Filling Out and Digitally Signing a PDF

Whether accessing the PDF from the internet or from an email attachment, download and save the
PDF to your computer. The screenshot below shows the PDF open in Chrome (the internet). The PDF
must be downloaded and saved to a folder on the computer at this point.
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WAYNE STATE

Human Resources

Non-Academic, Non-Represented Performance Assessment

For non-academic, non-representative staff, managers and supervisors, including Assistant Directors and
Associate Directors.

Step 1: Empl C I A (Starting 1/1/2021)

P

Download and save this PDF to your computer. Open in Adobe Reader.
Obtain your previously set goals/objectives from WaynePM, if available.
Complete Goals/Objectives:
a. Five goal/objective sections are provided. Fill in your previously set goals/objectives in the
“Goal/Objective” boxes.
b. Complete “Employee Comments” for each Goal/Objective
c. Rate yourself for each Goal/Objective
d. If you have more than five Goals/Objectives, use the “Other Employee
Contributions/Additional Objectives” box provided.
Complete the “WSU Competencies” section.
Complete potential “Goals/Objectives for the Coming Year” section.
Save the document without signature. You'll be asked to sign after the discussion with your supervisor.
Send to your supervisor.

Step 2: Supervisor Completes Assessment
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After saving the PDF to your computer, go to the folder where you saved it and open the file in
Adobe Reader (do not fill out the PDF in your internet browser). The screenshot below shows what it
should look like when it is opened in Adobe Reader. If you don’t have Adobe Reader, download it for free.
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Human Resources

Non-Academic, Non-Represented Performance Assessment

For non-academic, non-representative staff, managers and supervisors, including Assistant Directors and
Associate Directors.
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Step 1: Employee C A (Starting 1/1/2021)

1) Download and save this PDF to your computer. Open in Adobe Reader.
2) Obtain your previously set goals/objectives from WaynePM, if available.
3) Complete Goals/Objectives:
a. Five goal/objective sections are provided. Fill in your previously set goals/objectives in the
“Goal/Objective” boxes.
b. Complete “Employee Comments” for each Goal/Objective
. Rate yourself for each Goal/Objective
d. If you have more than five Goals/Objectives, use the “Other Employee
Contributions/Additional Objectives” box provided.
4) Complete the “WSU Competencies” section.
5) Complete potential “Goals/Objectives for the Coming Year” section.
6) Save the document without signature. You'll be asked to sign after the discussion with your supervisor.
7) Send to your supervisor.

Step 2: Supervisor Completes Assessment

1) Edit the Rating for each Goal/Objective (if necessary).

2) Complete “Final Assessment Comments (Supervisor)” for each Goal/Objective.

3) Complete the “WSU Competencies” section.

4) Complete “Supervisor's Summary of Performance” and “Employee’s Overall Performance Rating”. This
should be a summary of the employee’s performance during the past year. The overall rating should be
in general agreement with the individual ratings. For example, if you rate an employee as effective on
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https://acrobat.adobe.com/us/en/acrobat/pdf-reader.html

Fields that you can complete will be shaded. Type your responses in the shaded boxes.
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Non-Academic, Non-Rep 1 Perfor eA t

For non-academic, non-representative staff, managers and supervisors, including Assistant Directors
and Associate Directors.
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Review Period: Jan. 2020 - Dec. 2020 Due Date: March 31, 2021 Completion Date:

Employee Information

Employee Name: Type here... Banner ID:
< School/College/Division: Type here... Department:
Official WSU Job Title: Supervisor Name:

Employee’s Overall Performance Rating: EX
Assessment Ratings:

Exceptional EX  Consistently exceeds performance and objectives

Highly Effective ~ HE  Consistently achieves performance expectations and objectives and frequently
exceeds them

Effective: EF  Consistently fulfills performance expectations and objectives and periodically
may exceed them

Inconsistent IN  Work does not consistently meet performance expectations and objectives and

needs improvement

Unsatisfactory UN  Rarely achieves performance expectations; immediate and continued
improvement is required

Performance Goals/Objectives:
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To digitally sign, click the box with the little red signature flag (see red circle below). Adobe will walk you
through setting up a certified Digital ID signature with a password. You can use the “Fill & Sign” tool to
sign the document (purple pencil icon to the right), but if you use this tool to sign the form you will NOT
be able to edit your form afterwards. If you set up a Digital ID signature by clicking on the red-flagged
signature box you CAN edit the form after you have signed.
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Signatures
At the conclusion of the performance conversation, the supervisor and employee will digitally sign to
acl that the c ion took place. For more help setting up a digital signature, click here.
The supervisor sends completed assessment to their HR Consultant to request upload into employee’s
file in Applicatign £ B&ds Employee's Department Name, $/C/D Name,
PTOyee's Last Name, First Name”.

Date
=

Supervisor Signature Date
-
Second Level Management Signature Date
As requested by employee for higher level review, with a copy to your HR Consultant.
8
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After clicking the red-flagged box, if you already have a Digital ID created it will ask you to choose which
Digital ID you would like to use for signing. If you do not have a Digital ID, it will ask if you would like to

configure one now (see below). Click “Configure Digital ID”
-
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Digital ID Configuration Required X

This signature field requires a digital signature identity.

H
@
8

oe

Would you like to configure one now?

sig Help Configure Digital ID Cancel
Attl

ackn
The supervisor sends completed assessment to their HR Consultant to request upload into employee’s
file in Application Xtender. Save file name as "Employee's Department Name, $/C/D Name,
Employee's Last Name, First Name”'.

Employee Signature Date
Supervisor Signature Date

Second Level Management Signature Date
As requested by employee for higher level review, with a copy to your HR Consultant.
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Click “Create a new Digital ID”. Click “Continue”.
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Configure a Digital ID for signing

A Digital 1D is required to Select the type of Digital ID:

create a digital
signature.The most secure N N N
Digital ID are issued by Use a Signature Creation Device

trusted Certificate Configure a smart card or token connected to your
authorities and are based computer

on secure devices like smart

card or token. Some are

based on files Use a Digital ID from a file

You can also create a new Import an existing Digital ID that you have

Digital ID, but they provide obtained as a file

a low level of identity
assurance.

Create a new Digital ID
Create your self-signed Digital ID
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Click “Save to File”. Click “Continue”.

File Edit View Sign Window Help

Select the destination of the new Digital ID

Digital IDs are typically Q Save to File
issued by trusted providers

that assure the validity of
the identity.

Self-signed Digital ID may
not provide the same level Save to Windows Certificate Store

of assurance and may not @é} Save the Digital ID to Windows Certificate Store to

be ted .
C:S:cep edin someuse be shared with other applications

Save the Digital ID to a file in your computer

Consult with your recipients
if this is an acceptable form
of authentication.
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Fill out the first four fields and click “Continue”. Leave the last three fields as they are.

File Edit View Sign Window Help

Create a self-signed Digital ID

Enter the identity Name Bob Smith
information to be used for

creating the self-signed Organizational Unit
Digital ID.

Digital IDs that are self- Organization Name
signed by individuals do not

provide the assurance that Email Address bobsmith@gmail.com
the identity information is

valid. For this reason they _ )
may not be accepted in Country/Region US - UNITED STATES

some use cases.

Key Algorithm 2048-bit RSA

Use Digital ID for Digital Signatures
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Type in a password and confirm it. Click “Save”.

File Edit View Sign Window Help

Save the self-signed Digital ID to a file

Your Digital ID will be saved at the following location :
Add a password to protect

the private key of the

Digital ID. You will need this C:\Users\ei5267\AppData\Roaming\Adobe\Acrobat\D(
password again to use the

Digital ID for signing.

Save the Digital ID file in a Apply a password to protect the Digital ID:

known location so that you
can copy it or back it up. -

Confirm the password:
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Choose the Digital ID that you want to use for signing (the one you just created). Click “Continue”.
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Sign with a Digital ID

Choose the Digital ID that you want to use for signing:

o @ Bob Smith (Digital ID file) View Details
R Issued by: Bob Smith, Expires: 2026.03.29

( Configure New Digital ID ) ( Cancel )
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Type in the password you just created. Click “Sign”.

File Edit View Sign Window Help

Sign as "Bob Smith"

Digitally signed
BOb by Bob Smith

. Date: 2021.03.29
Smlt 12:42:34 -04'00'

View Certificate Details

Review document content that may affect signing
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Adobe will ask you to save the file. Click “Save”.
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File name: | non-academic-non-rep-performance-assessment v

he supervisor and employee will digitally sign to
Save as type: Adobe PDF Files (*.pdf) ~ | pore help setting up a digital signature, click here.
HR Consultant to request upload into employee’s
ployee's Department Name, S/C/D Name,

A Hide Folders Cancel
Employee Signature Date
=
Supervisor Signature Date
=3

Second Level Management Signature Date
As requested by employee for higher level review, with a copy to your HR Consultant.
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You have successfully signed your document! You can now send your file to the next user via emall
[®) non-academic-non-rep-performance-assessment.pdf - Adobe Acrobat Reader DC (32-bit) X
File Edit View Sign Window Help
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Signatures
At the conclusion of lhe performance conversatlon the supervisor and employee will digitally sign to

that place. For more help setting up a digital signature, click here.
The supervisor sends completed assessment to their HR Consultant to request upload into employee’s
file in Application Xtender. Save file name as "Employee's Department Name, S/C/D Name,
Employee's Last Name, First Name”.

: Digitally signed by Bob Smith
Bob Smith Date: 20210329 12:43:33 0400

Employee Signature
-

Supervisor Signature
-

Second Level Management Signature
As requested by employee for higher level review, with a copy to your HR. Consultam
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