UK Online PE System — Managing the PE Process for Campus Supervisors

PE forms are not available year-round. PE forms are generated and released one to two months before the PE due date.
For UK Campus employees, the release date is in December.

Access the UK Online PE System via myUK

Step Action
1 From myUK, click on
the Employee Self
Service Tab i
Launch Pag I Employee Self Service  >tudent Serices  Student s
IRIS Systems
IRIS Systems
[«1¥] 4
Related Links =]  IRIS Launch Pad
2 Click on the
Performance Launch Pad By T ORS00 Studert Services Student Administra

Management link

Ouerview

Emplavee Services

- Map | Directory | Inclex

Employee Search == Performance
[ Management

fanagefview your
performance
evaluations.

Search for University
colleagues and find
bazic information about
their position=z. Once
you have searched
uzing the employes

3 Click on the
Performance Goals
and Evaluations link

This link takes you to
the UK Online PE
System.

Launch Pad B =T (et - Student Services | S
Querview

Employee Services Area

Back

= Service Map

Anpraisal Documents
Performance Goals and Evaluations

O T Ty = pp—y iy

(MJR=) and Performance Evalustions.
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UK Online PE System — Managing the PE Process for Campus Supervisors

Adding SuccessFactors to Internet Browser Trusted Sites

If you are not taken to the Home Page of the UK Online PE System or are using Internet Explorer, you will need to add

the SuccessFactors website to your trusted sites.

Step Action

1 From an open browser
session, click on Tools,

Then Internet Options.

Print

File 3
FToom (125%:) 3
Safety 3

Add site to Start menu

Wiewy dowenloads Ctrl+l
Manage add-ons

F12 developertoals

Goto pinned sites

Internet options

2 In the Internet Options
popup, click on the Security

Then select Trusted Sites,

Then click on the Sites
button.

Internet Options

X
| (N
tab, Privacy | Content | Connections | Pragrams | F\dvanced|

Select a zone to view or change security sektings.

Inkernet Trusted sites

Sikes

This zone contains w
trust not ko damage wour computer
wour Files,

ou have websites in this zone.

Securiky lewvel For this zone

3 Enter the SuccessFactors URL
in the Add this website to the

zone: field,

Trusted sites

v ¥ou can add and remove websites Ffrom this zone, Al websites in
LY this zone will use the zone's security settings.

Add this website to the zone:
| Add

Wehsites: L\\)

http: fisccmz, ad. uky edu Remove
https:/performancemanagerd successfactors,com

Require server verification (https:) for all sites in this zone

Close:
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Then click the
Add button,

The Close
button,

And finally the
OK button.
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UK Online PE System — Managing the PE Process for Campus Supervisors

Basic Navigation — Accessing Employee Performance Evaluation Forms

You have two options from your Home screen when accessing your employees’ PE forms.

Option One: | M}" Team
e locate the
My Team tile
e Clickonthe Calamity Calloway Calmon
employee Forrest Dixon Ebert
record you

wish to view

Calfred
Gardner
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UK Online PE System — Managing the PE Process for Campus Supervisors

Basic Navigation — Accessing Employee Performance Evaluation Forms, continued

e (Click on the
Actions link

' (© Calloway Dixon «»

@ Local Time: 11:59:39 A

Actions [ Maote

& Calloway is on track

e Click on the
Performance
Evaluation
link

ﬁ 2013 University Performance Evaluation

Favorites (© Calloway Dixon 4>
any Admin Favorites shortcut e
here to add some (D Local Time: 12:10:02 PM
"3 Actions [ Mate
Go To
pn track
Profile
Scorecard

Goal Plan

e You are taken
directly to
the
employee’s
PE form, if it
has been
released

|:| U K Two [ukadminz) on behalf of Frank

Reviews Help & Tutorials

2013 University Performance Evaluation for
Calloway Dixon
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UK Online PE System — Managing the PE Process for Campus Supervisors

Basic Navigation — Accessing Employee Performance Evaluation Forms, continued

Option Two:
e From the m
Home Page,
Navigation Goals
Menu and

choose Performance
Performance

* Thereare All Forms: contains all My Forms In Progress: Inbox -

four main ¢ v acti ai tive f
o orms, currently active or contains active forms
sections in ’ y — -

the My completed requiring your attention

Forms menu In Progress
Completed: contains all Inbox En Route — contains active

En Route

completed forms forms “currently with”

another person in the PE

Form Status: view form process, this is normally

status the employee

the sections,

Click on the 72013 University Performance Evaluation for Calmon Elbert
PE link YOU w2013 University Performance Evaluation for Calfred Gardner
would like to
view in the 72013 University Perforrnance Evaluation for Calamity Forrest
Form Title
column Lr 2013 University Performance Evaluation for Callowsay Dixon
b You are taken |:| U K Two [ukadminz) on behalf of Frank
to the
employee's Rewviews Help & Tutorials
PE form

2013 University Performance Evaluation for
Calloway Dixon

the PE form

listing, click Reviews Help & Tu
on the
Reviews link
2013 Unive
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UK Online PE System — Managing the PE Process for Campus Supervisors

Completing the PE Process — Progress Line and Introduction

After accessing the PE form both the employee and supervisor can view the progress line. This gives you a quick update
of which step the PE form is currently in.

Employee Self Evaluation =

There is also an introduction that explains the process from beginning to end.
?]

The employee may complete a sel-evaluation and then forward ta his ar her manager. The manager will complete the evaluation and make it available for
higher-level review, Once higher-level review is complete, the manager and emplovee will meet to discuss the evaluation. After the meeting additional
camments ar rating adjustments can be made. Once this is complete the employee and manager will sign the form.
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UK Online PE System — Managing the PE Process for Campus Supervisors

Completing the PE Process - Step One: Employee Self Evaluation

The PE form in the UK Online PE System starts with an Employee Self Evaluation. If the employee chooses not to
complete a self evaluation, the PE form still needs to be sent to the manager so the PE process can advance. Per
University policy, the self evaluation is optional for the employee unless it is made mandatory by you or your
department. You will not be able to enter your ratings and comments until the form is sent to you.

( |

L J .
In this section employee will self-rate and managers will rate the employee's performance of the MJRs. Updates to the job standards can be made in this
section. MJR and Essential Function updates cannot be made here - those updates must he made in the Position Description System.

Goal: UK

Major Joh
Responsibility : D\
Achieve 100%

compliance with
Sarhanes-Oxley
Act data-related
regulations hy

Essential Function : create action plan

(date)
Job Standard :
S0¥ compliance rate =
i 01012013 e
Weight:: 20.0% start: 123172013 . Camplste
Rating hy Mabeline Manager: Rating by Cal Abbott:
Manager Rating: unrated Ratinil: | jnrated -
Mabeline Manager's Comimems: Subjects Commenms:

ailspell check... =Jlegal scan...

Mo cormments

-

MIR Non Leadership Rating Scale

Scale Yalue Description Detailed Information

* Employee did not consistently meet the job standards « Performance
Does Mot Meet  needs improvement in areas of consistent weakness » Employee reguires
Expectations close supervision to meet expectations * If emplovee fails to improve,
corrective action may be recommended

To review what the rating levels 1.0
mean, click on the Rating link. The

* Employee consistently met the job standards » Results were timely and

i i i i Meets accurate and were produced with minimurm supervision *+ Employee
window to the rlght will open, in 2.0 Expectations recognized and adjusted well to changes in worle situations and
which detailed information will be assignments « Solid, good performance was the employee's norm
. - * Employee periodically exceeded the job standards « Employee achieved
resented for each rating. Oecasionally results above expectations * Employee showed exceptional performance
3.0 Exceeds

and effort from time to time * Performance is sustained and uniformly high

Expectations with thorough and on time results

Reminder: Only whole numbers are + Employee clearly and consistently exceeded the job standards «

Consistertly Exceptional performance and effort was the employee's norm » Employes

permitted for MJR rating levels. 0 EXETBCI::?c:S;ns achieved results well beyond expectations » Employee contributed unique,
R innovative and warkable salutions to projects and/or problems
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UK Online PE System — Managing the PE Process for Campus Supervisors

Completing the PE Process - Step One: Employee Self Evaluation, continued

Below the MJR sections, you will find the Core Competencies for UK Campus employees. These can be rated ona 1 to 3
level and are not included in the overall PE score.

Core Competencies ]

Core competencies are skills, areas of knowledge, ar abilities all employees need to be successful at the University of Kentucky. Click on the Writing
Assistant link for examples of behaviors exemplifying the core competencies. The manager needs to provide supporting comments for the rating.
Section Summary

Dependability unrated
Diversity and Inclusion The Writing Assistant gives you examples of behaviors exemplifying the unrated
drlicpl ] Core Competencies at each rating level. UG
Intecrity unrated
Interpersonal Relationships unrated

Dependability
Demonstration of consistency in attendance and quality of work,

Rating by Mabeline Manager:

Rating by Cal Abbok
Eating: unrated

Bating: |jnr5tag

-

Comments by Cal Abbott: @’writing assistant.. guspellcheck.. =Jlegal scan...

Ll

The Legal Scan can be used to identify words or phrases that might be inappropriate

and unnecessary. It does not prevent the employee from using the words or phrases.

Any professional development goals entered on the Professional Development Goal Plan will be included at the bottom
of the PE form. There are no rating fields for these goals as they are not included in the overall PE score.

Professional Development/Other Goals C]

Remove Goal ]
Professional Development:

Results Motes:

wiotk harder!

Status: Start: Due: Complete: These records can be removed from the PE form.
Camplete 01012013 1203172013 0.0%

Comments by Cal Abbott;

4k
1)

airspellcheck... =Flegal scan...

-
-

|| The PE form can be saved at any time by clicking on the Save button at the top of the screen.

[Save and Cluse] The PE form can also be saved and closed to allow for multiple work sessions. To do this, click on
the Save and Close button at the bottom of the screen.

The employee sends the PE form to their manager by clicking on the Send to Manager button

which is at the top and bottom of the PE form. After the Legal Scan, there is a second

confirmation step that must be completed before the form is sent to the manager.

[E'l’* Send to Manager]
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UK Online PE System — Managing the PE Process for Campus Supervisors

Completing the PE Process - Step Two: Manager Review

After the employee sends the PE form to the manager, it is now time for the manager to input their ratings and
comments related to the employee’s performance.

Major Job Responsibilities

Inthis section employee will selfrate and managers will rate the employee's performance ofthe MJRs. Updates to the job standards can he made in this
section. MJR and Essential Function updates cannot be made here - those updates must be made in the Position Description System.

Goal: UK

Major Job
m‘;ﬁ’e‘ﬁ'ggg Employee fields are now viewable by the manager.
campliance with
Sarbanes-Oxley
At data-related make any changes to what the employee entered.
regulations by
(date)

Essential Function : create action plan These fields are locked and the manager cannot

Job Standard ;
S0x compliance rate

Weight : 20.0% start: 010172013 12319013

Rating by Mabeline Manager: Rating by Cal Abbott:
Manager Rating: |jprated - Rating: 2.0 - Meets Expectations
Mabeline Manager's Comments: Subjects Comments:

aizpellcheck.. =Jlegal scan...

Caninclude additional comments to support selfrating.

1)

The manager fields are now open for input. The information entered in these fields will not be visible to the
employee until the form is sent to the employee for signature.

Core Competencies

Core competencies are skills, areas of knowledge, or abilities all employees need to be successful at the University of Kentucky. Click on the Writing
Assistant link for examples of behaviors exemplifying the core competencies. The mananer needs to provide supporting comments for the rating.

Section Summary

Diependahility The Core Competencies need to be rated and part of the PE unrated
Diversity and Inclusian conversation even though they are not included in the overall unrated
Inative PE rating, with the exception of UK HealthCare Leadership. unrated
Integrity unrated
Interpersonal Relationships unrated

Dependability

Demonstration of consistency in attendance and guality of wark,
Rating by Mabeline Manager: Rating by Cal Abbott:
Ratinag: unrated Bating: |jqratad -

Comments by Cal Abbott: @'writing assistant.. giospell check.. =Jlegal scan...

-
i
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UK Online PE System — Managing the PE Process for Campus Supervisors

Completing the PE Process - Step Two: Manager Review, continued

The Methods of Evaluation section allows you to document how you gathered information used for the employee’s
rating and performance feedback. You can select all methods that apply.

Methods of BEvaluation

Flease select from the following Methods of Evaluation that will be used in evaluating the employee's perfarmance. Additional methods of evaluation
andfor additional explanations of those methods may he added if necessary.

Superdsory Chservation - Supervisor evaluates the emplovee's performance by direct observation of work

Third Party Feedbhack - Supervisor evaluates the employee's performance by in part hased on relevant feedback from outside customers, vendors, ar
others

Feer Feedback - Supervisor evaluates the employea's performance in part based on relevant feedback from the employee's peers
Spot Checks - Supervisor evaluates the employvee's performance in part based on random spot checks of work

Sampling Statistics - Supervisar evaluates the employee's performance in part based an sample's ofthe employee's work or statistical data that
indicates the employee's level of wark of demostrated competence

FProject Results - Supervisor evaluates the employvee's perfarmance in part hased on actual results of projects or assignments the employee has
managed or paricipated in

Self Repaort- Supervizor evaluates the employee's performance in part based on the employee's own evaluation of hisfher wark

Other

Professional Development/Other Goals

Remove Goal ]

Professional Development: Results Notes:
wotk hardetl

Status: Start: Due: Complete:
"™ . 01012013 12/31/2013 0.0% development goals that appear on the employee’s PE form.

The manager can also add comments to any professional

Comments by Mabeline Manager: =Jlegal scan...

-
-

ey "
Ratings for each MJR and Caore Competency are listed here. The overall rating is calculated from the MJR scores. The Core Competency ratings are not

calculated into the overall rating. Professional Development goal results are also included but not rated. Overall comments on the employee's
performance can be entered in this section.

dispell check. ..

Calculated Form Overall Rating 2.4 / 4.0

Rating

24140

2.0 - Meets Expectations

Major Jobh Responsibilities
Achieve 100% compliance with Sarbhanes-

The overall PE rating won’t be
calculated until the PE form is saved.

Click on the Save button at the top
of the screen to calculate the PE rating

and reveal the individual MJR ratings.
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UK Online PE System — Managing the PE Process for Campus Supervisors

Completing the PE Process - Step Two: Manager Review — continued

Cverall Comments
Comments by Mabheline Manager: aispellcheck... =Flegal scan...

1 ;

] [Sa\re and Cluse” Close Without Saving][ o [5et Feedhack”l:x Zend to 1:1 Meeting

) —

Completing the PE Process - Step Three: 1:1 Meeting

The PE form is parked at the 1:1 Meeting step until the face-to-face meeting between the manager and employee has
occurred. While the form is in this step:

o Upper-level management can review PE forms for employees in their direct reporting line

e Employees cannot view any ratings or comments entered by their manager

e The manager can use the Online PE System to display the PE form, or print a hard copy for use during the face-
to-face meeting

e Managers can make edits to their fields on the PE form based on information gained during the face-to-face
meeting with the employee

After the face-to-face meeting has occurred and any edits made, the manager
will send the PE form to the employee for signature using the Send to Employee
for Signature button. This button can be found at the top and bottom of the PE
form.

=+ Send to Employee far Sighature
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UK Online PE System — Managing the PE Process for Campus Supervisors

Completing the PE Process - Step Four: Employee Signature

In this step, the employee can view the completed PE form, seeing the manager’s ratings and comments, methods of
evaluation, and the overall PE rating. These fields are now locked and no changes can be made.

Goal: UK

Major Joh

Responsibility :

Achieve 100%

compliance with Essential Function : create action plan
Sarbanes-Oxlay Act

data-related

regqulations by {date)

Job Standard : 30X compliance rate

b . Due : Complete ; Status :
Weight:: 20.0% Start: 01/01/2013 1232013 1000% [
Rating by Mabeline Manager: Rating by Cal Abbott:

Manaqger Rating: 2.0 - Meets Expectations Rating: 2.0 - Meets Expectations

Mabeline Manager's Comiments: Subjects Comments:

Explain rating. Provide examples of employee's performance to suppart Caninclude additional comments to support self-rating.

wour rating.

Methods of Evaluation

FPlease select from the following Methods of Evaluation that will be used in evaluating the emplovee's performance. Additional methods of evaluation
andior additional explanations of those methods may be added if necessany.

Superisory Observation - Supenisar evaluates the emplovee's performance by direct observation of work

Third Party Feedback - Supervisor evaluates the employee's performance by in part based on relevant feedback from outside custarmers, vendors, ar
others

Feer Feedhack - Supervisor evaluates the employee's performance in part based on relevant feedback from the employee's peers
Spot Checks - Supervisor evaluates the employee's performance in part based on random spot checks of work

Sampling Statistics - Supervisar evaluates the employee's performance in part based on sample's ofthe employee's work or statistical data that
indicates the employvee's level of work of demostrated competence

Project Results - Supervisor evaluates the employee's performance in part based on actual results of projects or assignments the employee has
managed or paticipated in

Self Report - Supervisor evaluates the employee's performance in part based on the employee's own evaluation of hisfher wark
Cther

oo ________ "
Ratings for each MJR and Core Competency are listed here. The overall rating is calculated from the MR scores. The Core Competency ratings are naot

calculated into the averall rating. Professional Development aoal results are also included hut not rated. Owerall comments on the employee's
performance can be entered in this section.

Calculated Form Cwerall Rating 2.4 /4.0

Rating
Major Jobh Responsibilities 24140
Achieve 100% compliance with Sarbanes-0xley Act data-related regulations by (dated 2.0- Meets Expectations
HR Training & Development Page 12 of 14
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UK Online PE System — Managing the PE Process for Campus Supervisors

Completing the PE Process - Step Four: Employee Signature — continued

The employee can view the overall

Cwarall Comments

Comments by Mabeline Manager: comments entered by the manager.
Add summary of employee's performance.

The electronic signature belows represent vour acknowledgement of this farm, The emp|0yee'S Signature acknowledges the
one-to-one conversation has taken place and

Employee:
Cal Abbott the PE form has been reviewed. The signature
Manager. does not necessarily mean the employee agrees
Mabeline Manager :
f with the content of the PE form.

Section Comments:
Comments by Cal Abbott:

ailspell check...  <Flegal scan...

FY
-

Save and Clcuse” Close Without S:aving] l@’ Sign”@' Fabeline Manager

The employee has the opportunity to add
Click on the Sign button to electronically sign

final comments of their own.

the PE form and send it to the manager.

Completing the PE Process - Step Five: Manager Signature

Cyerall Comments

Comments by Mabeline Manager:
Add sumimary of employee's performance.

The electronic signature belows representyour acknowledgement afthis farm. | F00S e izl el e e e eelaplgeleipiis =lelel =)
by the employee during the previous step.

Employee: Cal Abbol TI272013

Cal Abbott

Manager;

Maheline Manager

Section Camments:
Comments by Cal Abbott: Click on the Sign button to electronically sign

Employee can now add additional comments
Comments by Mabeline Manager: the PE form to complete the process.

Save and Clnse” Close Without Sa\fing] l@’ Cal Ahhott”@' Sign]

The manager can now add their

final comments before signing.
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UK Online PE System — Managing the PE Process for Campus Supervisors

Viewing Completed PE Forms and Completion Status

To view completed
PE forms,

go to your
Performance page,
click on the
Completed section,

e C(Click on the

My Forms

L
[ ttems per page: 10 = Showing 1-7 of 7

Completed | Create New Folder | Move to Folder; Select Folder ~ | Move

e sy ptions

[¥] Farm Titte [¥] Ernployee [¥] Form Start Date (V] Form End Date [¥] Form Due Date V] Completed On

Un-Filed

Iink in the ﬁ 72013 University Performance Evaluation for ©al Cal Abbott 0150172013 1203152013
Form Title Adbol
column to
view
completed PE
forms
To get a quick visual
of your team’s My Forms
completion data, click
on the Form Status [F e ———
link O e
el
% Form Status
Agaregate
Individual
« Form Status
. Due Date
section: Employee People #of Forms Employee Self Evaluation Manager Review  1:1Meeting  Employee Signature  Manager Signature
Aggregate = Frank Manager 1 1 (11— (11— 0%C—1  0%C— (11—
. Calloway Dixon 1 1 100% D 100% D 100% D 100% 100% D
view Calmon Ebert 1 1 100% E—— 100% E—— 100% . 0% 1 [k —
Calamity Forrest 1 1 100% I 100% I 100% I 100% 100% I
Calfred Gardner 1 1 100% 100% 100% D 100% 100%
Direct Reports 4 4 100% 100% 100% N 78% [ 1 k<)) —
Team Total 4 4 100% 100% 100% N 7A% [ 1 k<)) —
e Form Status
. Employee Self - ) - Employee Manager
section: Evaluation (AR ] (B0 LA Signature Signature
o e Employee Empl M M Empl Manager Due Other
Individual A\ NiA
. = Frank Manager - 080142013
view
) v "4 "4 "4 "4 @ iR
Calloway Dixon 0711812013
[ [ [ &) R
EalinnERET D8/01/2013
) L4 L4 v v v iR
Calamity Forrest 0741812013
Calfred Gardner = = = = = 0701812013 A

Legend: «"Completed (gCompleted Form /8 Reguires Your Attention [ Enroute

HR Training & Development

As of 11/01/2014

Page 14 of 14




