Screen Shot Guide — Step I: Supervisor Creates Plan

» EVALUATION CYCLE

. : STEP I. : STEP 2 STEP 3 STEP 4 STEP 5 STEP 6a and 6b
Supervisor/Rating Officer *Employee Employee Supervisor/Rating Officer Reviewing Officer Supervisor and Employee
CreatesPlan Completes Self-Evaluation Completes Evaluation and Approves Supervisor Meet AND BOTH

Acki ledges Pl : L
cknowledges Plan ) Ratings Evaluation ACKNWLEDGE

After the evaluation, the supervisor will create the Plan/Goals for the new year based on the evaluation
meeting discussion. A new plan must be generated after a change in a Position Description.

»A) LOG-IN ACTIONS AT A GLANCE
. . LOog IN.e s A
Enter http://jobs.cofc.edu/hr/sso in a browser
address bar Access Employee Portal................ B
I Access The Plan.. c
¢ Orlog into mycharleston (my.cofc.edu)
o Select Employee Tab Review Position Information.......... D
o I—qu fOIj PeopleAdmin under Select Individual Goal Tab............. E
Quick Links o
....................................................................... Populate Individual Goals..............F
) ) Add Progress Notes...........c.......... G
Log-in with the same name and password that you
use to Iog into your computer LOog OUt..cov i H
Next (Emp. Acknowledges Plan).....|

»B) ACCESS EMPLOYEE PORTAL

COLLEGE of PecpleAdmin
1. Access Portal R
College of -
Charleston
Em p|0yee ] Welcome to your Online Recruitment System
Portal T

Displayng dems fac group “Emplayes’

1y Links

Useful Links
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http://jobs.cofc.edu/hr

»C) ACCESS THE PLAN

= Peoplefdmin

Lo select KRN
“Creates Plan”. ¥

Home (@) Performance - Helo, Edward B MyAccount  Log Out

and com pIete ""“““""’ Welcome to the Employee Portal, Edward B. Pope

for every 5y et

employee Your an ltemns

(see E) - p— P - i
Program for Dee Cole Supervisor Creates Plan a | sitatie | =
Program for Linda McClenaghan Supsrvisoc Cresnes Plan = 3 =

»D) REVIEW POSITION INFORMATION

1. READ ALL cHAREREN :

INSTRUCTIO :
N§ We€fnaghan ANNUAL REVIEW PROGRAM

2. Select and v e 30 ey
ReweW\ S )
-Overview T R
-Values and
Characteristics ||~
-*Job Duties e

*If there are Position Description discrepancies, go to the Position Description Module and
begin the process of Updating the Position Description

of Charisbon HR 51 PeopleAdmin

1. Se'_eCt CHARTES AN T
Indivdual Goals

Tab ANNUAL REVIEW PROGRAM
Evaiuaton Type: Fxca Revew Status: [ Cipen |
Progran Tineframe [T LastUpdated: Decen
S & oo Comreviewer Ade Coesewer B Mt Step: Super

Plan

Purpose

B by Reviews.

B My Empleyers’ Reviews
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»F) POPULATE THE INDIVIDUAL GOALS

1. Enter
the name and

description of
the goal \
entries as

necessary
3. Remove ——
entries as
necessary
4. Save or Complete

Progress Hates

Histey

R The Pafre .

Individual Goals

B My Raviews
- oyees’ Reviews
Lot indwdai ol Narme

vl dosl Descrigtion

e bt

(a warning will

n

=—

@ Save Drant

appear at the top of

the screen to ask if “you are sure you want to complete”

»G) PROGRESS NOTES AND REVISIONS

1. Select
Progress Notes
to make
confidential notes
during the year

2. Select

COLLEGE of
CHARLESTON

Hggﬁm-aghan

Trarwy Dwecios

Edward 8. Fope

Home i) Performance -

Annual Program

Evabaation Typs: Focal Ratww Stans:
Cobage of Chardeston Program Tineframe: [ TR Last Updated

Correriawer Ao Cocevewer B Lasi Completed Step

Mt Srape
Overview
—l
Plan Plan fo Lide weciensghs
g FuTpUSE

Actions to update
or revise the plan

-y e

W My Emplayens’ Raviews

Parferrancs Plarrirg secies 3 P tegrrg of & e paricd ud slis chialy otcir s brme paefanmar s smscbiters ¢

errlopee nd superviser

Instructions

Farring labee placs rouge 3 orneriater betrean an

»H)LOG OUT

1. Select

COLLEGE g
CHARLESTON

“Log Out”

Hggﬂmaghan
Training Directar

Edward B Pope

College of Charleston

Overview

Plan

Progress Notes

Histary

& My Reviews

Annual Program *

Evalustion Type Focal Review Status:
Program Timeframe: 09/06/13 to - Last Updated: December 05, 2013 15.50
Co-reviewer: Add Co-reviewer Next Step: Supenvisor Creates Plan

Plan i Linda beClenaghan
Asa P desstand cle;

" — an

Purpose

pectabans 4

PeopleAdmin

Save Dralt

Complete

Log O
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»I) NEXT STEP

COLLEGE of
CHARLESTON

a) Employees
should receive

an ?mall Annual Program
asking them to | o rrE— RO,
Ackknowledge el o T e s o,
The Plan S -
Plan Plan s Lide weCienagha m
Purpose

W Wy Reeen

W My Emplayens’ Raviews

Instructions
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