% PERFORMANCE MANAGEMENT

Printing and Saving Guide
|

Managers and employees have the capability to print and/or save draft and final evaluations.

During Goal Setting or Evaluation
The Actions drop-down menu is available at any step of the process and is visible while on any tab. You
will be able to view, save and/or print by clicking on Report.

Note: Managers and employees will not be able to access the progress report. An error page will
pop-up. Always click on Report.

The report will open in a new window. At the top of every report the process step will be identified:

Jayden TestEmployee - 2021 NMU Annual Performance Management Process

Role: CT Manager: Ashton TestManager

Step: Employee/ Manager Set (roals _

Jayden TestEmployee - 2021 NMU Annual Performance Management Process

Role: CT
Steps Bmplyes Ssif Revin:

Mamager: Astfon TestMonager

In the top right corner, you will see icons to save as a PDF ] or print a8



After the Final Evaluation is Complete — Employee Instructions

1. Once an evaluation is complete, it can be located by clicking on Performance reviews under
About me.

Journa

Performance rev ews—

1-on-1

2. Using the drop-down menu, change Status to Complete or All, then click Search.

# Aboutme v
My performance reviews (Staff Only)
Status: Complete v Clea Search
Current
Complete
Archived
Review process Review step Manager Role  Start date Due date
021 NM orm agem ce A
2021 NMU Annual Performance Management Process Ashton T 26Feh 2021 20 Feb 2022 wantto... -
Process Complete TestManager =
Page 1 of 1 Jump to page Records 1 to 1 of 1

3. Click on View the report to open the evaluation. Or, open the | want to... drop-down menu and
select View the report.

Due date

20 Feb 2022 want to... M

View the report (N

View progress report

View the review process

Note: Managers and employees will not be able to access the progress report. An error page will
pop-up. Always click on Report.

4. The report will open in a new window. At the top of every report the process step will be
identified:

Zoa

Jayden TestEmplovee - 2021 NMU Annual Performance Management Process

Role: CT Manager: Ashton TestManager
Steps completed
Step: Acknowledgment
Jayden TestEmployee Date approved: Tuesday, 2 March 2021
Ashton TestManager Date approved: Tuesday, 2 March 2021
Step: Process Complete Completed date: Tuesday, = March 2021

5. Inthe top right corner, you will see icons to save as a PDF ] or print a8



After the Final Evaluation is Complete — Manager Instructions

1. Once an evaluation is complete, it can be located by clicking on Performance reviews under My
team.

Organizational chart
1in
Team details

Performance reviews r

2. Using the Status drop-down menu, select Complete or All, then click Search.

# Aboutme v Myteam v

My team performance reviews (Staff Only )

Employee first
name:

Level

All v
Status: Current v

Current E
Role: Complete 2]

Archived

All

3. Click on View the report to open the evaluation. Or, open the | want to... drop-down menu and
select View the report.

Due date

20 Feb 2022 want to... M

View the report —

View progress report

View the review process

Note: Managers and employees will not be able to access the progress report. An error page will

pop-up. Always click on Report.

4. The report will open in a new window. At the top of every report the process step will be
identified:

Jayden TestEmplovee - 2021 NMU Annual Performance Management Process

Role: CT Manager: Ashton TestManager
Steps completed
Step: Acknowledgment
Jayden TestEmployee Date approved: Tuesday, 2 March 2021
Ashton TestManager Date approved: Tuesday, 2 March 2021
Step: Process Complete Completed date: Tuesday, =z March 2021

5. Inthe top right corner, you will see icons to save as a PDF ] or print a8
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