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I 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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IWaynePM 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

Non-Academic, Represented Performance Management Process (Annual
Review Form)

Planning Process

Supervisor reviews a2l

Employes enters Acknowdedges
highest priority <z fe Position Duties Srslem
LEREE Position Duties, AT I T Tasks, and ' B
process ! makes any needed " ProLess on
Tasks, and changes, additions, Responsibilities with chosing date
Responsibilities any incorporated

or deletions

changes

July 15,2013

Due Due Due
August 29,2013  Sept. 19,2013  Oct. 10,2013

Annual Review
Process

Second Level HR Consultant Employes
Supervisar Writes Reviewer Reviews & Supervisor hMeets Acknowdedges Manager Signs Off

Reviews Annual with Employee Review and on Annual Review
Review

Systermn closes
process on
closing date

Annual Review Approves Annual
Review Comments
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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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[ Ciose | Appraisal Process - Task to Complete May 24, 2013 11:05 AN
¥ From: g “Lia Asante-Appiah” <OED@wayne.edu=

To: "elizabeth rager” <elizabeth rager@wayne. edu=

Dear Mary,

You have a new task as part of the Annual Review Process In the WaynePM: System. Please complete your assigned task as soon as possible. You will contimue to be reminded
until you complete your task, and reminders will become more frequent as the due date for that task approaches. If you fail to complete a task by its due date, your manager will
be notified.

Access the WaynePM: System through WSU Pipeline on the Employee Tab under Administrative Systems in the left hand margin..

Should you require assistance, please contact: your Local HR. Consultant or you can send an email to OED@wayne.edu.

Thank you.

This message has been scanned for viruses and
dangerous content by MailScanner, and is
believed to be clean.
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Logging in to
WaynePM

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

2. Go to the Employee
Tab

3. Lookunder
Administrative
Systems and find
WaynePM & click the
link
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Search

WAYNE STATE UNIVERSITY

Welcome Elizabeth Anne Rager

sontent Layout You are currently logged in.

July 2, 2013
My Pipeliné Student Financial Aid  (Employee J* Workflow BI Reporting
Employee Services e Employee Announcements
The WSU Mort Har
Blackboard needs you
the Detroit has almost hal

O IEICHIETI  6th orade level or bel
free. can train WSU studen
to read. The first step

Employee Self-Service

Benefits and Deduction

P

ay Stub - committing to training |
Tax Forms year. Making our region more literate opens th
Time Sheet

all. Help share your gift of teaching with other
Leave Balances contact Erin O } Mara at erinomara@wayne.e
View Personal Info
Effort Certification

My Employee Training

Quality of Life Survey

Volunteers are needed to pa
caregivers of persons with «
collaboration with WSU's De,
and the Alzheimer's Associa

Administrative Systems

Banner
Banner Documentation
Business Intelligence Repgsting System
HR Help System
TravelWayne
Wavn
WaynePM
ayne Internet Scheduling systEm (WISE)
WSl Flaectinn Svatem

Caregivers of persons with «
participate and will receive a
participation. Please email or calll Rosanne Mil
313-993-3970 if interested in participating.

OfenLab 5

Opportunity for
exposure to scientific research, receive a yo!




Viewing WaynePM
Home Page

1. Navigation Bar

2. Welcome

3. Tasks

4. Activity Tracker

5. Task Status Legend

6. Useful Links

7. Logout
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Home My Performance

Welcome super ADMIN. You are currently logged in as Jacob D Kinde
My Tasks (You have tasks to do)
. o /in

= My Eval A | Review P g-WSU Test1 | Status

Q Complete Job Duties, Tasks and Responsibities/Goals

Activity Tracker
Mine [~
Group by: Date b

= Today (1)

Self-Appraisal
Annual Review Planning - WSU Test ...

Completed on 06/05/2013
[ Legend: & Overdue Q My To-Do 0 Sent for Review Mot Ready e Completed
Useful Links
WaynePM




Home My Performance

Welcome super ADMIN. You are currently logged in as Jacob D Kinde

Status Link

My Tasks (You have tasks to do)
1. The Status link will Status Task «
tell you what step & My Evaluation: Annual Review Planning - WSU Test 1 [ Status
this is in the series of _ .
@ Complete Job Duties, Tasks and Responsibities/$oals
Steps' Emplovee please complete yvou job duites, tasks,
rezponsibilites/goals to be approved by yvour supervisor.
If there are changes that the supervisor would like to
2. Remember the make, he/she might want to set up a meeting with you to
discuss. eview Planning - WSU Test 1 X
Status legend. The -
Step Status Due Date Re:::nsble
orange ball means | :
Employee Completes Job Duties, Task and Responsbilties/Goals 06/14/2013 Jacob Kinde
My TO'DO Msnager_Fl_e_yiews and Finalizes Employee Job Duties and 06/14/2013 Alicia Pendleton
Responsibilties
Employee Acknowledges Job Duties, Tasks and Responsibiities/Goals 06/14/2013 Jacob Kinde
NOte: ROlloverS are Additional Feedback on Employee Job Duties and Responsiblities 06/14/2013 N/A

available for the tasks
that may provide a little
bit more information

and direction.

& Overdue O My To-Do O Sent for Review Not Ready @ Completed
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Complete Job Duties, Tasks and Responsibities ['Goals

Jacob D Kinde

Save

Planning Annual e it
Review Form: Bagve el
Planning Annual Rgwiew Foam
General e e eneston St
he employee clicks |7 N ]
Once the employee clicks WAYNE STATE
on the task, the form to NV ) Vg
use will display:
Planning Annual Review For
. Ermployes identification
1. Form Navigator allows _ _ _
Employes Mame: Jacoh Kinde ] Banner I08: S
you to move from one SehoslTollege Division: Human Aescurces : Job Tatle: [Esaistantighe Dre
section to another IE—————
quickly or you can use Review arioa: From: 3 e 3
the SCFOll bar on the Accomplishments of Position Duties, Tasks and Responsibilities/Goals
right. . Al O EYALLIA T

\

clor

with Icons is defined to

2. The Navigation Bar II ‘

| &

the right
Expand / Print

3. Save/Complete Collapse
Form
Navigator

Show as Check  Check
a PDF  Spelling Languag

Employes Records
Profile
Gioals
Development Plans
Feedback
Past Appraizals
Documents

Split
Screen



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
https://ondemand.halogensoftware.com/wayne/eAppraisal/workflow/WorkFlowServlet?command=mainwelcome

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.

Complete Job Duties, Tasks and Responsiblities/Goals Help | X

| Jacob D Kinde

Annual Review Planning - WSLU Test 1
| By Jacob D Kinde
|

oo [SEYACIEIE save ][ canpet

Planning Annual Review Form
Employee Identification
Accomplishments of Position Duties, T4

K=/
: g

m

Planning Annual Review Form

Employee Identification

Employee Name: PECDD Kinde | Banner ID#: |3GBBTT2 |

School/College/Division: |Human Resources | Job Title: lAssistant to the Director

Department: |HR Client Services |

Review Period: From:|05/01/2013 []

L] Rflawr 042

Accomplishments of Position DY

LIST DUTIES AND RESPONSIBILITIES | 3 E : ¢ MALUATIONS BY PROVIDING COMMENTS ON PERFORMANCE WHICH BRIEFLY
DESCRIBE THE ACCOMPLISHMENTS 4| = [ 7 ] 3 || 10 || 11 |\TION.

This list should not be considered a ci| 12 || 12 || 14 || 15 || 18 || 17 || 18 [juties and responsibilties.

Comments should consist of a statem| '® || 20| 21 || 22 | 22 || 24 || 25 a3y congsist of comments indicating the employee’s proficiency with job related
skills % 2| 22 || 3

Indicate one of these ratings for each I:I

Indicate one of these ratings for each

O=0utstanding E=Excellent FS=Fully Satisfactory LS=Less than Satisfactory U=Unsatisfactory




Planning Annual
Review Form:
Major Duties &
Responsibilities

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.

=N

Ed==

Major Duties & Responsibilities (To be completed by employee)

Title:

P
m ‘ Save . Complete
y A

Implement the Automated Performance Management System by May 2013 I

®
7

Develop the baseline Project plan by the end of January -

Establizh the Implementation Team by the end of January

m

Meet with Labor Relations and Union Leaders in February
Complete the Administrators Overview Training in February

Define Requirements in March

Title:

R &

Schedule all Director Appeointments and Department Special Events I \

Ensure there are no conflictswith Director appointments "
If any changes to Director appeintments ensure notification within one hour of change
Ensure there are no cenflicts with conference rooms

Ensure that all equipment is shceduled and set up NOte

Title:

R &

Handle Department Budget

Reconcile budget expenses against FMS reports on a monthly basis to ensure that all charges to department account are -
correct

Resolve any incorrect charges with in 30 days of finding Incorrect charges

Maintains zpreadsheet of all menthly expenses zo that year-end budget prejects can be made zo department ultimately stays
within budget




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.

esponsiblities/Goals Help | (X

H Complete l

Helvys 2 S
Title: [Supervise Office Staff |
Supervise office staff on a daily basis to ensure work iz completed accurately and on time and that the staff is customer- -
focused.
“
Title:
-
“
© add New e BX

Development Plan

-~

m



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.

|@|W|%' Save H Complete |

Development Plan

ldentify and schedulff a ez=ional associations, conferences, on the job training, werk experience and other developmental
resources. N Ote

Ppofessional and Personal Development

@ s
“F
Title: |

@ F
“F
Title: |

@ -
“F
Title: |

@ F




Planning Annual

Review Form: The

Development Plan Select a development plan to copy.

| Category: Al I ;!I

Development Plan: |Managing Your Call Center More Efficiently ~
. Accounting for Companies’ Stock Transactions and Dividends (=1
The employee can Cth on the 350-Degree Performance Appraisal Simulation
Managing Workforce Generations: Working with the 21st-century Generation Mix
course he/she wants or use Accounting for Merchandising Businesses
About 350-Degree Performance Feedback
: Business Analysis: Enterprise Analysis
the down arrow 1n the Accounting Fundamentals
. ITIL 2011 Edition Foundation: ITIL and the Service Lifecycle
Category bOX to flnd course Achieving Goals through Perseverance and Resilience
Accounting for Carporations
Lyl TIL 2011 Edition Foundation: Continual Service Improvement
that relate to a specific Acing Deoroels
IT Project Management Essentials: Introduction to [T Project Management
Category. Adding Links and Images in Dreamweawver C54 -
ion: |hitp:fwaynestateuniversity skillport. com/skillportfe/asset3ummaryPage.action? P
assetid=mgmt_20_al2_bs enus&fromShare=yes
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. ok |[ cancel

A |

Title: |Managing Workforce Generations: Working with the 21st-century Generation Mix

hitp:\'waynestateuniversity skillport. com'skillpertfe/assetSummaryPage. action 7assetid= !TQ mt_20_a02_bs_enus&fromShare=yes




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
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Jacob D Kinde

Annual Review Planning - WSU Test 1
By Jacob D Kinde

oo [IEYSCEEEE

Save i[ Complete ]I

Planning Annual Review Form Development Plan

Employee ldentification

Accomplishments of Position Duties, T  Identify and schedule appropriate classes and/or professional associations, conferences, on the job training, work experience and other developmental

res0Urces.
Development Plan

Professional and Personal Development

Title: |r.|a naging Workforce Generations: Working with the 21st-century Generation Mix

o hitp://waynestateuniversity skillport. com/skillportfe/assetSummaryPage.action?assetid=mgmt_20_al2_bs_enus&fromShare=yes -

Spell Checker

Context:

Complete the Rdministrators Overview Training
in February

Define Regquirements in March
Configure & Validate in March
Establish Single-5ign on in April
Test and Confirm in April

Communicate new system In May

Train on New System in May
Not in Dictionary:
Systemt

Replace With:

Suggestion:
System
Systemata
Systema

Systems

Swetematie

Learn -

Spell Checker X

Spell Check Completed.

! s

|
I Language Checker X

Language Check Completed.

Cancel ]

(Mo errors found)

Close

.
Replace All
Ignore All
|
L
-
Save ] [ Cancel




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

- [EEEKEENEE

© add New

w Form

asition Duties, Tg

Save

Development Plan

ldentify and schedule appropriate classes andior professional associations, cenferences, on the job training, work experience and other develn|

resources.

e

Message from webpage

@5% Once you complete the step, you will not be able to madify the
' section(s) you are currently editing.
Click OK to save or click Cancel to return to the form.

< QK } Cancel

al2_bz_enus&fromShare=yes

Title:

)




Completing
Employee Task

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 o

esponsiblities/Goals

(= N-=k

D completed

T(\s:(/ﬂ

Planning Annual Review Form

Employee |dentification

Employee Name: Jacob Kinde Banner |0 35838772

SchooliCollegeiDivision: Human Rescurces Job Title: Assistant to the Director

Department: HR Client Services

Review Period: From:05/01/2013 To: 04/30/2014

Accomplishments of Position Duties, Tasks and Responsibilities/Goals

DESCRIBE THE ACCOMPLISHMENTS AND JUSTIFY THE LEVEL OF EVALUATION.

This list should not be considered a complete description of all emplovee’s duties and responsibilities.

skils

Indicate one of these ratings for each duty and responsibility:

-~

m

LIST DUTIES AND RESPONSIBILITIES IN ORDER OF PRIORMY. DOCUMENT EVALUATIONS BY PROVIDING COMMENTS ON PERFORMANCE WHICH BRIEFLY

Comments should conzist of a statement indicating results achieved; alze may consist of comments indicating the employee’s proficiency with job related



Completing
Employee Task

The completed form will
look like this.

=Y

| &~

Q) completed

Major Duties & Responsibilities (To be completed by employee)

Title: Implement the Automated Performance Management System by May 2013
Develop the baseline Project plan by the end of January

Establizh the Implementation Team by the end of January
Meet with Labor Relations and Union Leaders in February
Complete the Administrators Overview Training in February
Define Requirements in March

Configure System & Validate in March

Establizh Single-Sign on in April

Test and Confirm in April

Communicate new system In May

Train on New System in May

Title: Schedule all Director Appointments and Department Special Events
En=sure there are no conflicts with Director appointments

If any changes to Director appointments ensure notification within one hour of change

Ensure there are no conflicts with conference rooms

Ensure that all equipment is scheduled and set up

Title: Handle Department Budget

Reconcile budget expenses against FMS reports on a monthly bazis to ensure that all charges to department account are correct

Resolve any incorrect charges with in 30 days of finding Incorrect charges

Maintaing spreadsheet of all monthly expenses =0 that year-end budget prejects can be made 2o department utimately stays within budget

Title: Supervise Office Staff

Supgrvise office staff on a dailv_basis to ensure work is compolgted accuratelv and on time and that the staff is customer-focused.

Development Plan

ldentify and schedule appropriate classes and/or professional associations, conferences, on the job training, work experience and other developmental

FEZ0DUrCES.

Professional and Personal Development

Title: Managing Workforce Generations: Working with the 21st-century Generation Mix

hitp:/fwaynestateuniversity. skillport. comiskillportfel/azsetSummaryPage. action 7assetid=mgmt_20_a02_bs_enus&fromShare=yes

Title:

—_——

-

m




Completing
Employee Task

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

Home My Performance

Welcome super ADMIN. You are currently logged in as Jacob D Kinde

My Tasks
Status Task ~

= My Evaluation: Annual Review Planning - WSl Test 1 | Status

@ Complete Job Duties, Tazks and Responziblties/Goals



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.

Activity Tracker

Group by. Date -

= Today (1)

self-Appraizal
Annual Review Planning - WS5U Test ...
Completed on 06/05/2013



Review and Finalize

Employees
Submitted Job
D uties Home My Performance My Employees Task Status Reports
Along with own tasks Welcome super ADMIN. You are currently logged in as Alicia D Pendleton Yo Feedback -
)
will now have a task to My Tasks (You have tasks to do) |n
review the duties submitted. Status Task
y Evaluation: Annual Review Planning - WSU Test1 | Status

L YOU. can Cth the taSk Q Complete Job Dutieg, Tagks and Respongiblities/Goals

and all you DlreCt =l Annual Review Planning - WSU Test1 | Status

Reports in the prOCGSS 0 Review and Finalize Emplovee’s Submitted Job Duties and Respongiblities/Goals (1 To-Dj

will show; whether they
completed their task or
not.

2. Ifyou click the Quick |

Selector icon, it will

take you to only those
Direct Reports who
have completed the
task.

Legend: & Overdue Q My To-Do Q Sent for Review Mot Ready @



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.

Review and Finalize Employee's Submitted Job Duties and Responsiblities /Goals

I Page| 1 |of1

Employee Name

{ Jacob D Kinde

Task

| E anpen Form I




Review and Finalize
Employees
Submitted Job
Duties....

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

Review and Finalize Employee's Submitted Job Du

Jacob D Kinde

Annual Review Planning - WSU Test 1
By Alicia D Pendleton

rormmearr [T

Planning Annual Review Form
Employee Identification
Accomplishments of Position Duties, T4

Development Plan

Save ] [ Send for Review... ] [ Complete ]
-
Planning Annual Review Form
Employee Identification
Employee Hame: PECUD Kinde | Banner ID#: |3638?72 |
SchooliCollege/Division: [Human Resources | Job Title: [Assistant to the Director |

Department: |HR Client Services |

Review Period: From: 05/01/2013 ] To:| 043072014 |

Accomplishments of Position Duties, Tasks and Responsibilities/Goals

LIST DUTIES AND RESPONSIBILITES IN ORDER OF PRICRITY. DOCUMENT EVALUATIONS BY PROVIDING COMMENTS ON PERFORMAMNCE WHICH BRIEFLY
DESCRIBE THE ACCOMPLISHMENTS AND JUSTIFY THE LEVEL OF EVALUATION.

Thig list should not be considered a complete description of all employee’s duties and responsibilities.

Comments should consist of a statement indicating results achieved; also may consist of comments indicating the employee’s proficiency with job related
skills

Indicate one of these ratings for each duty and responsibility:
Indicate one of these ratings for each duty and responsibility:

O=0utstanding E=Excellent FS=Fully Satisfactory LS=Less than Satisfactory U=Unsatisfactory



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.

bmitted Job Duties and Responsiblities/Goals

| IBJ | & | %I' Save ] [Send for Review... ” Complete

O=0utstanding E=Excellent FS=Fully Satisfactory LS=_Less than Satisfactory U=Unsatisfactory

Major Duties & Responsibilities (To be completed by employee)

@
7

Title: |mplement the Automated Performance Management System by May 2013 |

Develop the baseline Project plan by the end of January
Establizh the Implementation Team by the end of January
WMest with Labor Relations and Union Leaders in February
Complete the Administrators Overview Training in February

Define Reguirements in March

| »

m

Title:

R &

Schedule all Director Appeintments and Department Special Events

Ensure there are no conflicts with Director appointments -
If any changes to Directer appeintments ensure notification within one hour of change
Ensure there are no cenflicts with conference rooms

Ensure that all equipment is scheduled and set up

Title:

R &

Handle Department Budget

correct

within budget

Reconcile budget expenses against FMS reports on a monthly basis to ensure that all charges to department account are -

Resolve any incorrect charges with in 30 days of finding Incorrect charges

WMaintains spreadsheet of all monthly expenses so that year-end budget projects can be made so department ultimately stayvs




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.

bmitted Job Duties and Responsiblities/Goals

| IBJ | & | %I' Save |-[ Send for Review... li Complete

O=0utstanding E=Excellent FS=Fully Satisfactory LS=_Less than Satisfactory U=Unsatisfactory

Major Duties & Responsibilities (To be completed by employee)

Title: |mplement the Automated Performance Management System by May 2013

Develop the baseline Project plan by the end of January

| »

Establizh the Implementation Team by the end of January

% L
“

m

WMest with Labor Relations and Union Leaders in February
Complete the Administrators Overview Training in February

Define Reguirements in March

Title: |Schedule all Director Appeintments and Department Special Events

Ensure there are no conflicts with Director appointments -
If any changes to Directer appeintments ensure notification within one hour of change

Ensure there are no cenflicts with conference rooms

R &

Ensure that all equipment is scheduled and set up

Title: |Handle Department Budget

Reconcile budget expenses against FMS reports on a monthly basis to ensure that all charges to department account are -
correct

Resolve any incorrect charges with in 30 days of finding Incorrect charges

R &

WMaintains spreadsheet of all monthly expenses so that year-end budget projects can be made so department ultimately stayvs
within budget




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

Send for Review X

tg
Select the employee to perform the reviews.

Search

Last Mame:

n First Name:

Available Employees:

Enter search criteria and click Search
(blank criteria return all results}

Show additional information:

-Select- EI

Title: |Handle Department Budget

Reconcile budget expenses against FMS reports on a monthly basis to ensure that 2\ charges to

correct
:f,%\ Rezolve any incorrect charges with in 30 days of finding Incorrect u:h
et

£&# |Maintains spreadsheet of all monthty expenses so that year-end budget projects can be made =zo
rnrthin haodand



Third Party Review

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

bmitted Job Duties and Responsiblities/Goals

1

[a] %l' I Cancel Review

w07, |

m

Planning Annual Review Form

Employee ldentification A

Employee Name: Jacob Kinde Banner ID#: 35232772
School/College/Division: Human Resources Job Title: Assistant to the Director

Department: HR Client Services

Review Period: From:05/01/2013 Toe 04/20/2014
Accomplishments of Position Duties, Tasks and Responsibilities/iGoals
LIST DUTIES AND RESPONSIBILITIES IN ORDER OF PRIORITY . DOCUMENT EVALUATIONS BY PROVIDING COMMENTS ON PERFORMANCE WHICH BRIEFLY
DESCRIBE THE ACCOMPLISHMENTS AND JUSTIFY THE LEVEL OF EVALUATION.

This list should not be considered a complete description of all employee’s duties and responsibilities.

Comments should consist of a statement indicating results achieved; alze may consist of comments indicating the employee’s proficiency with job related
skills

Indicate one of theze ratings for each duty and responsibility:

Indicate one of these ratings for each duty and responsibility:

O=0utstanding E=Excellent FS=Fully Satisfactory LS=Less than Satisfactory U=Unsatisfactory




Third Party Review

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

Home My Performance My Employees Task Status Reports

Welcome super ADMIN. You are currently logged in as Lila Asante-Appiah ¥ Feedback +

My Tasks (You have tasks to do)
Status Task «
=] My Evaluation: Annual Review Planning - W5U Test1 | Status

o Complete Job Duties, Tasks and Responsiblities/Goals

=l Annual Review Planning - W5U Test1 | Status

o Pleaze provide feedback on the Emplovee’s Job Duties and Respongiblties (1 To-Doj B

Legend: &b Overdue o My To-Do Q Sent for Review Mot Ready @

WawvneRite




Third Party Review

'ﬂl [E] Save H Complete

Communicate new system In May .

Third party reviewer

Train on New System in May

Cannot make any Changes Title: Schedule all Director Appointments and Department Special Events

Ensure there are no conflicts with Director appeintments

bUt Can add AnnOtatlonS- If any changes to Director appointments ensure notification within one hour of change

Enzure there are no conflicts with conference rooms

Ensure that all equipment is scheduled and set up

Title: Handle Department Budget
Reconcile budget expenses against FMS reports on a monthly basis to ensure that all charges to department account are correct

Resolve any incorrect charges with in 30 days of finding Incorrect charges

Maintains spreadsheet of all monthly expenses so that vear-end budget projects can be made so department ultimatety stays within budget

Title: Supervise Office Staff
Supervize office staff on a daily bazis to ensure work is completed accurately and on time and that the staff is customer-focused.

S

Development Plan

ldentify and schedule appropriate clazses andior professional associations, conferences, on the job training, work experience and other developmental
resources.

Professional and Personal Development

m

Title: Managing Workforce Generations: Working with the 21st-century Generation Mix
http:#fwaynestateuniversity skillport. com/skillportfe/azssetSummaryPage. action ?assetid=mgmt_20_al2_bs_enus&fromShare=yes

Title:

Title: | 4

Title:




Third Party Review

Third party reviewercan | [

type Annotation notes to e

give to the supervisor. " st e e

Then the third party

reviewer needs to click

OK. f
Note: When the form is New Annotaton: ]

totally completed, the e P ep— _

notes will disappear for

oK ] [ Cancel

the employee.



Third Party Review

The supervisor now gets
the task back on the home

page.

Home My Performance My Employees Task Status Reports

Welcome super ADMIN. You are currently logged in as Alicia D Pendleton ¥4 Feedback -

My Tasks (You have tasks to do)
Status Task =
= My Evaluation: Annual Review Planning - W5U Test1 | Status

) Complete Job Duties, Taske and Respensiblities/Goals

= Annual Revj ing -
O Review and Finalize Emplovee’s Submitted Job Duties and Responsiblities/Goals (1 To-Do) =y

Legend: &b Overdue O My To-Do Q Sent for Review Mot Ready G




Third Party Review

Annual Review Planning - WSU Test 1

Tasks Overview

The Supervisor can Open D8/14:2013 081452013 081472013 D8/14:2013

Employee Completes Job Rewview and Finalize Additicnal Feedback on Employee Acknowledges
Dties, Task and Employee Job Duties and Job Duties, Tasks and
Responshilities)... Responsibili...

Employee's Submitted
Job Duties and ... Responsib...

i@ 1 ToDo

the form again.

Search First and

=]

or Last N

| searcn || Showan |

Appraisal Tasks

| Page| 1 |of1 | |[B]

S

o

Rewview and Finalize Employee’s Submitted Job Duties and Appraizal

|:| First Name = @ Last Name o IModifie
Responsiblities/Goals Status

|:| Ivonne Allen Alicia D Pendleton View Status
aco inde: Open Form iew Status

Jacob D Kind p Wiew Stat 06/05/2
|:| Mary H Earhart Alicia D Pendleton View Status
|:| Mildred O Fuller Alicia D Pendleton Wiew Status
|:| Rov R Barnett Alicia D Pendleton View Status



Review and Finalize Employee's Submitted Job Duties and Responsiblities /Goals

Jacob D Kinde

Annual Review Planning - WSU Test 1
By Alicia D Pendleton

Third Party Review ' e

Planning Annual Review Form
Employee Identification
Accomplishments of Position Duties, T;

The supervisor will now see Development Plan

“Annotations have been : ( s ;z /‘ ;
NV

@Annutatiun(s} have been made on this form. To review, click on the Review Annotation icon(s) below.

made on the form...”

The supervisor will need to
Planning Annual Review Form

find the Annotation with the

Employee Identification

exclamation point and read it.

Employee Hame: PECUD Kinde | Banner [D#: |3'ESSTTZ |

SchooliCollege/Division: [Human Resources | Job Title: [Assistant to the Director |

Department: |HR Client Services |

The form will not let the

supervisor Complete the Review Period: From: 0S/01/2013 &3 To:| 04/30/2014 |
process until the Annotation Accomplishments of Position Duties, Tasks and Responsibilities/Goals

LIST DUTEES AND RESPONSIBILITIES IN ORDER OF PRIORITY. DOCUMENT EVALUATIONS BY PROVIDING COMMENTS ON PERFORMANCE WHICH BRIEFLY
has been OpEHEd. DESCRIBE THE ACCOMPLISHWENTS AND JUSTIFY THE LEVEL OF EVALUATION.

This list should not be considered a complete description of all employee’s duties and responsibilties.

Comments ghould consist of a statement indicating resultz achieved, alze may congist of comments indicating the employee’s proficiency with job related
- skills
Once the Annotation has

Indicate one of these ratings for each duty and responsibility:

been read, the supervisor can = T

make the necessary

_I"1
adjustments.



Complete Review |

| fBJ | ﬁ’ | %' Save ”Send for P.eview...l[ Complete II
[ [ o
and Finalize - —
Employees |
[ -
Submitted Job
D ° Title: I'I'raining on Method Il Interviewing and Performanc Management which needs to take place twice a year. |
Utles eeoo Achieve an evaluation score of 4.0 out of & or higher. Ensure that the presentations are up to date with the current Wayne State =
Information|
Note: Y Id send i *
ote: You could send 1t to P
another person for review
if needed. _
© addNew = =)
: Develo, t Pla
Now you can click pmentFlan
Complete tO Send lt baCk tO I;:Lzrlljtli-lfry;;fj schedule appropriate classes and/or professional azsociations, conferences, on the job training, work experience and other developmental
the employee for hlS/heI‘ Professional and Personal Development -
aCknOWIEdgement, Title: |r.'lanaging Workforce Generations: Working with the 21st-century Generation Mix
o http:ihve aynestateuniversity. skillport. com/skillportfe/assetSummaryPage.action ?assetid=mgmt_20_a02_bs_enus&fromShare=yes -
“ L
Title: |
@ b
“




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.

Home My Performance My Employees Task Status Reports

Annual Review Planning - WSU Test 1

Overview

08/14/2013

Employee Completes Job
Duties, Task and
Responshilities)...

081452013 08/M14/2013

Rewview and Finalize Additicnal Feedback on
Employee's Submitted Employee Job Duties and
Job Duties and ... Responsib...

08/14/2013
Employee Acknowledges

Job Duties, Tasks and
Responsibili...

4 Mot Ready

Search First

i

| searcn || Showan |

Appraisal Tasks

|F'age 1 I}f'1|

[] | First Name = = Last Name

& &

Rewview and Finalize Employee’s Submitted Job Duties and
Responsiblities/Goals

[] Wonne Allen Alicia D Pendleton

I [F] JacobD Kinde @ view Appraisal I
] MWaryH Earhart Alicia D Pendleton
[[] MidredD Fuller Alicia D Pendleton

[C] RoyR Barnett

Alicia D Pendleton

Appraizal
Status

Wiew Status
Wiew Status
Wiew Status
Wiew Status

View Status

Modifie

08/05/2



Ongoing
Performance Tasks

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.

Home

My Performance = NyEmployees  Task Status  Reports

My Employees ¥ Feedback -

| Page| 1 |of 1 | = Displaying 1 -7 of 7
First Name = Last Name Direct Manager Relationships Type Profile (Modified) Goals EI:v":Iupmanl Feedback Fvaluations Documents
Albert J Bowman Brett C Green E Direct report View 0 0 0 0 0
Charlene W Allemen Brett C Green Direct report View 4 3 o a o
T —— » » ———
Merilyn R Merkison Brett C Green :5%:‘.1 Direct report View 3 o 0 1 o
Michael R Orlicki Brett C Green Direct report View o o 0 o o
Sandra K Guernsey Brett C Green Direct report View 5 2z 1 1 o
Sophia L Dollar Brett C Green Direct report View 5 3 0 _1 o

Note

Home 1ask Status

My Performance Ny empioyees

| my Employees > Chariene M Allemon |

Profile Duties, Responsibilities and Goals Development Plans Feedback m

Past Appraisals

8

| Page| 1 |of1 |
Past Appraisal = Project

Annual Review Planning - WSU Test 1

I Planning Annual Review - WSU Test I

JHALOGEN"

SOFTWARE



Review and

Acknowledge Job

Duties...

Welcome super ADMIN. You are currently logged in as Jacob D Kinde
Now the employee has My Tasks (You have tasks to do)
another task to do. Status Task «

=l My Evaluation: Annual Review Planning - W5U Test1 | Status

First task shows Completeﬂ @ Complete Job Duties, Tasks and Respu-nsibl'rtiesu‘GualsI

E I o Review and Acknowledge Job Duties, Tazks and Reszponzibiltiess/Goalz I

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



Review and
Acknowledge Job
Duties...

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

es, Tasks and Responsibilities /Goals Help |

==K

[ Review/Acknowledge

((\3:(/)7

m

Planning Annual Review Form

Employee ldentification

Employee Name: Jaceb Kinde Banner IDg#: 3588772
SchooliCollegel/Division: Human Resources Job Title: Assistant to the Director

Department: HR Client Services

Review Period: From:05/01/2013 To: 0472002014
Accomplishments of Position Duties, Tasks and Responsibilities/Goals
LIST DUTIES &MD RESPONSIBILITIES IN ORDER OF PRIORMY . DOCUMENT EVALUATIONS BY PROVIDING COMMENTS ON PERFORMANCE WHICH BRIEFLY
DESCRIBE THE ACCOMPLISHMENTS AND JUSTIFY THE LEWEL OF EVALUATION.

This list ghould not be considered a complete description of all employee’s duties and responsibilities.

Comments =hould conzist of a statement indicating results achieved; alzo may coensist of comments indicating the employee’s proficiency with job related
skills

Indicate one of these ratings for each duty and responsibility:
Indicate one of theze ratings for each duty and responsibility:

O=0utstanding E=Excellent F3=Fully Satisfactory L3=Less than Satisfactory U=Unsatisfactory

\\/ A N\ A



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 a
development items will
appear on the employee’s
My Performance.

es, Tasks and Responsibilities/Goals Help | X

==

Review/Acknowledge

Ensure there are no conficis With Tirector appomiments

If any changes to Director appointments ensure notification within one hour of change

Ensure there are no conflicts with conference rooms

Enzsure that all equipment iz scheduled and zet up

F

Title: Handle Department Budget

Reconcile budget expenses against FMS reports on a monthly baziz to ensure that all charges to department account are correct

Re=solve any incorrect charges with in 30 days of finding Incorrect charges

Maintains spreadshest of all monthly expenses so that year-end budget projects can be made so department ultimatety stays within budgst

Title: Supervise Office Staff

Supervise office staff on a daily basis to ensure work is completed accurately and on time and that the staff is customer-focused.

Title: Training on Method Il Interviewing and Performance Management which needs to take place twice a year
Achieve an evaluation score of 4.0 out of 5 or higher. Ensure that the presentations are up to date with the current Wayne State Information

Development Plan

ldentify and schedule appropriate classes and/or professional ag=ociations, conferences, on the job training, work experience and other developmental

FES0UrCes.

Professional and Personal Development

Title: Managing Workforce Generations: Working with the 21st-century Generation Mix

http:ihee aynestateuniversity skilport. comizkillportfe/assetSummaryPage.action ?aszetid=mgmt_20_a02_bs_enus&fromShare=yes

Employee:

Date:

super ADMIN as Jacob D Kinde J.K. (electronic
signature for the evaluation of Jacob D Kinde)

06/10/2013 04:00 PM




Ongoing
Performance Tasks

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

Home My Performance

My Performance

Profile Duties, Responsibilities and Goals Development Plans Feedback  Evaluations Document

Duties, Responsibilities and Goals

| Page 1 of 1] | &~ B
[l Progress Flag | Linked Employee Goal %% Complete
.@. Handle Department Budget 0%

Implement the Automated Performance Management 0%
System by May 2013 )

Schedule all Director Appointments and Department 0%
Special Events ’

Supervize Office Staff 0%

@ @ @ @

Training on Method Il Interviewing and Performance 0%
Management which needs to take place twice a yvear




Ongoing
Performance Tasks

If the employee clicks the plus
sign next to the Duty,

& Progress Flag | Linked

Home My Performance

My Performance

Profile Duties, Responsibilities and Goals Development Plans Feedback  Evaluations Documents

| Page| 1 |of1 | |[E|j|'

Employee Goal = %% Complete

=2 @ %l Handle Department Budget I 0%

Responsibility and Goal (this
was the Title]J"..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.

Description: Reconcile budget expenzes against FMS reportz et 1T =1

Fezohle any incorrect charges with in 30 days of finding Incor
Employves: Charlene M Allemon

IMaintains =preadsheet of all monthly expenses =0 that vear-en
@ Implement the Automated Pe
System by May 2013

Title: Handle Department Budt

Description: |Reconcile budget expen
correct

Schedule all Director Appoir
Special Events

Re=solve any incorrect c

Maintain spreadsheet of
stays with budget.

Add Notes

(N Supervize Office Staff
Q Training on Method Il Intervie

Management which needs t

Add Motes

Previous Motes:
(Most Recent First)

-

o
Entered By: Brett C Green
I Save I[ Cancel




Ongoing
Performance Tasks

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.

Home My Performance

My Employees Y. Feedback -

ool L ¥ ool GPLLAT Lol Gy

Ny Employees

(o

Employees

| Page| 1 |of1 | | = Displaying 1- 7
Development )

Firzt Hame = La=t Hame Goals Plans Feedback Evaluations Documents
Albert J Bowman o 1] 1] 0

'

l Charlene Aﬁemun 3 3 0 .
Dawn M Aziz a 1] 1] 1]
Merityn R Merkizon 3 o 1 i}
Michael R Orlicki o o 1] i}
Sandra K Guernsey 3 z 1 0
Sophia L Doliar 5 3 1 i}




Ongoing
oal Details X
Performance Tasks

Emplovee: Charlene M Allemon Weight:

Title: Handle Department Budget

The supervisor or the

Description: |Reconcile budget expenses against FMS reports on a monthly basis to ensure that all charges to department account are =«
correct

employee can putin a
Start Date on a goal, if

Resolve any incorrect charges within 30 days of finding incorrect charges

Maintain spreadsheet of all monthly expenses so that year-end budget projections can be made so department ultimatehy

. stays with budget.
desired, as well as add a ! ? }
Due Date, and/or select a
Status.

Process: LEADS Performance Planning - W5U Test 2
[l Aliow Editing
| | | |

Start Date:

Due Date: Completed Date: |

Progre=s Flag
®© @ ontrack ® & atrisk

Status:

Percent C@mplete: |cancelled
Completed )] o Not on Track @ 'S' Mo Flag Set
In Progress
Mot Started
Last Jodifiea; (90HoK

Created Date: 08/03/2013

oK ] [ Cancel




Ongoing

| Employes: Charlene M Allemon Weight:
i
Title: Handle Department Budget
. | Description; |Reconcile budget expenses against FMS reports on a monthly basis to ensure that all charges to department account are =
The supervisor or the correct
employee can put 1n | Resolve any incorrect charges within 30 days of finding incorrect charges

Maintain spreadsheet of all monthly expenses so that year-end budget projections can be made so department ultimatehy

Percent Complete and ’ stays with budget,

even mark a Progress ;
Flag. '

TO save Changes, JUSt Clle Process: LEADS Performance Planning - W3U Test 2

[C] Alow Editin
OK. :

Start Date: 5| Due Date: I Completed Date: A
Note: The most recent e pmgras Flag
. @ © & arrisk
note will always appear on Fercent Corpiete [0% |=] | oo o '
y pp I & o Mot on Track i@ ‘S’ No Flag Set

the top.

Lazt Modified: 08052013
Created Date: 08/05/2013

OK Cancel




Ongoing
Performance Tasks

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

Home My Performance Ny Employees Task Status Reports

My Employees > Jacob D Kinde

Profile Duties, Responsibilities and Goals Development Plans Feedback Evaluations Documents Secondary Managers

Duties, Responsibilities and Goals
| Page| 1 [of 1| | & =
|:| ® | Progress Flag Linked Employee Goal « % Complete Weight Entered

o2 Handle Department Budget 0% 0 Alicia D

Description: Reconcile budget expenses against FMS reports on a monthly basis to enzure that all charges to department account are correct

Resolve any incorrect charges with in 30 days of finding Incorrect charges

[zuper ADMIN as Alicia D Pendleton-06/10/2013] Don't forget that if you want to work to have some budget left over to order a conference table.
[super ADMIN as Jacob D Kinde-06/10/2013] | have found two mis-charged items in the menth of July and corrected them with one week.

mp EMENT e AUlomated Deriormance Hanagemen! 0% Y Alicia D |
System by May 2013

| E® Schedule all Director Appointments and Department 0% 0 Alicia D
Special Events

| E® Supervise Office Staff 0% 0 Alicia D

| E® Training on Methed Il Interviewing and Performance 0% 0 Alicia D

Management which needs to take place twice a year

Legend: 0 On Track fﬁ At Risk o Not on Track |S' No Flag Set @ Linked to Organizati




Ongoing
Performance Tasks

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.

g-}r"--"‘" Vi (7,
aragemend
|
Home My Performance My Employees Task Status Reports

My Performance

Profile Duties, Responsibilities and Goals Development Plafgs Feedback aluations Documents

Feedback | Add v|

| Page| 1 of1 | | LE:]' @ —
(R Note = Sharing Entered By g Man ager Note
| Page 1 |of1| | & Displaying 1 -
Development )
First Name = Last Mame Goals Plans Feedback Evaluations Document
Albert J Bowman 0 0 0 0 0
'
I charlene m Allemon & 3 @ 3 i] |
Dawn M Aziz a 1] 0 1] 0
- S ] n n 1 o
e
i i ]
Michael R I For: Charlene M Allemon H !
Sandra K | Find Recipients @ Suggestions: Direct Reports 0
Title: '-'IanagerNute | 0

Sophia L

gnruizézgw .

|:| Share feedback with employee.
Last Modified:

oK ] [ Cancel




o Add Feedback - Manager Note *
Ongoing

Performance Tasks || o |
| Find Recipients [i ] Suggestiunw

Title: '-1anager Note |

If th isor just t lly t
e supervisor just went generally to sruleclale
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 I [T] share feedback with employee. I
Last Modified:

not apply to. Otherwise, if they went

through My Employees, the Direct

Report’s name will already be there. ox |

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.



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.

Home My Performance

My Performance

Profile Duties, Responsibilities and Goals Development Plans Feedback I Evaluationsl Documents
|Ise this section to view and manage your personal development plans.
Development Plans

|F'age1|:rf1| |[Eﬂ*
|:| Development Plan = Competency Status
Managing Workforce Generations: Working Mot Started

with the 21st-century Generation Mix



Task Status
and Assign to
Other Manager

Home My Performance My Employees Task Status Reporis

The Supervisor Can get an at- Annual Review Planning - WSU Test 1 I Viewing: Annual Review Planning - WSU Test 1 I -

a-glance view of task statuses P——
. . Search First andfor Last Name
for each employee by clicking p—
| Page 1 |of1] = Displaying 1-5 of £
O n TaSk Status - If th e ? rat Name & Last Name Direct Rey Employee Completes Job Duties, Task and Review and Finalize Employee's Submitted Job Duties = Additional Feedback on Employee Job Duties and
ports Responsbilties/Goals and Responsiblities/Goals Responsiblities
Supervi sor 1 S involved Wlth T [erne Allen O wonne Allen Alicia D Pendieton A
= acob D Kinde Q View Self-Appraisal Q View Appraisal Q Lila Asante-Appiah

more than one process, the £ R R e p—

. . [ [pidred O Fuller (© Midred D Fuller Alicia D Pendleton WA
SuperVISor Can SeleCt Wthh | =) oy R Barnett ORoyRBarnett Alicia I Pendleton /A
process to view by clicking on
the down arrow next to the
Viewing box. Only those
employees in that particular
process will show. I '

Legend: & Overdue o My To-Do O Their To-Do O Sent for Review Not Ready Q Completed

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.



I 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

XSnoZ

8/30/2013 Slide 50
! NV
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