Screen Shot Guide — Step 4: Supervisor Evaluation

» EVALUATION CYCLE

STEP 1 STEP 2 STEP 3 Suvervi 5}5": - STEP 5 STEP 6A and 68
el
Creates Plan know! Plan Coppletessaifhialiation 1 Ratings Evaluation | ACKNWLEDGE

(this step is optional)
PA) LOG-IN ACTIONS AT A GLANCE
. . LOg IN.eo A
Enter http://jobs.cofc.edu/hr/sso in a browser
address bar Access Employee Portal................. B
....................................................................... Access The Eva|uat|onc
e Orlog into mycharleston (my.cofc.edu) Review Self Evaluation.................. D
0 Select Employee Tab . .
ploy . Review Overview Tab.................... E
0 Look for PeopleAdmin under

Quick Links Rate Values/Characteristics........... F
----------------------------------------------------------------------- Rate Job Duties--...---...---...----...-.“G
. . Comment on Individual Goals ..... H

Log-in with the same name and password that you
use to log into your computer Complete Strengths....................... I
SKIP e J
Add Attachments.................ooeveve. K
Rate Overall Performance.............. L
Complete Evaluation..................... M
LOg OUt..ce i N
Next (Reviewing Officer App/Rej)....0

»B) ACCESS EMPLOYEE PORTAL

COLLEGEof CED | Peopleadmin
CHARLESTON

LT | MyProile  Hep

" ol Welionoahan, you e 0 messnges | Employee B ot
COHEQG of Welcame 10 your Online Recruitment
Charleston
Employee — | .
Portal
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http://jobs.cofc.edu/hr

»C1l) If Self-Evaluation was completed (see C2 if Self-Evaluation was no

completed)

ACCESS THE EVALUATION FROM ACTION ITEMS - (2013 ANNUAL

EVALUATION)

1. Select
the “Action Item”

Golo College of Charkeston HR Site  PeopleAdmin

COLLEGE of
CHARLESTON

Home @)  Performance - Helo, Edward B. My Account  Log Out

Performante
Welcome to the Employee Portal, Edward B. Pope
2. Ensure e E

Correct
Program Bate

& My Reviens

S My Employess’ Reviews

~ Your Actiol

) Iz
=== Annual Program for Sandy Butler Dastripdon Due Date Status #ction

Supervisor Evaluation

na vailablc |

Annual Program for Linda McClenaghan e
Supervisor Evaluation o foeiatie |

Annual Program for Dee Cole e
Supervisor Evaluation wa  Auaitabic [ view |

3. Note:

Evaluations may also be selected through “My Employee Reviews” and selecting
parameters as described in C2

»C2) If Self-Evaluation was not completed
ACCESS THE EVALUATION FROM MY EMPLOYEE REVIEWS

1. Select
f COLLEGE of
My Employees CHARLEST(N Hoe &8 Performance - Hello, Edward B. My Account  Log Out

Reviews \

Go 1o College o Charleston HR St PaopleAdmin

Performance

Welcome to the Employee Portal, Edward B. Pope

& My Reviews

W' My Employees’ Reviews
- Your Action ltems

Htem Description Due Date Status Action
Annual Program for Sandy Butler S R 5 o) [er]
Annual Program for Linda McClenaghan s c P =
upervisor Creates Plan na
Annual Program for Dee Cole m
SUperVISOr Craates Pian na [Availabio | Vo]

ste PeopleAdmin

2. Select COLLEGE
Program CHARLESTON

9 ooz pase)
My Employees’ Reviews

Program

o, Edward B.  MyAccount  Log Out

3 . S e I e C t \?-’”'\ sl ey = Filtered by — Program: 2013 Annual Program | Supervisor: Edward B. Pope | State: Cpen
Program f

Subject Program Progress Tipe Score Review Status

e m p I Oye e Kimberly Gertner Annual Brogram Focal
Annual Program Focal

Annual Program Focal

Linda McClensghan Annual Program Focal

Displaying all & reviews.

Program Type

All Types

Open / Closed

Open

Performance/elighilty

Eigble

& My Reviews

W My Employses’ Reviews
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4. Select
*Supervisor
Evaluation

*Notes

COLLEGEg
CHARLESTON

\ Overview
"Plzn

Annual Program

Evaluation Type: Focal
Program Timeframe: 0910613 to -
GCo-reviewer: Add Ga-reviewer i
Plan Supervisor Evaluation

Progress Notes

Review Status:
Last Updated:

Last Completed Stey
Next Step:

-

- ’ N
E{ I L_ by
[ S - 7
W <97
Approvals/Acknowledgements History

Gollege of Charieston HR Ste

PeopleAdmin

Hello, Edward B. My Account  Log Out

@ Helptor i page

P

mployee Ackr
Employes SeiEvaliaton

ecause the system defaults to the Self-Evaluation process, the next step will always

show “Employee Self-Evaluation (the system just knows that this step has not yet been

completed).

»D) REVIEW EMPLOYEE SELF

1. Select
Self Evaluation

COLLEGEof
CHARLESTON

Dee Cole

Asssociite Dweckor

Overview

Plas
Superviser Evaation
alf Evaluation
Progress Notes
Apprevals & Asknowtedgemests

Hintery

Annual Program

Evatustion Type: ]
Brogram Timaérare: DRO&13 1
Coreviewer A et W

Supervisor Evaluation ;

Heview Status

Last Updatec:

Last Corpieted Step
et Stap

1. Select
Overview
Tab

2. Read

Blue Overview,
Purpose, and
Instructions,

Supervisor Evasation
sS4 Evananon
rogress Nobes
Approvam & Acknowiecqements

Hesteny

W 18 Hevaws

B Ly Employass’ Reviews

Annual Program

Evalustion Type: Focal
Facgram Tirebarsa: DRG0
Co-reviemer. A Co-rrees i

Supervisor Evaluation -

Purpose

Instructions

Rviow Seatss:

Last Usdated.

Last Compieted Sowg:
e Seepc

Ik, Edward B, MyAccount  Log Out

G Save Diaft | band 3
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»F) ACCESS VALUES AND CHARACTERISTICS TAB

Eoward I Fare Program Tesatrama: L5 R Last Updated: January 03, 2914 1147
Coreviewen Add Corevewer B Last Complated Step: Empiopes St Evaliaton

1. Select e s e o
¥alues/Char\ e, S;upen‘rllsor Evaluation
ab

2. Read
Notes ? o= B ET e e S0 e e

3. Read — e e o e 9 ) T S S S 5 X RS 00
Each Description

4, Select
Rating Dropdown .| el

5 Wr | t e :-:r::::wm:r;l:‘w Clear wirten anc verhal thoughts opanty Sharsss approprate mhmaton, accely 1SS and Sesks IaNTanen Fartoates n deft Cumon/Commites mestrgs by snanng
Descriptive
Comments T

Harg
6. SAVE DRAFT \m
OFTEN!

TED by e ey Offes Alley approval, s s o srmplayes wil et 1 dasuss

SENT T HUMAN RESDURCES

AIRD HARDCOFY MUST BE

alues and Characteristics Section

Value/Characterigtic:

1. Select
Job Duties T T —
Tab \ e pimeli g s o ...D:;‘.".:""”" ;{‘;xs;m

2. Read
Notes

3. Read
Each Duty

4 Select
Rating Dropdown N e o g e P s st i

5. Write

Descriptive :\l:n.‘::"w: T Sate DH cormubants o sepas of bty Proades = VP e i fare ool Colige = with data ad
Comments \ arcsdures Drafla, fevicws, 6403 ardict £oordnsics cammurtaion of few pobtics o pelcy itvinen

6. SAVE DRAFT
OFTEN -

Annual Program

Supervisor Evaluation «. . co. score: v =3

THE SHINT HARTICONY MUSTT B SENT 10 WOUAN RESTRRCRS.

AP P a—"

1t S0u NS pr3vide SHECTC MIOTRSNIN egiNOng INé Changes. Hamar

Job Duties

»H) ACCESS GOALS (GOALS WERE SET IN THE PLANNING STAGE)

Supervisor Evaluation .,
1. Select o T e pe g

and oevelop The Pam T e Loming year

2. Read e N = .

3ty e Reierwing Offices. Aflar spprorval yoti and yoor eriployes Wil meed In dciss perioimante

sty JnbDatiss | inviseslGosk | i i Actompkimerts  OvsialBuiomance  Sgnatri .
——
Notes o — e ————————
3. Read fknowiecgemests Individual Goals
oy

EaC h GO al — | Individual Goal Name:
B o T —.  Cicumentation and Crpanizaton

4. W”te b My Emplcyees Reviews Inddividual Goal Description:

Descriptive
Comments T~

Dostumient afl emsrg programs i Me Traing area Clean oo and CPpInie (FOQHAMS, equipmenl 5nd i

5. SAVE DRAFT

OFTEN Inctvicual Goat Name:
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»1) ACCESS STRENGTHS AND

ACCOMPLISHMENTS

1. Select Dee Cole Annual Program
Strengths/Acc\ s o st e gl - PR
Tab py—eot R s T ™
2. Read s ervisor Evaluation « .. - iscore: e =3
Notes
3 Tile T~
Each Strength i
and N : v
Accom pIIShment Strengths & Accomplishments
4. Write
Descriptive s
Comments \ —
5. SAVE DRAFT PR Er]
OFTEN .

»J) SKIP *SIGNATURES TAB

* The signature tab is a print only — signed hardcopy must be submitted

»K)ADD *ATTACHMENTS

*IMPORTANT NOTE: IF YOU ADD ANY ATTACHMENTS, GO BACK TO

THE OVERALL TAB TO COMPLETE THE EVALUATION!

»L) ACCESS OVERALL PERFORMANCE

1. Select
Overall Perf.
Tab

Read

Notes
Select
Overall Rating

Write ~

Descriptive \

Dee Cole
Aetacints Dewctie

\_.

Overall
Performance
Comments

SAVE DRAFT
OFTEN

Annual Program

Fozal
[T T

Evaluation Typs:
Program Tieelama:

Co-raviawes

averal rating. but eresure that & i jetfiskee ond corsstent wih the ratngs of

Overal Rating

Review Ssstor:
Lot Updates:

Last Complated Stap:
Hoxt Step:

n

P> | ESeeDoh | Hed d
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»M) COMPLETE EVALUATION

1. Select 2014 Annual Program

Complete under

Action Dropdown _| =7 ot o b asise s
Susmness Atars Huxt Stag:
or select s

Next at Bottom of || s Supervisor Evaluation « ce. co. score: Urases —> =5
Signature Page

Progress Nates

e o iatn r B
ADprovals & ACKRCWOGERAnts

v ecrmments. There i n exact farmui o scientfic woy 1o delermine the
Hissory

W by Raviews Overal Rating

W by Enployees’ Reviaws
Dveesll Rsting

@ Seve Dot | Hed B

2. Select
Ok in the box
that appears at

R % hager's Toolkit
age at https://cofc-sb.peopleadmin.com says:

Go to College of Charleston HR Site ]

Are you sure yo nt to complete this self evaluation?

Hello, Linda My Accoul
Cancel

»N)LOG OUT

ot Collge of Chakston HUS8e Ppopledmin

1. Select RN

“Log Out”

My Accoury

Leg Out

Farfermance -

Home (il e, Ecward 0.

P

2014 Annual Program

Review St

Evalustion Tyse:

Program Turefrane Lt Updaed. ¥ 508
Coreviewsr. Last Completed Sep. 5
Drrervin. e Stegc Reviewarg e ApDroness-ABeces Revdew
Pan - -
Supervisor Evaluation . c.. cow zeon
Svperior Evauases
Sl Evaluation Purpose
Progress Notes

st when skt i ene ©andd rformaton sbid

Appravats & Asknawledgaments

Hissary

Bty Eeeers

> O) N E X T S T E P COLLEGES] oo Colege of Charkston ML S8e  Pgopliedmin
CHARLESTON oG ot B0 My hocoumt TS O
1. Reviewing Dee cﬁ!f, e A B
O:fflcer 2014 Annual Program
will Approve/ — o
Reject the T Lt o
Evaluation j_""'*
zit Supervisor Evaluation . o.. ... iscon
Svperior Evauases
Sat Evaduacion Purpose
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