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Overview/Description

This document provides step-by-step instructions on how to Define Criteria for your employees on the
Performance Process page. This page is used to define criteria such as Goals and Job Duties for USG
Institutions. Please note that Performance Factors and USG Core Values/Institutional Values are either
loaded from the Non-Person Profile (NPP) if those values are found on the profile, or from the template (i
those values aren’t on the profiles.) It is recommended to create goals for the employee prior to
completing an annual assessment document.

Prerequisite(s)
Evaluations have to be generated by the institution ePerformance Administrator.

1. Step
Define Criteria for Performance Process Page

1.1. Sub step

During this step the Manager and Employee should identify goals, define core responsibilities an
competencies that need to be accomplished during the performance period.

Navigation

Manager Self Service > Team Performance > Current Documents

Team Performance

¥ Employee Self Service

jrees & Certifig Employee Self Service

Benefits

Manager Self Service

Time Approver

8 In Progress Documents

‘check Modeler

© 2021 University System of Georgia. All Rights Reserved. Page 1 of 8



ePerformance

UNIVERSITY SYSTEM OF GEORGIA Define Criteria for Manager Training Aid

? e s Connect

Date: 11/19/2021

a. Employee(s)will have document type listed in Current Documents page. Please note that an
employee can have multiple documents, so carefully select the document that matches the
desired evaluation period.

¢ Manager Self Service Team Performance #®
Current Documents ]
Current Documents Cieate Dociments
Histarical Décuments
Y

Pariod Begin/  Next Due

! ant nt
Name / Job Title Documant Type Document Status Poriod End Sate
Orie Thornton - AR
. USG Provisional Review Agprova - Sutenilied (&222019
Marager Il
ie Thor 08022019
Orie mton USG Arvual Rovew for Ssaft Evauation in Progress 0A02019
Marager Il 023112019
X 02012019
rie Thornton e
Orle o USG Arrual Review for Stalt Evalation In Progress A30U2019
Ma=ager il 08112019
11012018
asmin Forts - - ;
J nF USG Ancual Review for Leaders Evakation i Progress 12012018
Mamager 1l 123212019
01012019
Orle Thornton USG Ancual Review for Ssan Evauation in Progross 1200019
Manager Il 1231201
: : 01012019
AN o = AT
Lindsey Seipel USG Arvual Review Jof St Evalaticn i Progress 12012019
Employee Ralatons Manager 12/342019
Jasmin F USG Arrual Reveew for Staft Track Progress - Checkpont 1 11012018

b. Select an employee from the grid, and the system will navigate to the Performance Process
page, Define Criteria.

c. Define Criteria section tabs are Goals, Job Duties, Performance Factors and USG Core Values.
Each section has a percentage weight and each section can be expanded or collapsed.
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Please note that the Job Duties will load from the employee’s NPP, and if an NPP isn’t found, t
section will be blank, and duties will need to be added manually by the manager.

The USG Core Values can be combined with the institutional Values if found on the NPP,

otherwise the USG Core Values are loaded from the template.
Performance Process

£ Team Petformance

darmance Process . .
\nviaal Review for Leader

Steps annt Tasks & e+ Define Criteria - Update and Approve

Cynthia Burton

AN sam 000 Acton e
05012021 VX Jub Tite Mamagar Denefe Manages Amy Fnig
J Document Type LS Ar ¢ mr L w3dars PO L0021
€ Define Criwia Tomplate Ansuul Fsysew fof Lesde Document ID 7534
» Dzt 1162 ‘ SIS In P < Duw Date 1145
« Jpzate and Apgcove
t heckpont Revien - e [ - " -
e Ma 1
ra 0 e {
C Fingi2 Varsa
Duse Dt 02
3 Job Duties Pert ance Facion G Core Value
* O Nomnale Parsopares
Dus Dale 31002
Dk 2 Section & { ID2s & Knowledqe
* O Reve Parvopant Evaustion yob € e R < ~ o e
) b Knowiedge 2 avELIEING by EMpOyes Manader, 0w
Dan Dade 2042033
AS9 tem
% A0 lte
PO Ruven Seil Eymuatier
Den Date 1D10032 b Duties & Knowledge Summary
Section Wesght 3 o Lo Shan 36
* O Compiete Manager Eval
e Dok
Audit History
M

Goals tab

Goals Performance Factors USG Core Values Institutional Values

Section 1 - Goals
E Add Item

Goals Summary

Section Weight| 25 LT3

Audit History
Created By Amy Fhillips 07/31/2019 3:21.57PM
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Performance Factors fab

Performance Process
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1 Performsance Performance Process

4 P (+]
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USG Core Values tab
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Descripbon Ve 17 Detsve Pl stV O 1) e form of schok wimntth 1 2ViC. W0 Seyenieg olher ol

Institutional Values
As mentioned above, the Institutional Values can be combined with the USG Core Values
(or can replace them.) The resulting set of values will appear on the USG Core Values tab.

d. Once Manager has Defined the Criteria, they approve criteria by clicking on approve. This wil
indicate completion of the Define Criteria phase.
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Padormanca Process

Select Confirm to Approve Performance Criteria and the Define Criteria Step is completed.

Approve Performance Criteria

Select confirm to approve and complete the Define Criteria Step.

........................................

|  Confirm i Cancel

Note the confirmation message from the system to inform the manager the step has been complete
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£ Team Performance Performance Process

Performance %cess O «
Steps and Tasks o aw

USG Annual Review for Leaders
Confirmation - Performance Criteria Approved

Cynthia Burton
USG Annual Review for Leaders
06/01/2021 - 12/31/2021

@ You have successfully approved and completed the Define Criteria Step.

*'@ Define Criteria
Due Date 111672021

* O Checkpoint 1
Due Date 12/0172021

* © Finalize Criteria
Due Date 12/0172021

' © Nominate Participants
Due Date 1213172021

'O Review Farticipant Evaluations
Due Date 1200172021

* © Review Self Evaluation
Due Date 1200172021

LA Complete Manager Evaluation
Due Date 1200172021
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