Steps to Completing Performance Evaluation

1. Employee complete Self-evaluations (optional)

2. Manager Evaluation

3. Manager Submits Evaluation(s) for approval to Reviewing Manager
4. HR Approves and returns to the Manager’s in box

5. Manager changes document status to “Available for Review.”

6. Manager has performance Discussion with employee

7. Manager changes document to “Review Held.”

8. Employee “acknowledges” the review was held.

9. Manager marks document completed, which closes out Performance Evaluation and transfers
document to “historical.”
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Employee must access their performance evaluation through the Self-Service feature in PeopleSoft.
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The User ID is the eight digit employee ID number with the two leading zeros. The employee must
establish their own password. (Note: For employees accessing the system for the first time, their social
security number without dashes or spaces is the password, which they will be prompted to change.)
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Select the “Manager Self-Service” link from the menu.
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Select the “Performance DOcuments” link.
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Current Documents - Windows Internet Explorer provided by GTA
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Enter ratings and comments for each section in this evaluation, if applicable. Save entries made on the evaluation by
selecting the Save button.
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Click the Calculator at the end of each Section that was given a summary weight.
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After completing all sections given a sumgiary weight; an overall summary can be added to Section 6.
To achieve an overall rating, click the Calculator in Section 6 or the Calculate All Ratings button under
Section 7.

10



Steps to Completing Performance Evaluation

/= Current Documents - Windows Intemet Explorer provided by Comcast

- |
Lo ox femsseoss o~

File Edit View Favorites Tools Help

Norton - || 1oion sa= 52 '0 Search Q .Cards& Log-ins -
oomcclst 2~ Search J| & || Bveified - (5 Security » [[J + ] ~ (€ channels ~ Ex Videos ~ g Free Games + 7% 83°F ~ &, -
12? ﬁ'ﬁ? [,é Current Documents l } @ Home Feeds (1) = Qégprint - Iﬁvpage - .9} Tools = .
TEAM GEORGIA
(. CONNECTION - -
FASTER. FRIENDLIER. EASIER

Georgla TEAM GEORGIA =EA (FUVLETCE  CUSTOMER SERVICE FLEX-GABREEZE

My Employae Salf Service TeamWearks Homepage

Saturday, July 10, 2010 7:02 PM Welcome Mary D. Walker My Links Select One: - Site Search Sign out

Section 7 - Individual Development Plan

Add Individual Development Plan

Calculate All Ratings
Cancel Evaluation |

Save | Submit for Approval Cancel Return to Document Detail

&} View Printable Evaluation E7 Notify

4 [m]

=B Welcdme Center |4 hprbUpdate.exe s re... /2 Current Documents... | 1§ Documentl - Micro... 737 PM

After saving entries, click the Submit for Approval button. The document will transfer to the Reviewing

Manager for review and approval.

If further edits are required, use the link “Return to Document Details” after saving entries. The

document will remain available to the Manager until it is submitted for approval.
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Reviewing Manager’s Role:
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From the Manager Self-Service link, select Performance Management>Performance Documents>Mass
Approval. Enter the Manager’s name, Department 427 or 127 (county DFCS only); Period Begin Date:
7/1/2011 and end date: 6/30/2012. Select all Review Ratings, and then select the “Submit” button.
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. 3-Successful Brandi
1 Adam Stell  Annual Performance Review Carroll Co. PH e — 07/01/2009 06/30/2010 Strickland
Amy ) 3-Successful
2 WcColley Annual Performance Review Carroll Co. PH Performar 07/01/2009 06/30/2010 Amy Lane
3 Hean Annual Performance Review  Carroll Co. PH —UCCeSSUl - qo010009 06/30/2010 Willard Ellis
Strickland  ——— — Performer L
4 Brandy Annual Performance Review  Carroll Go. PH & 29CeSSUl n7inqim00g 0613012010 Brandi
Hines e Performer Strickland
5 el Annual Performance Review  Carroll Co. PH 2 2UCCeSSTUl 0040000 06/3012010 Amy Lane
Caraveo - Performer
6 Gloria Annual Performance Review  Carroll Co. PH o SUCEESSMUl 7045009 06/30/2010 Brandi
Cheatwood = —— Performer Strickland
Jake 3-Successful Brandi
i Halloway Annual Performance Review Carroll Co. PH e —— 07/01/2009 06/30/2010 Strickand
Judith . 3-Successful
g Harrod Annual Performance Review Carroll Co. PH Performer 07/01/2009 06/30/2010 Amy Lane
Rhonda ) 3-Successful
9 McCalley Annual Performance Review Carroll Co. PH I 07/01/2009 06/30/2010 Amy Lane
10 Shanna - pn 3l Performance Review  Carroll Go. PH > ouCeeSSUl - grinqim000 06/30/2010 Willard Ellis
Borden Performer
Charnn ACurrassful %

Results of the search for documents gives the Reviewing Manager the option to select all documents

and conduct a mass approval or select documents individually by selecting the Annual Performance

Review link.
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