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Overview/Description

This document provides step-by-step instructions on how to navigate to Complete Manager
Evaluation on the Performance Process page. This page is used by the Manager to share
Performance Evaluation with Employee, Request Acknowledgement, and Submit for Approval. It
is recommended to create overall goals for the employee prior to completing an annual
assessment document.

Prerequisite(s)
Manager Completes Review
Employee Completes Self Evaluation

Instructions

1. Step
Complete Manager Evaluation for Performance Process Page

1.1. Sub step

Complete Manager Evaluation gives the Manager the opportunity to share the
Performance Evaluation with Employees. Next the Manager will need to meet with the
Employee to discuss Performance Evaluation.

Navigation

Manager Self Service > Team Performance > Current Documents

* Emplayee S2if Service

s B ol Team Performance
Denetts
Manager Seif Senice r) L I
l Teve Approver M

teck Modessy Oirect Depoeit
In Progress Documents
am i 2In Progres =
Y
Name / Job Tite Document Type Document Status Period Begin / Next Due Date
Period End
050172021
Briana Mizrahi USG Annwal Review for Leaders Define Critena 121172021
Student Assstant 0173172022
i 05/0172021
Cynthia Burton LISG Anrual Review for Leaders Track Progress - Chackpaint 1 12012021
Manager Benefits 1203172021
i 0510172021
Briana Mizrahi LISG Anrwal Rewiew for Leaders Define Critena 10022021
Student Assstant 127312021
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a. The Manager shares the Performance Evaluation with the Employee by clicking on
Share with Employee.

Ve W B Ta e

Manager Evaration - Update and Share

n

b. The Manager will need to click on Confirm to share the document with the Employee.
Next, the Manager will need to meet with the Employee to discuss the Performance
Evaluation.

[ Share with Employee

Select confirm to share this document with the employee. Next, yvou
should meet with the employee to discuss your evaluation.

The overall rating you have assigned to this employee is 4 -
Superior.

Comments should be entered in the Overall Summary section to
justify a Rating of a 1 or a 5.Upon selecting confirm, your
electronic signature will be added to this document.

Confirm Cancel
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Performanc® Process o « !
USG Annual Review for Leaders

Steps and Tasks ¢ &~  Confirmation - Shared with Employee

Cynthia Burton
USG Annual Review for Leaders
08/01/2021 - 12/3172021

© You have successfully shared your evaluation with the employee.

'@ Define Criteria
Due Date 11/16/2021

*' @ Checkpoint 1 - Skipped
DueDate  12/01/2021

*' @ Finalize Criteria
Due Date  12/01/2021

*' O Nominate Participants
DueDale  12/31/2021

' O Review Participant Evaluations
Dus Date  12/01/2021

' O Review Self Evaluation
Due Date 120012021

* ® Complete Manager Evaluation
Due Date  12/01/2021

& Update and Share

©  Pending Acknowledgement

1.2. Sub step

After the Performance Review has been held, the Manager should request that the
Employee login into Self Service and Acknowledge the document.

Navigation

Employee Self Service > Performance > select the desire document
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v Employee Self Service |

Make SCCP Contribt.'l'ﬁon Degrees & Certificates Company Directory
A STATE
CHARITABLE
CONTRIBUTIONS
@ Crocram £3E3ey

Time and Absence Personal Details

«<>

Performance My Forms Help

Next Due Pate 12/01/2021

a. The Employee will have Annual Review document listed in My Current Documents

© Employws Solf Service Performance

Lindsey Seipel =
Empinree Reomnora Manager
0352€81

- '
B Y My Current Documents Seomte Dociomant
My Himtercal Documents
Document Type Document Statos Paviod Begin ) Period Ead Next Duw Date
Evalatons of Othars 0 01012019
USSG Annoal Review for Staff Evahation in Progress 10312019

Mistecical Evaluatioon of Others 102018

b. At this point, the performance evaluation ratings and comments have been finalized by
both the Manager and Employee and can be viewed. Here are examples of those
comments in different sections of the document:
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Performance Factors tab

‘ta
Mariages featrg [ . nm
En‘oloyee checks in gally with the team and reviews schedule. Emall tum
'rmounu for the employee is less than 24 hours
Emepic lating 4 -

USG Core Values tab

Managoer Evalusbon - Acknowledg

© 2021 University System of Georgia. All Rights Reserved. Page 5 of 10



ePerformance

f H]ﬂ . UNIVERSITY SYSTEM OF GEORGIA Complete Manager Evaluation Training Aid
| L Onel)S5G Connect

ey Date: 11/19/2021

Overall Summary tab

s Empioyee continues %0 bacome acclimated 10 e work envitorment and
Naas of the universty, mone 1asks wil be assigned to the Employes

c. Employee selects Acknowledge

Parformance Process A Q W
- PRI
= LiL

d. Employee chooses Acknowledge and is required to add comments before confirming.
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Acknowledge Review Held

Acknowledge Review Held
You have chosen fo acknowledge that you and your manager have
reviewed this document. Your acknowledgement does not necessarily You have chosen to acknowledge that you and your manager have
mean you agree but that you have reviewed your evaluation with your reviewed this document. Your acknowledgement does not neceszsarily
manager. Please add Comments. mean you agree but that you have reviewed your evaluation with your
manager. Please add Commenis.

Employee Acknowledgement Comments

| Lﬂ@ Employee Acknowledgement Comments
This Review gave me great insight to the work | do for the L-"-'R';/‘
university.
A
Confirm Cancel &
Upon selecting confirm you are acknowledging that the review was Consem LTTEE

held and your electronic signature will be added to this document. Upon selecting confirm you are acknowledging that the review was

held and your electronic signature will be added to this document.

1

e. The Employee has selected Confirm and the Employee’s electronic signature is now
added to the document.

” ONTTTRIaN Employes Acknowiadoement
K v -
7'\"|:(“‘ l'.‘.l:xn'« e
Crte
b t
1.3. Sub step

The Manager can now see that the Employee has Acknowledged that the Performance
Evaluation review was held, the Employee received the Performance Evaluation, and
reviewed the documents. The Manager can now submit the evaluation for approval.

Navigation

Manager Self Service > Team Performance > Current Documents
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v Employee Self Service

tes & Ce Employee Self Service

Team Performance

Benefils

Manager Self Service | )

Time Approver

neck Modeler

2 In Progress Documents

AW

4 Vasager Set Swrvize

Currert Cocumerts '

Current Documents Creats Dacumerts
Fdatut Deviverd
~
Puriod Dagin /| Maxt Den
MHamw | Job Tite Socument Typs Dacamere Staten ’ e o
Orie 220018
Teomion VS0 Mrovocrsl Renew Aoprowsl - Syreel 222010
Marsger 11 1254
P2 Al
Orie Thomicn J23 frvnad Manwrw e Tl Cvatadae w Pyogmes e
Narager 4 RALITLY
B2y
Qris Thamion JEI3 Mowrad Nawaw B Sum Lvedae " Py 0

Masages 1t . ) et

Jasmn Forts

15 A o Tor Lo Eveanr Posgea »
Marager 213818
Orie Tharmion drvess Ross e Siat Bt Prage s
Masager 1 Daine
Lindsey Sapet [ » b - - Evmase Py
Crptapes Heutons Mwage

s 5 SO
Ja ors IS0 Aveas Rewew for Soet Tiack Progress « Crecguoen » REE T o)

a. The Manager can now see that the Employee has Acknowledged that the
Performance Evaluation review was held, the Employee received the Performance
Evaluation, and reviewed the documents. The Manager can now submit the evaluation
for approval.
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b. The Manager has submitted the Performance Evaluation for approval and must
confirm.

¢ Yeam Performance Performance Process
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. Manager Evaluation « Complete \
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¢ Team Parformance Performance Process

Lindary S

c. The Complete Manager Evaluation step is now complete. The Performance Evaluation is
now complete and Pending Approval. Once the document is approved, the status of

the document will be automatically set to complete and will be found under Historical
Documents.

* Yemm Pustorerance A0S Frocess

\\
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