C'«sn N Employee — Manager Annual Evaluation Process

automatically generates the annual evaluation document 30 days prior to the
employee’s hire date.
Manager reviews, edits, or adds performance goals for employee.
Employee completes self evaluation for individual goals and competencies.
Manager evaluates employee’s goals and competencies.
Manager shares evaluation with employee.
Employee reviews and acknowledges performance evaluation.

SAW PPN

Manager & Employee have a review meeting to discuss evaluation (occurs outside of Connect).

7. Employee enters evaluation comments.
8. Manager provides final comments.

Note: The annual performance evaluation is a back-and-forth process between the employee and manager. This guide
illustrates the processes for both roles in sequential order to provide a complete understanding of the entire annual
evaluation process.
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1. Manager manages performance goals



C&n ne 1. Manager Manages Performance Goals

Me Labor Administration Procurement Tools Others

QUICK ACTIONS APPS
o N D) Goal

1. Click My Team to display your 2 coas o 9

manager functions. Seniorty Dates - B
My Team Onboarding Hiring Goals

2. Click the Performance icon. Employee Summary
I Promote ! ‘T +
* Employment Info Performance Workforce
Compensation

{  Evaluate Performance

3. Select Annual Review Period.

Review Period Jl Annual Review Period v




C&n ne 1. Manager Manages Performance Goals

‘ Annual Evaluation

REIMB ELIGILIBITY ASST

Current Task Task Completion
Set Goals 0/7

4. Use the Search Person field, Annual Evaluation
filters, or scroll to locate the .
employee who is being REIMBURSMENT ASSISTANT
evaluated. =R

Current Task Task Completion
5. Click Annual Evaluation for Set Goals 0/7

the desired employee.
. Annual Evaluation

CLAIMS ASSISTANT

Current Task Task Completion
Set Goals 0/7




C&n ne 1. Manager Manages Performance Goals

Set Goals: Annual Evaluation

o Review the contents of each topic included in the evaluation.

Document Details

6. Click Employee Goal
Plan to review, edit, or

add performance goals Evaluation Topics

for the employee. .
Employee Goal Plan
performance goals

Competencies
9 Competencies

Attachments




c&n ne« 1. Manager Manages Performance Goals

Employee Goal Plan

7. If applicable, CliCk the Sort By | Display Sequence v |
Add button to add a

performance goal.

ABC Goal
ABC Goal

Status
Not started

Basic Info

*Goal Plan *Goal Name

Become certified in CPR

Employee Goal Plan v I

Library Goal

‘ Select a value o ’ V| Allow worker to update key attributes

Description

Become certified in CPR

8. Enter the Basic Info for
the goal.

*Start Date Category
‘ 1/1/22 Y | ’ Skill v ‘
Target Completion Date Status
12/31/22 te| [Notstarted v |
Success Criteria

Font ~x2 ~ B I U = = % ke




C&n ne 1. Manager Manages Performance Goals

N s« P &

9. C(lick the Save and Close
button.

Basic Info

*Goal Plan *Goal Name

Employee Goal Plan [ ‘ Become certified in CPR

Library Goal

V| Allow worker to update key attributes

v ’

‘ Select a value

Performance Goals

Employee Goal Plan

10. Click the back arrow to

return to the Set Goals
Actions

page.
Become certified in CPR
Become certified in CPR

Status
Not started




C&n ne 1. Manager Manages Performance Goals

Set Goals: Annual Evaluation

Note: The performance goal
that was added is displayed
in the goal Count o Review the contents of each topic included in the evaluation.
To manage goals, click Document Detalls N
Employee Goal Plan and
add or edit as needed. Evaluation Topics A
Employee Goal Plan
11. When finished, click ! performance goals
o Competencies
Submlt' 9 Competencies
‘ Annual Evaluation
Note: Connect displays the RESIDENT TECHNICIAN
current tasks and the : :
number or tasks com pl eted Current Task Task Completion
for thi luati Staff Self-Evaluation 117
or this evaluaton. Manager Evaluation of
Workers
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12. Click the down arrow for
an expanded view of the
evaluation tasks.

1. Manager Manages Performance Goals

Note: The Set Goals task is
complete.

Note: The employee and the
manager can complete the ~
initial evaluation at the same
time.

However, the manager
cannot share their evaluation
until the employee has
completed the self evaluation
first.

. Annual Evaluation

RESIDENT TECHNICIAN

Current Task

Task Completion

Staff Self-Evaluation 117
Manager Evaluation of
Workers

‘ Annual Evaluation

RESIDENT TECHNICIAN

Current Task Task Completion

Staff Self-Evaluation 1/7
Manager Evaluation of
Workers

All Tasks

@ Set Goals

© staff Self-Evaluation

© Manager Evaluation of Workers

O Manager Share Performance Document

O staff Reviews and Acknowledges Performance Document
O staff Share input

O Manager Provide Final Feedback

LA L]
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2. Employee completes self evaluation

10



C&nnec 2. Employee Completes Self Evaluation

I Me I Procurement Tools
QUICK ACTIONS APPS
® )
M Personal Details
. 0 i, @]
p L) puig M
. =5 Document Records
1. Select Me to dlsplay your & Directory Time and Pay Personal
1 f ; Absences Information
emp Oyee unCtlonS‘ ?.-‘ Identification Info
2. C(Click the Performance Contact Info = v ©
. (il |"‘.i‘ = ' \,O,‘_
1COonN.
"‘?] Family and Emergency Contacts Onboarding Checklist Tasks Career and Current Jobs
Performance
[ J . .
ahe My Organization Chart
R 3
A My public Info R 0
Safety Incidents Roles and Connect Help Performance
..( * Employment Info Delegations
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c:bnnec 2. Employee Completes Self Evaluation

Review Period ‘ Annual Review Period v

Performance Documents

Note: Connect displays the
current task to be completed
and where you are in the

overall evaluation process. Annual Evaluation

Current Task

Staff Self-Evaluation
Manager Evaluation of Workers

|AII \/!

Task Completion
— 117

3. Click Annual Evaluation. All Tasks

@ set Goals
© staff Self-Evaluation
(-] Manager Evaluation of Workers

O Manager Share Performance Document

O staff Reviews and Acknowledges Performance Document
O staff Share input

O Manager Provide Final Feedback

12



cebnne< 2. Employee Completes Self Evaluation

Document Details v

Overall Summary A

Employee Rating

Y97 390 370 30 37

Employee Comments

Show Additional Info

4. Click the Edit and
Evaluate buttons to

complete each section of Evaluation Topics 2

the annual evaluation. Performance Goals
0 of 1rated | 0 of 1 commented W
Employee Rating

WW W W W

Employee Comments

Competencies
0 of 8 rated | 0 of 8 commented
Employee Rating

WW W W W

Employee Comments

13



Cenne

2. Employee Completes Selt Evaluation

5. Select your overall
Employee Rating.

6. Enter Comments to
support your rating.

Note: Comments are
encouraged but not required.

7. Click the Save button.

Overall Summary

Save Cancel

| Exceeds Standards

Employee Comments

i

Tahoma */ij2 | B I U := E % L 5) P

- S—

| had a great year but need to improve on my customer service skills.

8. Click the Evaluate button
to evaluate your
performance goals.

Overall Summary N

Employee Rating
v ¥ ¥ ¥%r ¥ | Exceeds Standards

Employee Comments

I had a great year but need to improve on my customer service skills.

Show Additional Info

Evaluation Topics ~

Performance Goals

Evaluate
0 of 1rated | 0 of 1 commented
Employee Rating

Employee Comments 1 4




C'ebnnec 2. Employee Completes Self Evaluation

| Exceeds Standards

Employee Comments

Tahoma ~2 ~ B I U

B O

Completed CPR training and passed the exam

9. Complete each Rating
and the Summary Rating
for the Performance
Goals.

Show Additional Info

Note: Comments are

encouraged but not required.

Summary

Y % % 3% 3% | Exceeds Standards

Employee Comments

Tahoma ~2 ~ B I U

BT 9

| met all my performance goals
_ 15




c:bnne 2. Employee Completes Selt Evaluation

Qs P & v

10. When finished, click | save and Close

Save and Close.

Evaluation Topics
Performance Goals ' Evaluate
. _ | : - |
Note: The completed ratings A
. W " | Exceeds Standards
are displayed.
Employee Comments
| met all my performance goals,
11. Click the Evaluate button Competencies -
f th C t 0 of 8 rated | 0 of 8 commented M‘
or the competency Employee Rating
ratings.
Employee Comments

16



C&nne 2. Employee Completes Selt Evaluation

ite Topic Competencies [

12. Complete each Rating Rate and Comment
and the Summary Rating
fOI' CompetenCieS. ©  Evaluate the included competencies.

Sort By | Competency Name - Ato Z v

Note: Comments are
encouraged but not required. Accountability

Acceptable attendance, punctual, and practices confidentiality.

Employee Rating

13. When finished, click % 3t 35 77 7@ | Meets Standards
Save and Close. Employee Comments

Tahoma ~2 ~~ B I U % L5} Lo

I I was on time and had no absences this year. | I

14. Click the Submit button.

17



C&nne( 2. Employee Completes Self Evaluation

Review Period | Annual Review Period v

Performance Documents

Note: When finished, All v
Connect will display the
Current Task, number of Annual Evaluation
Tasks Completed, and
where you are in the overall
process.

Current Task Task Completion
Manager Evaluation of Workers ——

All Tasks

@ Set Goals
@ staff Self-Evaluation
© Manager Evaluation of Workers

O Manager Share Performance Document

O staff Reviews and Acknowledges Performance Document
O staff Share input

O Manager Provide Final Feedback

18
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3. Manager evaluates employee

19
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3. Manager Evaluates Employee

1. Click My Team to display your
manager functions.

2. Click the Performance icon.

Me Labor Administration Procurement Tools Others

QUICK ACTIONS APPS
0 Goals
v o)
| n \
Seniority Dates ) -
My Team Onboarding Hiring Goals
Employee Summary
I Promote N ‘—? —
. ‘ +
* Employment Info Performance Workforcg
Compensation

3. Select Annual Review Period.

{  Evaluate Performance

Review Period Jl Annual Review Period v

20




Cenne 3. Manager Evaluates Employee

. Annual Evaluation

RESIDENT TECHNICIAN

Current Task Task Completion
Manager Evaluation of 2)7
4. Use the Search Person field, Workers
filters, or scroll to locate the Employee Rating
employee who is being

evaluated.

‘ Annual Evaluation
Note: In this example, the Task

Completion is 2 of 7 and the RESIDENT TECHNICIAN

Employee Rating is displayed. Current Task Task Completion
Set Goals 0/7

5. Click Annual Evaluation for

the desired employee. ‘ Annual Evaluation

RESIDENT TECHNICIAN
Current Task Task Completion
Set Goals 0/7

21




Cenne 3. Manager Evaluates Employee

Overall Summary |/ Edt | A~
Manager Rating Employee Rating
DGR Wl i dlh gl g % 3% ¢ ¢ v | Exceeds Standards

Manager Comments

Employee Comments

| had a great year but need to improve on my customer service skills.

NOte: The Employee Ratings Show Additional Info
are displayed for each goal
and competency. . _
P y Evaluation Topics A
1 1 Performance Goals
6. Cth the Edlt and 0 of 1rated | 0 of 1 commented
Evaluate buttons to Manager Rating Employee Rating
Complete eaCh SeCtiOI’l Of T 7 57 %7 37 %7 ¥% 3% % ¢ | Exceeds Standards
the employee’s annual Manager Comments
evaluation. Employee Comments

I met all my performance goals.

Competencies
-Evaluate
0 of 8 rated | 0 of 8 commented ]

Manager Rating Employee Rating

7 7 37 37 37 v ¥ ¥ ¥ 7 | Exceeds Standards

Manager Comments
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Cenne 3. Manager Evaluates Employee

Overall Summary

Save Cancel

Employee Rating
77l | Exceeds Standards % ¥% 3% ¢ 37 | Exceeds Standards

7. Select the overall . % 3
Manager Rating Manager Comments

Tahoma ~2 <~ B I U

=3 O

8. Enter Comments to You had a great year. Keep up the good work|
support your rating.

Note: Comments are
encouraged but not required.

Paragraphs: 1, Words: 10, Characters (with HTML): 44

9. C(lick the Save button. Employee Comments

| had a great year but need to improve on my customer service skills.

Evaluation Topics A
. Performance Goals
10 Clle the Evaluate button 0 of 1rated | 0 of 1 commented Evaluare
to evaluate the Manager Ratina Freicyeefathe
3¢ 37 37 3 T 3¢ 3¢ 3¢ 3¢ | Exceeds Standards
employee’s performance Manager Comments
goals' Employee Comments

I met all my performance goals.
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3. Manager Evaluates Employee

11. Complete each Rating
and the Summary Rating
for the Performance
Goals.

Note: Comments are
encouraged but not required.

Become certified in CPR

Become certified in CPR
Status

Not started
Manager Ratin
¢ ¥% ¢ v Yrll¢ | Exceeds Standards

Manager Comments

Tahoma ~2 ~ B I U

&% Ok

I Training was completed and certification was obtained. I

Employee Comments

Completed CPR training and passed the exam on my first try.

Show Additional Info

Summary

| Exceeds Standards

Employee Rating

%% 3% 3% 3% 3¢ | Exceeds Standards

Paragraphs: 1, Words: 7, Characters (with HTML): 54

Employee Rating
% % % 7% 77 | Exceeds Standards

24
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Manager Evaluates Employee

Qs P & v

12. When finished, click P Save and Close o
Save and Close. _

Competencies '
Evaluate
0 of 8 rated | 0 of 8 commented -‘
Manager Rating Employee Rating
13. Click the Evaluate button Dk gl gl il g ¢ Y% ¢ ¢ 7 | Exceeds Standards
fOI' the Competency Manager Comments
ratings.

Employee Comments

Exceeded expectations.

25




C&n NE 3. Manager Evaluates Employee

ite Topic Competencies [ save and Close |

Rate and Comment

14. Complete each Rating
and the Summary Rating
for Competencies. )

Evaluate the included competencies.

NOte' Comments are Sort By | Competency Name - A to Z

encouraged but not required. Accountability

Acceptable attendance, punctual, and practices confidentiality.

Employee Rating

15. When finished, click
Save and Close.

Yt ¥ v% v Yxll¢ | Exceeds Standards YO 7% 7% 77 77 | Meets Standards

Manager Comments

Tahoma'Z'BIgés

11
i
i
g
(g

I Exceeds standards. I

Note: Manager cannot
submit their evaluation until
the employee has submitted
the self evaluation.

16. Click the Submit button.

26




Cenne 3. Manager Evaluates Employee

. Annual Evaluation

RESIDENT TECHNICIAN

Current Task Task Completion

Note: When finished,
Connect will display the
Current Task, number of
Tasks Completed, and Manager Rating Employee Rating
where you are in the overall
process.

Manager Share 3/7
Performance Document

All Tasks
Note: You can click the @ set Goals
up/down arrow to minimize @ staff Self-Evaluation
or maximize this view. & Manager Evaluation of Workers

© Manager Share Performance Document

O staff Reviews and Acknowledges Performance Document
O staff Share input

O Manager Provide Final Feedback
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4. Manager shares evaluation with
employee

28
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Note: You can share your
evaluation with the
employee as soon as the
previous step was completed
or at a later date.

1. In either scenario, locate
the employee whose
evaluation is being
shared, and click Annual
Evaluation.

4. Manage

r Shar

es Evaluation with Employee

RESIDENT

. Annual Evaluation

TECHNICIAN

Current Task Task Completion

Manager S
Performan

hare 3/7
ce Document

Manager Rating Employee Rating

All Tasks

@ Set Goals

@ staff Self-Evaluation

v Manager Evaluation of Workers

© Manager Share Performance Document

O staff Reviews and Acknowledges Performance Document
O staff Share input

O Manager Provide Final Feedback

29




cebn NE 4. Manager Shares Evaluation with Employee

Manager Share Performance Document: Annual Evaluation

2. Review the annual
evaluation as needed.

@ Information l

. . . Share and Retain Share and Release
. Share the evaluation for employee review. Retain control or release to progress _
3. Click Share and Release.

to the next task.

Note: Share and Release

locks the evaluation from
further editing and shares
the final version with the Overall Summary A
employee for review and to
acknowledge receipt.

Document Details L4

Manager Rating Employee Rating

"> | Exceeds Standards ¥ % 9% 9% 5% | Exceeds Standards

Manager Comments

Note: Share and Retain

You had a great year. Keep up the good work.

aHOWS the employee to Employee Comments
I'eVieW the evaluation but not | had a great year but need to improve on my customer service skills.
aCknOWInge receipt. Show Additional Info

30
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4. Enter your Comments.

5. Click the Submit button.

Note: When finished,
Connect will display the
Current Task, number of
Tasks Completed, and
where you are in the overall
process.

and Release [ submit [

Comments

Tahoma -2~ B I U

=) ) ko

I Please review and acknowledge receipt of this evaluation. I

‘ Annual Evaluation

RESIDENT TECHNICIAN

Current Task Task Completion

Staff Reviews and 47
Acknowledges
Performance Document

Manager Rating Employee Rating

All Tasks

@ Set Goals

@ staff Self-Evaluation

V] Manager Evaluation of Workers

V] Manager Share Performance Document

© staff Reviews and Acknowledges Performance Document
O staff Share input

O Manager Provide Final Feedback

4. Manager Shares Evaluation with Employee
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5. Employee reviews and
acknowledges evaluation

32



C&n nec 5. Employee Acknowledges Evaluation

I Me I Procurement Tools
QUICK ACTIONS APPS
® )
M Personal Details
. 0 i, @]
p L) puig M
. =5 Document Records
1. Select Me to dlsplay your & Directory Time and Pay Personal
1 f ; Absences Information
emp Oyee unCtlonS‘ ?.-‘ Identification Info
2. C(Click the Performance Contact Info = v ©
. (il |"‘.i‘ = ' \,O,‘_
1COonN.
"‘?] Family and Emergency Contacts Onboarding Checklist Tasks Career and Current Jobs
Performance
[ J . .
ahe My Organization Chart
R 3
A My public Info R 0
Safety Incidents Roles and Connect Help Performance
..( * Employment Info Delegations

33



c:bn nNec 5. Employee Acknowledges Evaluation

Review Period | Annual Review Period v

Performance Documents

Note: Connect displays the ‘ o

current task to be completed

and where you are in the | Annual Evaluation I | By

overall evaluation process.
Current Task Task Completion
Staff Reviews and Acknowledges Performance Document 47
All Tasks

3. Click Annual Evaluation. @ set Goals

@ staff Self-Evaluation

& Manager Evaluation of Workers

@ Manager Share Performance Document

© Staff Reviews and Acknowledges Performance Document
O staff Share input

O Manager Provide Final Feedback

34
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5. Employee Acknowledges Evaluation

4. Review the Summary
rating.

5. Click the View buttons to
view manager feedback
for Performance Goals
and Competencies.

Overall Summary

r
Manager Rating

% % % % ¢ | Exceeds Standards
Manager Comments
You had a great year. Keep up the good work.

Employee Comments

| had a great year but need to improve on my customer service skills.

Employee Rating

% 3% %% 7% 3¢ | Exceeds Standards

Show Additional Info

Evaluation Topics

Performance Goals
1of 1rated | 1 of 1 commented
Manager Rating

Y ¥% ¢ Yt v | Exceeds Standards
Manager Comments

Employee achieved all performance goals.

Employee Comments

I met all my performance goals.

Competencies
8 of 8 rated | 8 of 8 commented
Manager Rating

% Y% ¥% 3% ¢ | Exceeds Standards

Manager Comments

Employee Rating

Y7 ¥¢ ¥¢ v% v | Exceeds Standards

Employee Rating
¢ ¥¢ ¥% ¢ 7 | Exceeds Standards

=
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C&n ne 5. Employee Acknowledges Evaluation

Evaluated Topic Competencies

Ratings and Comments

Accountability

Acceptable attendance, punctual, and practices confidentiality.

6. Review all manager Manager Rating Employee Rating
ratings and comments. ¢ v% Y% ¥t Y | Exceeds Standards ¥ v% % 3% ¥Yr | Meets Standards
Manager Comments
7. When finished, click the Exceeds standards.
back arrow to return to Employee Comments
the Acknowledgement I was on time and had no absences this year.
page. Show Additional Info

Communication

Practices effective verbal communication, written communication, non-verbal communication and customer service.
Manager Rating Employee Rating

v 3% ¥% v7 7 | Meets Standards v 3% ¥ v7 Y7 | Meets Standards
Manager Comments

Meets standards.

Employee Comments
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C&n ne 5. Employee Acknowledges Evaluation

Staff Reviews and Acknowledges Performance Document: Annual Evaluation

roven e o | scknoniedge Document |
o N . . Ack ledge D t
Review the evaluation details shared by your manager and acknowledge receipt. cknowrecge Bocumen |

) Document Details v
8. Click Acknowledge
Document.
Overall Summary A
Manager Rating Employee Rating
' 3¢ 3¢ 3¢ 37 | Exceeds Standards %7 3¢ 3¢ ¥¢ 37 | Exceeds Standards

Manager Comments

You had a great year. Keep up the good work.

Employee Comments

| had a great year but need to improve on my customer service skills.

Show Additional Info
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C&n NE 5. Employee Acknowledges Evaluation

Staff Reviews and Acknowledges Performance Document [ submit |

Comments
9. Enter your Comments.

Tahoma ~v2 ~ B I U

EBROCH

10. Click the Submit button.

| have reviewed and acknowledge receipt of my annual performance evaluation.

Note: After the employee acknowledges receipt of the annual evaluation with manager ratings
and comments, the employee and manager will meet to discuss the evaluation in more depth.
After this has occurred, the employee can add their final comments to the evaluation.
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6. Employee adds final comments to
evaluation after meeting with manager

39



cebnne< 6. Employee Enters Evaluation Comments

Procurement Tools

QUICK ACTIONS APPS

1. Select Me to display your
employee functions.

(‘mj Personal Details

2. Click the Performance T € T} >
. L ] ] )
1COnN. =5 Document Records ) )
Directory Time and Pay Personal
Absences Information

» Identification Info

Note: This is the last step in

the evaluation process for the conetinto = IH
— Y 4

employee' Updates to the F])] Family and Emergency Contacts Onboarding Checklist Tasks Career and Current Jobs
evaluation cannot be made | Performance
by the employee after you &3, My Organization Chart
enter your final evaluation . 7
comments. i MyPublic Info 3‘ ‘é:z‘:‘ ﬂ -

Safety Incidents Roles and Connect Help Performance

Delegations

./ Employment Info
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C&nne( 6. Employee Enters Evaluation Comments

Review Period | Annual Review Period v

Performance Documents

Note: Connect displays the
current task to be completed

and where you are in the :
: Annual Evaluation | By
overall evaluation process.

All v

Current Task Task Completion
Staff Share input 5/7
All Tasks
3. Click Annual Evaluation. @ set Goals _
@ staff Self-Evaluation

& Manager Evaluation of Workers

@ Manager Share Performance Document

@ staff Reviews and Acknowledges Performance Document
© staff Share input

O Manager Provide Final Feedback

41



C&nnet 6. Employee Enters Evaluation Comments

Information
Review the performance document and continue to provide any final feedback comments on your

evaluation.

Document Details v
Overall Summary A
. R Manager Rating Employee Rating
4. If appllCable, Clle the ¥¢ ¥ ¥ ¥ vYr | Exceeds Standards ¢ ¥% % % Y7 | Exceeds Standards
View buttons to review Henager Gonments
‘'ou had a great year. Keep up the good work.
manager I'atlIlgS al’ld Employee Comments

| had a great year but need to improve on my customer service skills.

comments for
Performance Goals and
Competencies.

Show Additional Info

Evaluation Topics A

Performance Goals -
5 . When flnlshe d/ Clle the 1 of 1rated | 1 of 1 commented

Manager Rating Employee Rating

Continue button. 3% % ¥ ¥ ¥Y% | Exceeds Standards % ¥ ¥ v ¥Y¢ | Exceeds Standards

Manager Comments

Employee achieved all performance goals.

Employee Comments

| met all my performance goals.

Competencies
8 of 8 rated | 8 of 8 commented
Manager Rating Employee Rating

View

v % ¥%r ¥ ¥7 | Exceeds Standards ¢ ¥% ¥% % Y7 | Exceeds Standards
Manager Comments
Employee exceeds standards.

Employee Comments 42




C&nne 6. Employee Enters Evaluation Comments

Staff Share input ——

6. Enter your final
Comments for the

annual evaluation.
Comments
7. Click the checkbox to
. Employee Comments

verify you are the - .. =% N

employee being

evalu ate d I | agree with my evaluation and have no additional comments. I
Note: The Submit button
will not become active until
the checkbox is selected.

Paragraphs: 1, Words: 10, Characters (with HTML): 59

8‘ Clle the Submlt bUtton By clicking on this box, | verify that | am I
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C'ebnnec 6. Employee Enters Evaluation Comments

Review Period | Annual Review Period v

Note: When finished, Performance Documents
Connect will display the
Current Task, number of Al _
Tasks Completed, and
where you are in the overall : = e e | By
process. Annual Evaluation

Current Task Task Completion
Note: This is the last step in Manager Provide Final Feedback ———————— 6/7
the evaluation process for the

All Tasks
employee. Updates to the

) @ Set Goals

evaluation can no longer be & Staff Self-Evaluation
made by the employee. & Manager Evaluation of Workers

@ Manager Share Performance Document

@ staff Reviews and Acknowledges Performance Document

@ staff Share input

© Manager Provide Final Feedback
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7. Manager provides final comments
after employee provides their final
comments
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C&n ne 7. Manager Provides Final Comments

Me Labor Administration Procurement Tools Others

1. Click My Team to display your

. QUICK ACTIONS APPS
manager functions.
2. Click the Performance icon. D Gosls °
> K M ®)
Seniority Dates ) -
My Team Onboarding Hiring Goals

Note: This is the last step in the
evaluation process for the manager.
Updates to the evaluation cannot be

made by the manager after you enter T promote - 72 1
your final evaluation comments.

Employee Summary

Performance Workforce
Compensation

" Employment Info
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C&n Ne( 7. Manager Provides Final Comments

‘ | Annual Evaluation I

RESIDENT TECHNICIAN

Current Task Task Completion

Manager Provide Final 6/7
Feedback

Manager Rating Employee Rating

All Tasks

@ set Goals

@ staff Self-Evaluation

@ Manager Evaluation of Workers

(V] Manager Share Performance Document

3. Click Annual Evaluation for the @ staff Reviews and Acknowledges Performance Document
. . @ staff Share input
employee who is being evaluated. © Manager Provide Final Feedback

‘ Annual Performance Review
Annual Evaluation

RESIDENT TECHNICIAN
Current Task Task Completion
Set Goals 0/7

Annual Performance Review
‘ Annual Evaluation

F\EQIUEI‘! NI
Current Task Task Completion
Set Goals 0/7
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c&n ne 7. Manager Provides Final Comments

Overall Summary ~
Manager Rating Employee Rating
% 3% ¥% ¥% Y7 | Exceeds Standards % 3% % ¥% Y7 | Exceeds Standards

Manager Comments

You had a great year. Keep up the good work.

Employee Comments

I had a great year but need to improve on my customer service skills.

Show Additional Info

. . L] i i /\
4. If applicable, click the View Evaluation Topics
buttons to review the Performance Performance Goals :View |
G 1 d C . 1of 1rated | 1 of 1 commented
Oals an OmpetenCIeS- Manager Rating Employee Rating
v ¥ ¥% 3% 7 | Exceeds Standards v ¥¢ % % Y7 | Exceeds Standards

Manager Comments

Employee achieved all performance goals.

Employee Comments

I met all my performance goals.

Competencies :I
View
8 of 8 rated | 8 of 8 commented

Manager Rating Employee Rating
v ¥¢ ¥ %% 3¢ | Exceeds Standards v ¥%¢ ¥ ¥ 3¢ | Exceeds Standards

Manager Comments
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5. Scroll to the bottom of the page to
review the employee’s final
comments.

6. Scroll to the top of the page and
click the Continue button.

7. Manager Provides Final Comments

Final Feedback

Manager Comments

Employee Comments
| agree with my evaluation and have no additional comments.

v By clicking on this box, | verify that | am

Manager Provide Final Feedback: Annual Evaluation

Information

Review the performance document and continue 1o provide any final feedback comments on the employee's
evaluation.

Document Details

Overall Summary

Manager Rating Emgioyee Ratrg
Exceeds Stancaros Esceeds Standards
Manager Comments
You had a great year. Keep up the good work
Employee Comments
had a great year but need 10 Improve on my customer service skolls

Show Addnional indo
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7. Manager Provides Final Comments

Manager Provide Final Feedback

7. Enter the final Comments for the
employee’s annual evaluation.

8. Click the Submit button.
Note: This is the last step for the

manager in the annual evaluation
process.

Taylor Parks - -

Comments

Manager Comments

Tahoma ~x2 <~ B I U

& Ok

Employee and manager have completed the annual evaluation |

Employee Comments
| agree with my evaluation and have no additional comments.

v By clicking on this box, I verify that | am Taylor Parks.

Paragraphs: 1, Words: 8, Characters (with HTML): 58
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7. Manager Provides Final Comments

Note: By default, the manager’s
Evaluate Performance page displays
open, in-progress evaluations.

To view the employee’s completed
evaluation, click the Completed link
at the bottom of the page.

~ Employees Clear

All Evaluatees
Directs Only
~ Document Type Clear

v/ Standard

Anytime

~ Tasks

Assigned to me

~ Assignment Type Clear

Nonprimary

V| Primary

~ Assignment Status Clear

v Active
Inactive

Suspended

~ Document Status Clear

N proare

Completed
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9. Click Annual Evaluation for the
employee’s completed evaluation.

Note: The employee’s completed
evaluation can be viewed or printed
any time but not updated.

End of Procedure.

7. Manager Provides Final Comments
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Manager Rating
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Employee Rating

Overall Summary

Manager Rating

% ¢ v% 7% Y7 | Exceeds Standards

Manager Comments
You had a great year. Keep up the good work.
Employee Comments

| had a great year but need to improve on my customer service skills.

Show Additional Info
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Employee achieved all performance goals.
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I met all my performance goals.
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