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Welcome, Manager

FY24 Annual Review Launches 9/9/24!

Get an early start to sharing your i today. See i
below for learning resources.

Performance Management Instructions

The performance management process has 3 phases (goal setting, mid-
year check in, and annual review) plus ongoing conversations for support,
feedback, and celebration.

Learning_is available to support you. Get started by completing each
phase under Your Tasks.

You are currently logged in as Manager EPM
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Manager EPM

. Home
WAYNE STATE UNIVERSITY

Ferformance
Reports v
Standard Reports

Dashboards

Reporting 2.0
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Access over 40,000 innovative learning materials to help you View tr int

succeed in your role today - and prepare for your next WSU o“"" 5"5;:!9_ st
career challenge! Click here for more information about {0:approve P a';'"g.sf’ laction(s))
pilot participants and job aids. ( for 0 training

To begin, go to the three horizontal lines at top right for
the Navigation Menu > Learning > Learner Home.

oo

To sign into the Wayne Talent Career Site as an applicant

using your WSU AccessID, click here. Due Date
FY2025 Annual Performance Planning 11/15/2024
Approve FY2025 Annual Performance Plan/s 12/13/2024
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To View Leader Dashboard options:

From the Cornerstone Conversations homepage,
select the Navigation icon on the top left.

Select Reports > Dashboards from the drop-
down menu.
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FY24 Annual Review Dashboard

FY24 Annual Review

Performance 2022

Dashboard

FY24 Annual Review

To view mere information, meve your cursor to the right each widget, select the dropdown, and the click "Export to

Excel"
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Select the current performance management task from the left
menu, such as FY24 Annual Review.

Two reporting options exist on this dashboard:

Team Completion Status: Provides the completion status for all
direct and indirect reports. This is a “master report” for all three
steps included in this process (employee review manager review,
and employee acknowledgement).

Approvals Required: Provides a list of direct and indirect reports
who have submitted their employee review for manager review.

Note: If you are a second level manager, you will see a list of the employees who report
to you that require action as well as a list of the employees who have submitted their
review to each of your direct reports. This can be helpful to review when:

*  You are curious about what actions are required on your part, and for whom
*  You are coaching your team on process expectations/accountabilities
Move your cursor within each “widget” or box available to see the

drop-down arrow in the top right appear. Use this to refresh
(update) report data or export to Excel.

The Options drop-down enables all dashboard report data to be
refreshed (updated) and charts to be printed.

Note: Colors on the charts have no formal meaning and are only used to differentiate the
bars of the chart. To see more information about each bar, move hover over it using your
cursor.
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Team Completion Status Report

FY24 Annual Review

To view more information, move your cursor to the right each widget, sel
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This report provides the completion status for all direct and indirect reports on
your team for all three steps included in this Annual Review process (employee
review, manager review, and employee acknowledgement).

Note: The visual chart may be less useful than simply exporting the report data to
Excel.

Hover over widget to see drop down arrow at top right. Click Refresh.

2.  The View Details option enlarges the visual chart. Close it out to hover
over each bar in the chart, if desired.

Each bar indicates how many employees are at that current step for you and
any leader reporting to you. For example, in Self-Review, there is a blue line
with the number 5 above it. This indicates that there are 5 employees
reporting to you or a given manager on your team in that step of the
process.

3. Usethedrop-down arrow in #1 above to Export to Excel. Review your
team’s completion status report, including:

* Employee Overall Status: Appears as complete, in progress or not
started.

* Current Review Step: Identifies which of the 3 steps the employee is
currently within.

+ Status of Current Review Step: References the deadline for the
current step in the system and indicates:

» Pastdue if the deadline has passed and it has not yet been
started.

* Inprogressifit has been started, but the date is before the
deadline.

* Not started if no action was taken but the date is before the
deadline.

Note: duplicate rows will appear for an employee because the Annual
Review has multiple steps. A row for each step complete or in progress
will appear per employee. 4
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Approvals Required Report

:lect the dropdown, and the click 'Export to Excel’
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Employee Performance Review Task
| FY2024 Annual Review - NRNA Manager
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This report provides a list of direct and indirect reports on your team who have
submitted their employee review for manager review.

If you are a second level manager, you will see a list of the employees who report
to you that require action as well as a list of the employees who have submitted
their review to each of your direct reports. This can be helpful to review when:

. Y%u are curious about what actions are required on your part, and for
whom

* You are coaching your team on process expectations/accountabilities

Notelz The visual chart may be less useful than simply exporting the report data to
Excel.

Hover over widget to see drop down arrow at top right. Click Refresh.

2.  The View Details option enlarges the visual chart. Close it out to hover
mouse over each bar in the chart, if desired.

There is a bar for each employee who submitted a review. If you are a
second level leader, there is a bar for each leader on the team who has at
least one employee who submitted a review. If the latter, the total number
of employees who submitted a review is indicated by the number.

3. Usethedrop-down arrow in #1 above to Export to Excel. Review your
team’s completion status report, including:

* Current Review Step Owner: “Manager” will be listed on all rows.

* Current Review Step Status: If the manager review has been:

|
U « Started it will be listed as “in progress”
*  Submitted it will be listed as “complete”

* Not been opened quite yet, it will be listed as “not started”
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