The performance review form is used to
evaluate your employee’s performance and
identify development opportunities for the
future. In this guide, learn how to complete the
Manager Assessment for your employee.

It's Easy

Select Performance from the drop-down navigation
menu and click the Team Overview tab. After employees
complete their Self-Assessment, their performance
review forms are sent to you for review and evaluation.
Click E

open the employee’s form. Any ratings or comments you

in the Manager Assessment column to

enter in the performance review form will not be seen by
the employee while the form is in progress and not yet

finalized.

@ Manager Review

Review the employee’s self-assessment, including ratings
and comments on performance prior to conducing your
own evaluation of the employee’s performance.

@ Add a Rating

For each objective, core value, and job specific
competency, click the [ Stars to enter performance
ratings that best represent the employee’s proficiency.

@ Add Your Comments

Guide to Performance Reviews

In the Comment fields, enter your evaluation feedback
to support your ratings. Consider the employee’s overall,
year-long performance in this area, and provide clear

and specific examples of achievements.

@ Writing Assistant and Coaching Advisor
ClICk the Wiriting Assistant

employee’s performance on core values and job specific

for help writing feedback on the

competencies and identifying resources to help with
development.

The Writing Assistant helps you quickly describe how
the employee is performing on individual core values
and job specific competencies by providing suggested
content, which you can edit, based on the employee'’s
performance level. Use the Coaching Advisor within the
tool to recommend books for the employee to read,
groups to join, or other actions to take to help develop
particular skills identified during the performance review.
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Introduction

Welcome to your performance review. Hide Instruction

Objectives (33.4%)

© Add Goal

This section is for evaluating accomplishments of goals. Noie that the weights for the goals in this section should add up to 100, and there must be a rating for each goal before the form is
sent for signatures.

Hide Instruction

Implement an online customer survey by end of Q2 to measure customer satisfaction with online services and

transactions Edt Delete

Online survey implemented

* Benjamin's Rating Self Rating = Goal Defails Other Details

Andrea's Rating
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Customer survey has been implemented.

Core Values (33.3%)

This section is for evaluating the accomplishments of the Core Values. Each competency should have a rating and comments before moving on to the next section.

Entrepreneurial Thinking
Recognizes opportunities for business growth; understands the company’s strategy for growth.
* Benjamin's Rating Self Rating
Me:
Andrea's Rating

Fodok e

I have a good sense of what customers will pay for in terms of products and
services. | understand customer needs and make efforts to Tulfill those needs.

Benjamin's Comment Writing Assistant

HENEEE

Adapting to Change
Accepts and adapis to change in a professionally appropriate and thoughtful manner. Plays the role of devils advocale, yet knows when and how fo stand down graciously and accept a well-
thought-out decision. Embraces change.

* Benjamin's Rating Andrea's Self Rating

okiok

Benjamin's Comment
Andrea has not commented yet

Benja as not commented yet
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Performance Pods
Use the pods at the top of the form as input when completing the employee’s review.
Click [Z] Save on the form toolbar to update the information in the pods.

0 Overall Score: Calculates the employee’s overall score based on your ratings.

9 Incomplete Items: Number of required items on the form yet to be completed.
Team Rank: Employee’s rank against peers in your team hierarchy in terms of
overall performance score.

o Supporting Information: Click pod to view feedback provided by peers and/or
notes related to the employee’s performance.

6 Gap Analysis: Identifies gaps in the employee’s performance ratings. Click this
pod to view which items you rated higher or lower than your employee.
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