Screen Shot Guide — Step 5. Reviewing Officer Approvers Supervisor Evaluation

» EVALUATION CYCLE

STEPi STEP2 STEP 3 STEP 4 STEP 5 STEP 6A AND 6B
Supervisor/Rating Officer T Employee Supervisor/Rating Officer ‘ Reviewing Officer Supervisor and Employee
CreatesPlan Acknowledseapldh Completes Self-Evaluation C v jonand Approves Supervisor Meet AND BOTH
(this step is optional) Ratings Evaluation ACKNWLEDGE
»A) LOG-IN ACTIONS AT A GLANCE
Enter http://jobs.cofc.edu/hr/sso in a browser LOG N .o, -
address bar Access Employee Portal................ B
e Or log into mycharleston (my.cofc.edu) ABEESE TIE SLpETEE
Evaluation............cocooiiiiiiiiiin, ©

0 Select Employee Tab
0 Look for PeopleAdmin under Review The Evaluation.................... D
Quick Links

Log-tln IWlth_ t?e same namet and password that you Next (Evaluation Meeting and
USEe 10 log Into your computer Acknowledgement).............coeenie H

»B)ACCESS EMPLOYEE PORTAL

_COLL'E GEof PeopleAdmin
GO to CHARLESTON ot &
Charision Emplorss

LI | wy Profie
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Em ployee — Welcome to your Online Recruitment System
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Displaying ems far group “Emplayes

1y Links

Useful Links
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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 Site ~ PeopleAdmin

Select CHARLESTON

“’"Reviewing
Officer” T
Acknowledges
Evaluation”

Home @ Performance ~ Helo, Linda My Account  Log Out

Performance

Welcome to the Empioyee Portal, Linda McClenaghan

Your Action ltems
Item Description Due Date Status Action

Annual Program

aaggnan  Reviewing Officer Approves/Rejects Evaluation ==n B

»D) REVIEW THE SUPERVISOR EVALUATION

Overall Rating
1. Scroll and

ReVI eW 1. Provide an Overall Rating (Link} for each section and the Evaluation as a whole.

SAVE often.
all comments

Overall Rating
2 . ReVl ew Successful

Final Ratmg Overall Performance Comments
and Overall
Comments Eomment

ed comments

3. Make any
comments
(comments will be seen by supervisor but not by employee)

4. Scroll
back to top

»E) APPROVE OR REJECT SUPERVISOR EVALUATION

Goto College of Charleston HR Ste ~ PeopleAdmin

COLLEGE g

1. Select CERREE SN

Home (158) Performance ~ Hello, Stephen My Account  Log Out

113 ”
Approve” or pym—
. Linda Overall Rating: Successful
*“Reject" under | Annual Program
Training Director’
the Blue Evaluatiomiune: Facal Review Status:
Supervisor Program Timefra... Q3 Last Updated: October 01, 2013 14:18
H Edward B. Pope Co-reviewer: Last Completed S... Employee Acknowledges Plan
ACtIOﬂ Tab Department Next Step: Reviewing Officer Acknowledges Evaluation
College of Charleston
% Supel’ViSOI' Evaluation o ind= McClenaghan
If you select B ‘ Rt
Please review the supervisor evaluation of the specified employee’s performance during the review period. Once you acknov
R . t Plan supervisor will mest with the employes to discuss the review Approve
ejec ) you Supervisor Evaluation
will be rQQUiTEd Self Evaluation Purpose
t t d Progress Notes
0 Commen an Approvals & The College of Charlestan belives that every staff member should have the beneftt of a Performance Evaluation. To create a high performance cutture, it is
Acks led 1t: essential that employees receive candid and constructive information abkout their contributions to the Cellege. In addition it is the supervisor's respensibilty to
Should contact crnowedasments assist employees in achieving their personal development goals.
History
the supervisor |
. My Reviews
t0 diSCUSS the || & wytmpiareosimeviows  Instructions
evaluation
and come to consensus. The evaluation will go back into their actions for review and re-
submission.
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»G)LOG OUT

PeopleAdmin

1. Select CHARTES N

“Log Out”

Performance -

Home @)

Log Out

H@Eﬁnaghan Annual Program

Training Director

Evaluation Type: Focal Review Status:
Program Timeframe: 091068113 to - Last Updated: D 5. 2013 1550
Edvard B. Pope Co-reviewer: Add o reviewer Next Step: Supervisor Creates Plan

Plan for Lina cCienaghar

Save Dralt

10 5ot and Undesstand cloar EXPECIaNONSE oo

Overview

Plan
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Histary
Purpose

= Ny Reviews

Go to College of Charleston HR Ste ~ PeopleAdmin

COLLEGE of
CHARLESTON

»H) NEXT STEP

Performance ~

Home @ Hello, Edward B. My Account  Log Out

© riep o e e

Document Approved

Sherri Shanran
Employment Manager

1. The supervisor
will meet with
the employee

Overall Rating: Unsatisfacto
Annual'F . ¥

- S Evaluation Type: Focsl Review Status: [Open]
Call f Charleste
to dlSCUSS the S e by Program Timefra...  03i06/13to- Last Updated: December 17, 2013 03:28
. Co-reviewer: A Last Completed §..  Reviewing Officer Approves-Rejects Review
eval uat| on Next Step: Evaluation Review Meeting
Overview

N Ote : Supervisor Evaluation -
Atany imeyou ||~ 07
may access the )

Acknowledgements Plan Supervisor Evaluation Self Evaluation Progress Notes
status of all

evaluations by
selecting “My—__|
Employee
Reviews” and
filter results

-

History

® 1y Reviews
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ApprovalsiAcknowledgements History
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