
WaynePM Planning & Manager Notes  
Training for Supervisors 

Facilitator: 
 Elizabeth Rager, Organization & Employee Development 



Introduction 
This session will familiarize supervisors with the WaynePM 
system and will focus on the annual review planning process 
for P&A employees and Staff Association employees.  Upon 
completion of this session, supervisors will be able to: 
 Log in to WaynePM and Identify items on the Home Page 
 Navigate WaynePM, identify icons, and personalize your 

view of the system 
 Use WaynePM to handle common system tasks 
 Use WaynePM to handle annual review planning tasks 
 Use WaynePM for ongoing performance tasks 
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WaynePM Glossary 
 Activity Tracker   
 Annual Review Form 
 Employee Planning & Assessment Form  
 Evaluations 
 Feedback 
 Language Checker 
 My Performance 
 Notes 
 Options 
 Planning Annual Review Form 
 Profile 
 Self Appraisal 
 Self Evaluation 
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Annual Review Processes:  Planning 
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July 15, 2013 
Due 

August 29, 2013 
Due 

Sept. 19, 2013 
Due 

Oct. 10, 2013 



Email Notification 

When the process opens 
or you have a task to do, 
you will receive an Email 
notification similar to this. 
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WaynePM 

WaynePM 



Logging in to 
WaynePM 
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 

 

1. Login into WSU 
Pipeline with your 
Access ID and 
Pipeline Password 

2. Go to the Employee 
Tab  

3. Look under 
Administrative 
Systems and find 
WaynePM & click the 
link 

 



Viewing WaynePM 
Home Page 

1. Navigation Bar 

2. Welcome 

3. Tasks 

4. Activity Tracker 

5. Task Status Legend 

6. Useful Links 

7. Log out 
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Status Link 
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 

 

Note 

1. The Status link will 
tell you what step 
this is in the series of 
steps.   

2. Remember the 
Status legend.  The 
orange ball means 
My To-Do 

Note:  Rollovers are 
available for the tasks 
that may provide a little 
bit more information 
and direction. 



Planning Annual 
Review Form:  
General 

Expand / 
Collapse 

Form 
Navigator 

Print Show as 
a PDF 

Check 
Spelling 

Check 
Language 

Split 
Screen 

 

 

 
Once the employee clicks 
on the task, the form to 
use will display: 

1. Form Navigator allows 
you to move from one 
section to another 
quickly or you can use 
the scroll bar on the 
right. 

2. The Navigation Bar 
with Icons is defined to 
the right 

3. Save/Complete 

 

https://ondemand.halogensoftware.com/wayne/eAppraisal/workflow/WorkFlowServlet?command=mainwelcome
http://www.halogensoftware.com/
javascript:void(0)
javascript:void(0);
https://ondemand.halogensoftware.com/wayne/eAppraisal/workflow/WorkFlowServlet?command=mainwelcome
https://ondemand.halogensoftware.com/wayne/eAppraisal/workflow/WorkFlowServlet?command=mainwelcome
https://ondemand.halogensoftware.com/wayne/eAppraisal/workflow/WorkFlowServlet?command=mainwelcome
https://ondemand.halogensoftware.com/wayne/eAppraisal/workflow/WorkFlowServlet?command=mainwelcome
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Planning Annual 
Review Form:  
Identification 

  

 

1. Employee 
Identification is 
prefilled except for 
Review Period.   

2. Review Period:  The 
employee will need to 
type the date or use the 
calendar. 

 



Planning Annual 
Review Form:  
Major Duties & 
Responsibilities 

 

 

Note 

1. The employee needs to 
enter in Title for Objective 
Title 

2. Then the employee enters 
Details / Description to 
go in the box below.  If the 
employee can’t think of a 
summary Title for the 
objective, he/she can leave 
it blank.  Or if the summary 
Title says it all, he/she can 
leave the Detail / 
Description box blank 

Note:   The employee can click 
the Save button at any time 
and come back later to finish 
the form.   



Note the Add New 
if needed. 

If an employee has more 
major duties than space 
allowed, he/she can click 
Add New to add another 
Title and Detail / 
Description Box. 



Planning Annual 
Review Form:  The 
Development Plan 

1. An employee can add a 
course title in the Title 
box. 

2. In the bottom box the 
employee can enter Detail 
/ Description as to when 
he/she plans to complete 
the item etc. 

Note:  If employee clicks the 
Copy Icon, a list of Accelerate 
courses will display. 

Note 



Planning Annual 
Review Form:  The 
Development Plan 

The employee can click on the 
course he/she wants or use 
the down arrow in the 
Category box to find course 
that relate to a specific 
category.   

The system puts the title in 
the Title box and the course 
link in the Detail / 
Description box.  The 
employee won’t be able to add 
any other information.   



Completing 
Employee Task 

1. When the employee is 
finished filling out the 
form, he/she clicks the 
Complete button.  

2. The system will 
automatically spell 
check  

3. Then the system will 
automatically language 
check 

 

8/30/2013 Slide 15 

 

 

 



Completing 
Employee Task 

4. A dialogue box will 
display, letting the 
employee know that 
once he/she 
completes the form, 
he/she cannot make 
any changes.  The 
employee will need to 
click OK 



The completed form will 
look like this. 

Just close the form after it 
is completed by hitting the 
red box with the X.  You 
will know it is completed 
by the green circle with 
the checkmark 

Completing 
Employee Task 



The completed form will 
look like this. 

Completing 
Employee Task 



It will also show 
completed           on the 
employee’s task list on 
his/her Home Page. 

Completing 
Employee Task 



The Activity 
Tracker 

The employee’s Activity 
Tracker will now show 
that a completed a task.  
The system will call it a 
Self Appraisal only 
because the employee 
completed it…not because 
it was a self appraisal.  



Along with own tasks, you 
will now have a task to 
review the duties submitted.   

1. You can click the task 
and all you Direct 
Reports in the process 
will show; whether they 
completed their task or 
not. 

2. If you click the Quick 
Selector icon, it will 
take you to only those 
Direct Reports who 
have completed the 
task. 

Review and Finalize 
Employees 
Submitted Job 
Duties…. 

 

 



Completing the 
Planning Annual 
Review Form:  
Supervisor’s View 

Using the Quick Selector 
shows who has completed 
the task. 

The supervisor can open 
the form by clicking Open 
Form. 



The form that was 
completed by your Direct 
Reports is now open for 
you to make any necessary 
adjustments.  

 
Review and Finalize 
Employees 
Submitted Job 
Duties…. 



You can add or delete 
items or just make a few 
minor changes.  

If there are substantial 
changes, we recommend 
you meet with the 
employee, before 
completing the document 
so any discussion that 
leads to adjustments can 
be captured. As once it is 
completed it cannot 
technically be changed.  

 
Review and Finalize 
Employees 
Submitted Job 
Duties…. 



 
Review and Finalize 
Employees 
Submitted Job 
Duties…. 

The supervisor has the 
ability to send this form to 
a third party for input.  

Click on the Send for 
Review.   

The third party will not be 
able to make any changes 
but will be able to add any 
Annotations for the 
supervisor to make the 
changes.  



Third Party Review 
 

 

 

 

The supervisor can search 
by last name or first name 
for the third party person.   

1. Type the Last Name 
or First Name into the 
space provided 

2. Click Search 

3. Click Send 



Third Party Review 

The supervisor has the 
ability to cancel the 
review. After the 
supervisor re-opens the 
form, just click Cancel 
Review. 



The third party review 
now has a new task to do 
that appears on his/her 
Home Page. 

 
Third Party Review 



Third party reviewer 
cannot make any changes 
but can add Annotations. 

 
Third Party Review 



Third Party Review 

Third party reviewer can 
type Annotation notes to 
give to the supervisor.  
Then the third party 
reviewer needs to click 
OK. 

Note:  When the form is 
totally completed, the 
notes will disappear for 
the employee.  



 
Third Party Review 

The supervisor now gets 
the task back on the home 
page. 



Third Party Review 

The supervisor can open 
the form again. 



Third Party Review 

The supervisor will now see 
“Annotations have been 
made on the form…”  

The supervisor will need to 
find the Annotation with the 
exclamation point and read it.   

The form will not let the 
supervisor complete the 
process until the Annotation 
has been opened.  

Once the Annotation has 
been read, the supervisor can 
make the necessary 
adjustments. 



Note:  You could send  it to 
another person for review 
if needed. 

Now you can click 
complete to send it back to 
the employee for his/her 
acknowledgement. 

Complete Review 
and Finalize 
Employees 
Submitted Job 
Duties…. 



 Ongoing 
Performance Tasks 

The supervisor can review 
the appraisal at any time 
by going to Task Status.   

Then finding the 
appropriate Direct 
Report. 

Then clicking on View 
Appraisal. 



The supervisor can review a 
lot of information from the My 
Employees tab 

Go to My Employees.   

Find the appropriate Direct 
Report. 

Look under Evaluations and 
click on the number where 
Evaluation and Direct 
Report intersect. 

The list of past Evaluations 
completed come up.  Click on 
the appropriate Evaluation. 

Note:  Bread Crumbs will  
show you where you are.   

Ongoing 
Performance Tasks 

Note 



Review and 
Acknowledge Job 
Duties… 

Now the employee has 
another task to do. 

First task shows complete. 

Employee needs to take 
one last look at the Job 
Duties, Tasks and 
Responsibilities / Goals 
and Acknowledge them. 



Once the employee clicks 
on the link the form is 
opened.  And the 
employee can review it…. 

 
Review and 
Acknowledge Job 
Duties… 



Review and 
Acknowledge Job 
Duties… 

The employees clicks on 
the Review / 
Acknowledge button and 
then clicks OK, which now 
closes the planning 
process and turns the 
form into a PDF that can 
be viewed at any time.  On 
the PDF you can see the 
sign off.   

Now all the tasks and 
development items will 
appear on the employee’s 
My Performance. 



Ongoing 
Performance Tasks 

The list of Duties, Task, 
Responsibilities / Goals 
will appear in the tab of 
Duties, Responsibilities 
and Goals in My 
Performance. 



Ongoing 
Performance Tasks 

If the employee clicks the plus 
sign next to the Duty, 
Responsibility and Goal (this 
was the Title)…it shows the 
Details / Description from 
the form. At this point the 
employee can add Notes and 
update the Status of the 
Duties, Responsibilities and 
Goals, by clicking on the Title. 

Then click on Add Notes.  
Type in the note and then click 
Save. 

The supervisor can also add 
Notes at any time and view 
the Status updates of the 
employee if they are made.  



As stated, the supervisor can 
add a Note right to the Duties, 
Responsibilities and Goals 
as well.   

Go to My Employees.   Find 
the appropriate Direct 
Report and then look under 
Goals.  Click the number 
where the two intersect.  Then 
proceed just as the employee 
did in the previous slide. 

Note:  For notes added 
directly to the Duties, 
Responsibilities and Goals, 
your employee will be able to 
see it.  Also, the supervisor 
will be able to see any Notes 
the  employee added.  

Ongoing 
Performance Tasks 



The supervisor or the 
employee can put in a 
Start Date on a goal, if 
desired, as well as add a 
Due Date, and/or select a 
Status. 

Ongoing 
Performance Tasks 



The supervisor or the 
employee can put in 
Percent Complete and 
even mark a Progress 
Flag.   

To save changes, just click 
OK.  

Note:  The most recent 
note will always appear on 
the top. 

 

Ongoing 
Performance Tasks 



Ongoing 
Performance Tasks 

Here is sample of where  
notes can be seen under 
the Duties, 
Responsibilities and 
Goals. 



The supervisor can also 
add Manager Notes by 
clicking on the Feedback 
Tab under My 
Performance and then 
clicking Add and then click 
on Manager Note. 

Or the supervisor can go 
through My Employees 
and then clicking the 
number under Feedback 
for the appropriate Direct 
Report and then clicking 
Add. 

Ongoing 
Performance Tasks 



If the supervisor just went generally to 

My Performance and then the 

Feedback Tab,  the supervisor can 

choose to whom the note applies, by 

clicking Direct Reports.  It will list the 

supervisor’s Direct Reports to apply 

the Note.  The supervisor can use the X 

to remove any Direct Report it  does 

not apply to. Otherwise, if they went 

through My Employees, the Direct 

Report’s name will already be there.   

The supervisor can decide to share the 

Note with the employee (which will 

appear under the employee’s 

Feedback Tab) or not share it and just 

use it as documentation for later.   

To save the note, just click OK. 

Ongoing 
Performance Tasks 



Other “My 
Performance” Tabs 

The Development Plans tab 
works the same way as the 
Duties, Responsibilities and 
Goals.   

The Feedback tab will show 
any Feedback the supervisor 
has submitted for the 
employee to view.   

The Evaluations tab will 
show any of the forms that 
have been completed. 

The Documents Tab allows 
employees to attach 
documents relevant to his/her 
performance. 

 



Task Status 
and Assign to 
Other Manager 
The supervisor can get an at-
a-glance view of task statuses 
for each employee by clicking 
on Task Status.  If the 
supervisor is involved with  
more than one process, the 
supervisor can select which 
process to view by clicking on 
the down arrow next to the 
Viewing box. Only those 
employees in that particular 
process will show.  

The supervisor also has the 
ability to assign an employee 
to another manager to handle 
that particular process by 
clicking in the box next to the 
employee and then clicking  
Assign to Other Manager.  



Summary 
Now you know how to: 
 Log in to WaynePM and Identify items on the Home 

Page 
 Navigate WaynePM, identify icons, and personalize 

your view of the system 
 Use WaynePM to handle common system tasks 
 Use WaynePM to handle annual review planning tasks 
 Use WaynePM for ongoing performance tasks 
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