Screen Shot Guide — Step 2: Employee Acknowledges Plan
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»A) LOG-IN ACTIONS AT A GLANCE

Enter http://jobs.cofc.edu/hr/sso in a browser LOG N, A

address bar Access Employee Portal................ B

e Or log into mycharleston (my.cofc.edu) L €

0 Select Employee Tab REVIEW Plan.......ccocoooeeeeeeeeeeeeens D

0 Look for PeopleAdmin under
. . P Acknowledge Plan......................... E
Quick Links
....................................................................... Add Progress NoteS.......oovvevvF
. . o Yo [ 11 ) G
Log-in with the same name and password that you e
use to log into your computer Next (Emp. Self-Evaluation)............ H

»B) ACCESS EMPLOYEE PORTAL

_COLL'EGEuf)'
N

1. Goto CHARLESTO
College of o I
Charleston
Em ployee Welcome to your Online Recruitment System
Portal £ Inbox (0 items feed your atteniion) —

Displaying ems far group “Emplayes

1y Links

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

»C) ACCESS THE PLAN UNDER YOUR ACTION ITEMS

Go to College of Charleston HRSite ~ PeopleAdmin

1. Select CHARTESTON '
“"Employee
Acknowledges
Plan”

Home @@ Performance - Hello, Linda My Accou: Log Out

/

Performance

Welcome to the Employee Portal, Linda McClenaghan

Your Action ltems

Description Due Date Status Action

Annual Program 12.213 for Linda WeClenaghan - Employee Acknowledges Plan [ Avaitzbie | =

Go to College of Charleston HR Ste ~ PeopleAdmin

1. Read CHARLESTON
Instructions

Home @ Performance - Helo, Gwen My Account  Log Out

or i page]

Gwen McCullough
Benefis Counsslor 9 Annual Program

2. Scroll and

s Evaluation Type: Focal Review Status:

Sandra But Program Timefra.. 09/06/13 to - Last Updated: December 18, 2013 13:42
e Co-reviewer: WA LastCompleted S...  Supervisor Creates Plan

College of Charieston Next Step: Employee Acknowledges Plan

-Values and
Characteristics
-Position Duties
-Goals for the
New Year

' |an for Gwen McCullough

Overview

Plan te how you will be measured at the end of the review period. It is important to your supervisor, and College of Charleston, that

you understand what s & ou to be successful here. By giving you the detais of what it takes to be successful at College of Charleston, you
should fully understand how your perform measured at the end of the review period

Pleas review your plan in detal, ask you supervisor if you have

s and then click "Acknowledge” at the bottom of the plan

Vi view i i ¥
Progress Notes ‘ou may review your plan at any time by coming back to this page. You may also recor
“Progress Notes”. These notes are confidential to you, for you to use s you deem appropriate.

es by clicking on the tab to the left called

Approvals &
Acknowledgements

| My Reviews

Performance Planning occurs at the beginning of a review period. It will also deally oceur any time performance expectations change. Performance Planning
takes place through a conversation betwsen an employse and supsrvisor.

Purpose

Instructions

1. Carefully review the actual evaluation that has just occurred (if applicable)
2. Develop goals that coincide with college, department, and employes professional development goals.
2. For new employees, develop goals that wil significantly enhance and accelerate their learning and performance.

»E) ACKNOWLEDGE PLAN (OR CLARIFY QUESTIONS WITH SUPERVISOR)

1. Select CHARTESTO
“Acknowledge”
under the B|ue Be;;;;‘;.,ﬂ‘jf"""”g“ Annual Program 1

Home @ Performance - Helbo, Gwen My Account  Log Out

i poge)

ACt|On Tab Supe Evaluation TYp Focal Review Status: [ Open]
Sandra Butier Program Timefra... —USMGALL0 - Last Updated: December 16, 2013 13:42
art N Co-reviewer: NI Last Completed S... Supervisor Creates Plan
College af Charieston Next Step: Employee Acknowledges Plan
Actions ~
o Plan for Gwen Mccullough
i |
Plan

The items below indicate how you wil be measured at the end of the review period. tt is important to your supervisor, and College: of \umm .
YoU Understand what is expectad of you to be SUGCESSTul here. BY GV you the detals of what i takes to be Successtulat College of Charieston, you
should fully understand how your performance wil be measured at the end of the review period.

Please review your plan in detail, ask you supervisor if you have any questions, and then ciick "Acknowledge” at the bottom of the plan
Progress Notes 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 Notes”. These notes are confidential to you, for you to use as you deem appropriate

Approvals &
Acknowledgements

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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»F) MAKE PROGRESS NOTES AS APPLICABLE

C(-}Ll ECE X Go to College of Charleston HR Site: PEQP'@AGI‘HIH
= 1E 0]
1. *Select CHARLESTON

Self Evaluation to
look back at your Seen desutouan
Self-Evaluation e Annual Program

Sandra Butler

Home @ Performance ~ Helo,Gwen My Account  Log Out

Your acknowledgement vias recorded

sicilaisy Evaluation Type: Focal Review Status: [Open]
College of Charlest
2 Sel ect niege O Charesian Program Timefra...  08/06H310- Last Updated: December 16, 2013 13:58
. Co-reviewer: NiA Last Completed 5...  Employee Acknowledges Pian

P rogress Overview Hlext Step: Employee Sek.Evaluation
Notes to =
make confidentia -
notes during
the year

p-

g |

¥

O

a

Approvals &
Acknowledgements Plan Self Evaluation Progress Notes Approvals/Acknowledgements

| & My Reviews

*Supervisor Evaluation will be available after the Evaluation Meeting

»G)LOG OUT

te  PeopleAdmin

1. Select CHART RSN

“Log Out”

Log Out

Annual Program

Evaluation Type: Focal Review Status:
Program Timeframe: 09061310 - Last Updated:
Exdward & Pope Co-reviewer: Add Co-reviewer B Hext Step:

Goliege of Charleston

Save Draft
Overview s 3 siipefvisor, 115 now tme 10 creale the Perdommanc Ptan for your employees. This plan Sllows the SUpetvsar and the empliye 10 58t and Understand clear expectatior

Plan

Progress Notes Cvenview

History
Purpose

& My Reviews

Go to College of Charleston HR St~ PeopleAdmin

COLLEGEof
CHARLESTON

Home @ Performance - Hello, Gwen My Account  Log Out

>H) NEXT STEP—_|

Gwen-McCullough Your acknowledgement was recorded
Benefits Counselor

1. At the End of
the year,
*employee Wl” ;;“Egg';;uhﬂrlesmn Evaluation Type: Focal Review Status:

Program Timefra... 08/06M3 to - st Updated: December 16, 2013 13:58

Co-reviewer: WA Las! d ..  Employes Acknowledges Plan
Hext Step: Employes Self-Evaluat
access — s bisar e

the Self-Eval

for that year S - 0O o
evaluation e ) — >
cycle .

Acknowledgements Plan Self Evaluation Progress Notes Approvals/Acknowledgements

Annual Progea

| & My Reviews

* Self-Evaluation is optional based upon the department. If a Self-Evaluation is not
completed, the supervisor will start Supervisor Evaluation
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