee has
met their key results using the drop-down menu, scroll
down to view the factors used to assess the
employee’s achievement of their Team OKRs. The
supervisor will select a rating from the drop-down
menu reflecting the employee’s overall performance of
their OKRs and provide relevant feedback.

Select “Save Draft” if edits are required before
finalizing or select “Save and Continue” to move to
the next tab.

**Individual OKRs make up 25% of the overall
evaluation score.**
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rrrrrrrrrrrrrrrrrrrrrrrrrr

Aemove Entry?

Showed Initiative

Supervisor Evaluation (Cont.)

=]

Tab 3 (Global Objectives): On the third tab the supervisor
will scroll down the page, selecting a rating for each global
objective and provide appropriate feedback regarding the
employee’s performance in each area. Supervisor’s may also
add supporting documentation by selecting the
“Attachments” link. Select “Save Draft” to review or edit the
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 found at the top of the page.

** There are 7 Global Objectives, and they make up 65% of
the overall evaluation score**




Human Resources

Second Level Supervisor Approves Evaluation (cont.)

WPUNT sysTEM [ Hello, Stephen  Log Out

Welcome to the Employee Portal, Steghen

Your Action Items

The Second Level Supervisor (typically the supervisor’s supervisor) will log in to the employee portal and select the
appropriate action from the list on the Home screen. The Second Level Supervisor will receive an email notification
indicating that the action is awaiting their attention within the system.
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Second Level Supervisor Approves Evaluation (cont.)

Individual Objectives & Key Results Assessment

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

The Second Level Supervisor will view the overall
rating (top right section of the screen) scroll through
the page to review all the selections made and the
feedback given by the supervisor.

My Key Result: How will | know if I've met my objective? - Measures achievement and most likely includes a number i.e. date, percentage, total, etc.:

December Targets :

April Targets:

July Targets:

Key Results Met?

Evaluative Feedback of Individual Objectives & Key Results

Rating - Select one from drop-down menu

tyear and provide feedback on opportunities for growth (2000 character

Evaluative Feedback - Summarize performance toward this ebjective in the pas
maximum)
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Second Level Supervisor Approves Evaluation (cont.

Team Objectives & Key Results Assessment Solved Department Problems
e [ ’ beceves e ey e - : smarez o - s Expoccmions

Team Objective: What will the team do to support the Business Unit2:

Key Result: How will the team know if the objective has been met? - Measures achievement and most likely includes a number |.e. date, percentage, total, etc.:

December Targets - What will the team do in this period toward reaching the key result?

April Targets - What will the team do In this period toward reaching the key result?:

Rating - Select one from drop-down menu
July Targets - What will the team do in this period toward reaching the key result?: R

Evaluative Feedback - Summarize performance toward this objective in the past 12 months and provide feedback on opportunities for growth (2000 character
Team Member List: =mamrn-mm)

Key Results Met?
J Showed Initiative

Expacranions

Evaluative Feedback of Team Objectives & Key Results

Rating - Select one from drop-down menu

Rating - Select one from drop-down menu . o ) ;

B Evaluative Feedback - Summarize performance toward this objective in the past 12 months and provide feedback on opportunities for growth (2000 character
maximum)

Evaluative Feedback - Summarize the team's performance toward this objective in the past year and provide feedback on opportunities for growth (2000 T

character maximum)

After reviewing all then entries which have been made, and if the second level supervisor agrees with the evaluation, they may
enter an optional comment and click the “Acknowledge” button. If they are not in agreement, they can click the “Return to
Supervisor” button with appropriate comments.
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End of Year Review Meeting

| Apurmsvsrew

Welcome to the Employee Portal, Patricia

My Reviews &
Your Action Items

My Employees’ Reviews

Item Description Due Date Status

2022-08-26
H5C F 2022 Performance Evaluation Program (Test) for Monica ﬁ End of Year Review Meeting Euidi-" a ‘-:-r:r"t": Upcoming
(= = I =
H5C FY 2022 Performance Evaluation Program (Test) for Patricia Establish Objectives and Key Results n'a Available
|

Once the second level approval has been completed, 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

Maonica

Supervisor: Patricia

End of Year Review Meeting

End of Year Review Meeting

cont.

Hello, Patricda Log Out]

HSC FY 2022
Performance Evaluatio
Program (Test)

Position Description: Operations Review Status: [Tr=0)
Instructions:
. * Sohedule time to meet with the employee and review the supervisor evaluation. Overall Rating: Meets
Department: UNT Heaith Science * |fthe overall evaluation score is "Doss not Meet Expectations,” please consult with Campus HR before mesting with the employee. Expecations

Cen I .- . . . - — — N
Lente * |nitiate & conversation with the employes 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.” Evalustion Type: Annual

Crhverview

Plan

Supervisor Evaluation
Self Evaluation
Multi-rater Feedback »

Approvals &
Acknowledgements

#* Complete

Program Timeframe: 09/01/2
-

Last Updated: Novernber 24,
2021 08:55

Last Completed Step: Second
Level Supervisor Approves

Evaluation

Co-reviewer: M/A

Histony

My Reviews

My Employees' 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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Employee Acknowledges Evaluation

I WPUNT SYSTEM | Hello, Monica ~ Log Out

Welcome to the Employee Portal, Monica

| My Reviews

Your Action Items

ltermn Description Due Date Status
e - . . . . . . 2022-08-26 )
H5C FY 2022 Performance Evaluation Program (Test) for Monica Emiployee Acknowledges Evaluation ; N Upcomin
= ’ i = Due in 9 months
Showing 1 to 1 of 1 entries

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.
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Employee Acknowledges Evaluation (cont.

WPUNT SYSTEM | P Showed Initiative

Example behaviors at Meets Expectations

Monica Supervisor Evaluation for Monica HSC FY 2022
Performance Evaluation Non-Supervisors:
Supervisor: Patricia § Program (Test) i

* Responds appropriately on own to improve outcomes, proc
ip when asked.
vith little need for sup
or own performance.
bilities.

ses, OF Measurements in the unit or another area of the Univ

Position Description: Operations

core is displayed on the right hand section of t e Review Status: (22

Overall Rating: Meets

*
*

Department: UNT Health Science Expectations *
*

Center
Evaluation Type: Annual

Individual Objectives & Key Results Assessment

Overview This tab cortal

- . Program Timeframe: 05/01/21
tilized to evaluate oversll performance on established Individual Objectives and Key Resuits (OKRs). ~ ,g

- - T " ©
ce of individual OKRs *

based on emp N = tComes, processes, and measurements.
Plan I:as_[ updazcd: November 24, - on pr PR 5
2021 09-05 .
Supervisor Evaluation Last Completed Step: End of *
My Obijective: What do | want to do to support my Business Unit? : e evenleeting .
Objective

My Key Result: How will | know if I've met my objective? - Measures achievement and most likely
My Reviews includes a number i.e. date, percentage, total, etc.:

Key Result

Rating - Select one from drop-down menu

Meets Expectations
December Targets :

— Evaluative Feedback - Summarize performance toward this objective in the past 12 months and
provide feedback on opportunities for growth (2000 character maximum)

April Targets: Feedback

Targets

July Targets: Comment 5 Check spelling

Key Results Met? 4

Yes  pcknowledge

The overall rating can be viewed on the top right side of the page. The employee can review the content of the evaluation by scrolling to the
bottom of the page. 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




Human Resources

Appendix
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Features of Performance Module

e Supervisors can access review information for all direct reports in one
location, including status of all evaluation steps.

* Second-level and higher managers (department heads, deans, VPs,
etc.) can access review information for all employees within their
organizational structure.

* Automatic notifications will be sent via email as program tasks open,
become due, or are overdue.

* Progress notes and attachments can be easily stored within the
system.
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Rating Structure

* 3 — Exceeds Expectations — Performance exceeds established obf'ectives on a regular
basis; exhibits a degree of excellence in accomplishing individual and department goals
beyond the normal job requirements.

* 2—Meets Expectations — Performance meets established objectives and fully completes
normal job requirements.

* 1 - Does Not Meet Expectations — Performance of established objectives is inconsistent;
meets some of the minimum requirements of the position, but needs to improve
performance in other areas.

Please note that any score other than a 2 on an individual goal or job duty requires
comments/justification.

If an employee receives an overall score of 1 — 1.4 (Does not Meet Expectations), please
meet with Campus HR before conducting employee meeting.
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Additional Reviewers

* The system allows for feedback from other UNT World employees

* Co-Reviewer — Use this function if another reviewer should have full feedback
capabilities to the employee’s evaluation. This might be used for someone
who has a split reporting relationship or someone who recently transferred to
a new job during the last year. The supervisor and co-reviewer will need to
discuss who will be responsible for completion and submission of the
evaluation steps.

* Multi-Rater — Use this function to invite feedback from other UNT World
employees (customers, peers, etc.) on the employee’s performance. The
multi-rater has no access to read or edit the employee’s evaluation.
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Progress Notes

Home Performance ~( Progress Notes Hello, Log Out
~— —
Progress Notes Create Progress Note
Title = Shared Program = Date . Type 2 Author Employee & D
Previous Next

Progress notes can be added at any time during the evaluation process and allow the supervisor as well as the employee
to document achievements and/or important occurrences throughout the year.

To add a progress note, click on the “Progress Notes” link in the main menu, then click the “Create Progress Note” button.

It is highly encouraged that supervisors add progress notes detailing mid-year and year-end conversations. Notes should
include a brief overview of the progress the individual has made towards their goals.
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Progress Notes (cont.)

New Progress Note X
Program (optional)
UNTHSC New Team Member Process v
Employee* Progress notes may either be shared between the supervisor and
- chocse anoption - ' employee or they may be set to be only viewed by the employee or
Type*
Original Progress Note supervisor who entered them. To share a progress note, click the “Share
Tite the Progress Note” button.
Recognition of observed behaviors
Comments *
employee has been able to meet al deadiines which have been Supporting documents may also be added to progress notes by clicking the
set and is being tasked with higher level responsibilities. “ "o
Attachment” link.
~ | Share this Progress Noté . “ ” -
Click “Create” in order to add the progress note.

Attachment

E
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Progress Notes (cont.)

Title ¢ Shared # Program = Date . Type ¢ Author 2 Employee 2

Recognition of observed behaviors UNTHSC New Team Member Process 05/07/2020 Original Progress hNote you you

Clicking on the “Progress Notes” link also allows you to view any progress note(s) created by or shared with the
individual.

Title ¢ Shared 2 Program 2 Date . Type s Author Employee 2

Recognition of observed behaviors UNTHSC New Team Member Process 05/07/2020 Criginal Progress Note you you
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E-mail Notification Feature

* E-mail notifications will be sent

for the following actions: Hello Melinda Lilly.
° A p ro ram St e p o) p ens fo r There are Performance Management action item(s) that need your attention within PeopleAdmin.
com p etion Overdue Action Item - 3

* A due date is within 7 days
* A due date is today

The following item(s) are now overdue. Please complete overdue action item(s) as soon as possible.

+ Supervisor Creates Plan (Due 02/13/2020)

* A program step is overdue e et Dl (e 021312020)
+ Suvpervisor Creates ue 02/13/202
¢ E_mails Wi” inCIUde information View your Action item in the UNT System Staff Evaluation Portal »

on what steps are open and will
provide a link to the system.

Please log into the Performance Management portal and complete your action items. Contact your Campus HR team 1f you have any gquestions.

e System generated e-mails will
only be sent to supervisors and
employees. The system should
send no more than one
message per day.
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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
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