» EVALUATION CYCLE

Screen Shot Guide — Step 6A: Supervisor Acknowledges Evaluation
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_ _ ACTIONS AT A GLANCE
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¢ Orlog into mycharleston (my.cofc.edu)
0 Select Employee Tab
0 Look for PeopleAdmin under
Quick Links

Log-in with the same name and password that you
use to log into your computer
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http://jobs.cofc.edu/hr/sso

»C) ACCESS THE SUPERVISOR EVALUATION UNDER YOUR ACTION ITEMS

Go to College of Charleston HR St~ PeopleAdmin

l . Sel eCt C(};[RLRILE&%%N Home & Performance ~ Hello, Linda My Account  Log Out
“"Superviso
Acknowledgrb
Evaluation”

Performance

Welcome to the Employee Portal, Linda McClenaghan

Your Action Items

Item Description Due Date Status Action
> D) A C K N o W L E D G E Annual Program 1 } for Linda 10 Employee Self-Evaluation nia [ vailable | =2
Annual Program 1} for Linda McClenaghan Supervisor Acknowledges Evaluation [aitablc BN =i |
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l. S € | ect Home @  Performance - Helo, Gwen My Account  Log Out
“Acknowledge”
under the Blue [BEEEEEESEAN  Annual Program
ACtIOI”I Tab z;";m;“er E‘:‘:‘::::"Tlmm Focal Review Status:

s Last Updated: December 16, 2013 13:42
e — Co-reviewer: Wik Last Completed S...  Supervisor Creates Plan
Collsge of Charleston Next Step: Employee Acknowledges Plan
o C Actions -
Overview Plan o cuen McCullough
Acknowledge |
Plan The items below indicate how you will be measured at the end of the review period. It is important to your supervisor, and College of \ .

you understand what is expected of you to be successful here. By giving you the details of what i takes to be successful at College of Charleston, you
should fully understand how your performance wil be measured at the end of the review perid.
Please review your plan in detail, ask you supervisor if you have any questions, and then click "Acknowledge” at the bottom of the plan.

You may review your plan at any time by coming back to this page. You may also record progress notes by clicking on the tab to the left called,

Progress Hotes
"Progress Notes”. These notes are confidential to you, for you to use as you deem appropriate

Approvals &
Acknowledgements

| My Reviews

Purpose

Performance Planning occurs at the beginning of a review period. It will also ideally occur any time performance expectations change. Performance Planning
takes place through a conversation betveen an employee and supervisor.
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