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By the end of this
course you will

m Know how organizational goals relate
to the Performance Management
Process

m Understand your role as an employee

B Understand your role as an evaluator,
if you have direct reports

B Learn how to use PeopleSoft to create
individual goals and how to collaborate
with your manager
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INTRODUCTION

Welcome to the NYC Health and Hospitals
Group 11 Performance Management course,
Part One.

This course is designed for all non-unionized
Group 11 employees and will focus on the
Create and Collaborate phases of the
Performance Management Process.

Click on the PDF icon to download a copy of this
training.

Click on “CC” button to view the closed captions.

By the end of this course, you'll know how our
organizational goals relate to the Performance
Management Process.

e Understand your role as a non-unionized
Group 11 employee

e Understand your role as an evaluator, if you
have direct reports

e Learn how to use PeopleSoft to create
individual goals

¢ And how to collaborate with your manager.

ALIGNING SYSTEM GOALS

Let’s start by taking a closer look at our system’s
goals.
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Qualitative Goals | Qu: oals
U Quantitative Goals are the

Qualitative Goals reflect operational steps to
our mission statement achieve our system'’s yearly
strategic plan

Scorecards

SYSTEM SCORECARD FY 2018- OCTOBER
rrrrrrrr

Financia:

10 FTE per adjusted eccupied bed (acute) e Monthiy 60 100%

11 FTE por adiusted occupied bed (pos tacute) svp PAC Monthiy 145 100%
12 % of M+ members assigned to H+H BCP Monthiy 50% A00%

13 Total AR days (exciuding in-house) cFo Wonthiy 45 -100%

Qualitative Goals | Qu: s
N Quantitative Goals are the

Qualitative Goals reflect operational steps to
our mission statement achieve our system’s yearly
strategic plan

A .
Financial

Patients Staff

Relationship of Organization Goals to Performance
Management Process

NYC Health + Hospitals System Goals

Business Unit / Facility Goals
Department Goals

Employee Goals

Managers should meet with
3. their staff and each employee
. \\; to share the yearly
departmental goals.

Example of an Individual Goal: m
=

Decrease no show rates by 10% improving g{

outreach & appointment confirmations by the

second quarter through reminder calls, follow up

outreach & tracking patient no show rates after o

implementation of a patient follow up training —

program.

Patient Experience - System Goal Adult Medicine Practice Supervisor

Reduce Ambulatory Care No Shows Rates - Business Unit Goal
Reduce Adult Medicine Practice’s No Shows - Department Goal

Supervisor conducts patient follow up training - Individual Goal

Our systems goals can be broken down into
qualitative goals that are reflected in our mission
statement and quantitative goals that are the
operational steps to achieve our system’s yearly
strategic plan.

Quantitative goals are tracked on our system’s
score cards and are modified from year to year
based on the updated strategic plan.

As a safety net healthcare system, the system’s
strategic plan is centered on our patients, our
staff, and our financial sustainability.

With this understanding of our system’s goals,
let's take a closer look on how these goals relate
to the performance management process.

Each employee’s goals should be aligned to the
department, business unit, facility, and system-
wide goals.

Here’s a tip. Managers should meet with their
staff and each employee to share the yearly
departmental goals.

Here is an example. An Adult Medicine Practice
supervisor has an individual goal to decrease no
show rates by 10%, by improving outreach and
appointment confirmations by the second
quarter through reminder calls, follow up
outreach and tracking patient no show rates
after implementation of the training program.

Let’s break it down. The individual goal is to
conduct patient follow-up training. This goal
relates to the department goal to reduce the
Adult Medicine Practice’s no show rate.

The department goal supports the Ambulatory
Care goal to reduce no shows. Ultimately, this
individual goal supports the patient experience
system goal.
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High Level Performance Management

Process Overview

® Create a coaching culture
m Develop employees
® Build a pIDellne for succession

Focused on:

W Provide real-time feedback
Create

- planning

Documented using:

m PeopleSoft HR

(] En||: oy e ..»e-l{ Service (ESS)

® Manager Self-Service (MSS)

Benefits include:

m Set individual development goals
B Paperless

Designed to:
m eSignatures

=-m mm =S -

Performance Management Process

1. Create

Employee:
W Creates Individual Goals
® Enters this information in ESS

Performance Management Process

2. Collaborate
1. Create
| L |

Employee:

B Update Individual Goals

B Discuss Individual Development
Plan & Career Aspirations

B Core & Managerial Competencies

B Upload supporting documents

Employee & Manager:
B Meet to discuss and update
regularly

THE PERFORMANCE MANAGEMENT
PROCESS

Here is a high level performance management
process overview, including Create, Collaborate,
Complete and Acknowledge.

This is an ongoing process that restarts at the
beginning of each year.

These activities focus on real-time feedback and
help set individual development goals. Also,
these activities are designed to create a
coaching culture, develop employees, and build
a pipeline for succession planning.

NYC Health and Hospitals uses PeopleSoft HR
as our system of record to track the
Performance Management Process. Within
PeopleSoft, Employee Self-Service and
Manager Self-Service provides access to
performance documents.

The benefits are that the system is paperless
and uses online eSignatures.

In the Create phase, the employee creates their
individual goals In Employee Self-Service.

In the Collaborate phase, the employee updates
their performance document to discuss with their
manager regularly.
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Performance Management Process
3. Complete

Employee:

B Makes final edits to Individual Goals
B Evaluates their performance

W Submits their performance document

1. Create

S ..
'@

Manager:

B Reviews employee’s achievements
& self-evaluation

m Evaluates employee

B Meets with employee to discuss

B Finalizes the performance
evaluation

Performance Management Process
4. Acknowledge

Employee:

B Receives an email with a link to
acknowledge their performance
evaluation

1. Create

e. _.
. 2

Manager:

B Receives an email confirming the
employee's acknowledgement

W View the performance document in
Manager Self-Service with
employee comments

Create - Individual Goals

In Employee Self Service

B Enter individual goals for
each business goal
B Option to enter more than

one goal per business
goal

Create - Individual Goals

Tip:

# of Individual Goals = # of Business Goals

In the Complete phase, the employee makes
their final edits to their performance document,
evaluates their performance on their individual
goals, then submits the performance document
to their manager.

The manager reviews the employee’s
achievements and self-evaluation, evaluates the
employee, meets with the employee to discuss,
and then finalizes the performance evaluation.

In the Acknowledge phase, the employee
receives an email with a link to acknowledge
their performance evaluation.

Once the employee has acknowledge their
performance evaluation, their manager receives
an email with a link to view the employee’s
acknowledgement and comments in Manager
Self-Service.

CREATE PHASE: ENTERING INDIVIDUAL
GOALS

Let’s take a closer look at the employee’s role in
the Create phase.

You will start by entering your individual goals
for each business goal in Employee Self-
Service. You may enter more than one goal
within each business goal.

Here’s a tip. Make sure that the number of
individual goals equals the number of business
goals.
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Best practice:
Make each Individual Goal

B

Best practice:
Make each Individual Goal

( Acmevable

Click on the SMART document to view a list >
of questions when writing smart goals. SMART

Eelevan!

.

Create - SMART Goal Example

Financial Individual Goal

Reduce Left Without Being Seen (LWBS) by 5%
by developing a new intake process to improve
door-to-provider time, to improve patient safety
over the next 12 months.

Associate Director in the
Emergency Department

1

Employee Self-Service

Demonstration

Entering Individual Goals

CREATE PHASE: SMART GOALS

It is a best practice to make each individual goal
a smart goal.

Smart is a mnemonic where S is for specific, M
is for measurable, A is for achievable, R is for
relevant, and T is for time-based.

Click on the document icon to view a list of
guestions that you can ask yourself when you
are writing smart goals.

Here is an example of a SMART Goal for an
Associate Director in the Emergency
Department that is aligned to the system’s
financial goal.

The financial goal is to reduce the Left Without
Being Seen rate by 5% by developing a new
intake process to improve door-to-provider time,
to improve patient safety over the next 12
months.

DEMONSTRATION: ENTERING INDIVIDUAL
GOALS

Let's take a moment to see a demonstration on
how to enter your individual goals in Employee
Self-Service.
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EMPLOYEE ACCESSING PERFORMANCE
Heae | DOCUMENTS

From the NYC Health and Hospitals Insider,
scroll down to the bottom of the page.

fes Care
ent Community

i
m Health Cente
q i
f Tere
Don't Let an Online Grinch Ruin Your & s W
.

'=‘ e PR

= A Under App Links in the center of the blue box,
— click on the Employee Self-Service link.

[ ups/bncin
:

On the Employee Self-Service page, click on the
Employee Self Service icon.

o T
Welcome to Employee Self Service -
i Keep
=

Click Here
to access
Employee Self
Service (ESS)

in PeopleSoft

[ httpy//hrms.nychhc.org/psp/hiprd?amd =login |Serviee is desianad to helo you awcess 2 weakth of information on
L e e e o

T ——— Enter you user ID and password.

HOSPITALS

smithjs
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Personal Details

o

Performance

8 current Dacuments

&
&

HEALTH+
HOSPITALS

PEOPLESOFT HR

'~ Employee Self Service

Talent Profile

«

Wallness & Safety

< Employee Self Service

Ast Dir. Hosp

My Performance Document

Other's Performance Document

JANE SMITH o]

Upload Supperting Documents

oo — Ky

Performance )]

My Performance Document

Document Type Documane Sraus.  Evriot Begin/Period Hext Dus
07012017

NYC H+H Performance Documents Evaluation in Progress 063072018 >
06/30/2018
07/01/2016

NYC H+H Performance Documents. Auto-Closed >
06/30/2017

< Performance

Performance Process
Steps and Tasks
JANE SMITH

NYG HeH Performance Documents
oT012017

- 08302018

Review Manager Evaluation
Due O 0830201

Ovenview

Performance Process

NYC H#H Performance Documents
Self-Evaluation - Update and Complete
JANE SMITH

Save | | [ Compiete

EGPrint | 1 Nobty
Job Title Ast Dir. Hosp

Document Type NYC HeH Periormance Documents
Tempiate

)
_4

Employee Data

Status Evaluation in Progress

-/ Expana All | (v) Cotiapse A8 | > Expana Secton | [ Caloulate Al Ratings
Section 1 - Instruction

Section 2 - Business and Individual Goals

Section 3 - Individual Development Plan (IDP)

Section 4 - Career Aspirations

Section § - Core Competencies

Section 6
<

Managerial Gompetencies

-

Click the Sign In button.

Click on the Performance box.

Click on the current year performance
document.

Click the Collapse button to hide the Steps and
Tasks.
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< Performance Performance Process &

' NYC H*H Performance Documents o) 1| eompay) o

Self-Evaluation - Update and Complete &rom | 1 Nomy

JANE SMITH
Job Title Ast Dir. Hosp Manager Maria Melendez
Templste Document 10
- Status. Evahuabon n Fogeess D Dt 005
Employee Data
« Expana Al | v Comapse Al | [ ExpanaSeenon | [T Calcuiate Al Ratngs

Section 1 - Instruction
If you have direct reports, either
Group 11 non-unionized employees
or Group 12 unionized employees,
there is an additional section called

Section 2 - Business and Individual Goals.
Section 3 - Individual Development Plan (IDP)

Section 4 - Career Aspirations

Sore Competencies

Section 6 - Managerial Competencies  <@ummmm | Managerial Competencies. “

>
< Performance Performance Process ® = ©®
" NYC H#H Performance Documents Save | | [Compes | |

Self-Evaluation - Update and Complete &Print | &7 Noty

= Expand Al | (v Colapse All | [» Expand Section | [ Calculate All Ratings

ind Individual Goals

Section 3 - Individual Development Plan (IDP)

Career Aspirations

Section §

Core Competencies
Section 6 - Managerial Competencies
Section 7 - Overall Summary

Attachments

Fiie Name Descrpnon Attcnment Ausience Last Update DaterTime ur

Access_to_Care_Project_Plan_-_Jane_Sman dss DSRIP Disbetes educabon progr  Employee and Manager  01/302018 5:5606PM M

B Add Attachment

< >

< Performance Performance Process w

NYC H+H Performance Documents Save | | [ Compiete | A

Self-Evaluation - Update and Complete &Print | &7 Notty

+ Expand All | ¥ Colapse Al | [ Expand Section | [ Caicuiate Al Ratngs

§#¥iSection 1 - Instruction

- Expand | » Collapse

INSTRUCTIONS

Section 2 - Business and Individual Goals
Sectian 3 - Individual Development Plan (IDP)
Section 4 - Career Aspirations

Sect

Core Competencies
Section 6 - Managerial Gompetencies
Section 7 - Overall Summary
Atiachments
File Name Description

Atiachment Audience Las Update Date/Time ™

< >

Note the number of sections on your
performance document vary.

If you have direct reports, either Group 11 non-
unionized employees or Group 12 unionized
employees, there is an additional section call
Managerial Competencies.

Scroll down to continue.

Expand Section 1.

Expand the Instructions section.
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. R =0} After reviewing the instructions, Collapse
g\;lcfjgi;r:;:g: E::;Zee::dComplete | SeCt|0n 1.

Al | (v Cotapse Al | [» Expana Section | [ Calcuiate Al Ratngs

Section 1 - Instruction
Mapee

GENERAL INSTRUCTIONS

FINSTRUCTIONS.

i 2y We will be using Access to Care as our example
3 throughout this training.

NYC H+H Performance Documents
Self-Evaluation - Update and Complete
o s | (57 Lom e | [ CAfein s |

=** For this demonstration, we will be using Access to Care, as our example throughout this training.

Expand Section 2 to view the Business and
Individual Goals section.

Expand the Access to Care business goal.
In the Goals, Metrics, and Achievements box,
enter your related individual goals.

You repeat the same process for each business
goal.

Click the Save button to update the performance
document.

If you click the Complete
button and you want to go
back and make changes,
contact your local HR
deparment to speak with
your Facility Performance
Manager.

If you click the Complete button and you want to
go back and make changes, you may contact
your local facility Human Resources department
to speak with Facility Performance Manager to
make your performance document available for
w81 ulsEaw ok editing.

ication program Q1 with 3 goal 1o reduce urgent care
at the Kings County Diabetess Ambulatory Care
Al ] i ]

ndividual Goals

This completes the

This completes the demonstration of entering
your individual goals.

To view this demonstration again, click the
Replay button or click the Next Arrow to
continue.

Collaborate COLLABORATE PHASE: PARTNERSHIP
BETWEEN EMPLOYEE AND MANAGER

Performance Management Process

The next phase in the performance

e management process is the Collaborate phase.

Partnership

| L Jé
bet d . .
cocore A This phase represents the partnership between
4

. * you and your manager.
Complete
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Collaborate - PeopleSoft

PeopleSoft ’
facilitates 4
collaboration g

Collaborate - PeopleSoft

Employee Self-Service Manager Self-Service
Update Update

09" = Individual Goals = Enter notes
= Individual Development = Upload supporting

Plan documentation
f- = Career Aspirations
= Upload supporting
documentation

Collaborate - Throughout the Year

Employee

B Meet with your manager regularly

B Discuss your individual goals,
accomplishments, & individual
development plan

Collaborate - Throughout the Year

Manager

H Provide employee feedback on their
individual goals, accomplishments,
& Individual Development Plan

B Enter their notes on their version of
your performance document

10

PeopleSoft facilitates collaboration with a unique
feature that allows both you and your manager
to enter information in Employee Self-Service
and Manager Self-Service throughout the year.

Both you and your manager have your own copy
of your performance document.

You can make updates to your individual goals,
your individual development plan, your career
aspirations, and upload supporting
documentation.

Your manager may enter notes and upload
supporting documentation.

Throughout the year you can collaborate with
your manager by meeting with your manager
regularly to confirm that your individual goals are
in alignment with the department’s goals as well
as update your individual goals based on
changes in work assignments and update your
accomplishments.

Take time to discuss your individual
development plan as you get more information
on developmental opportunities that become
available to you.

Your manager is responsible to provide their
feedback on your individual goals,
accomplishments, and individual development
plan.

Your manager may also keep electronic notes
on their version of your performance document.
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Demonstration
Employee Updating
Their Performance Document

Performance Process

< Performance

NYC H+H Performance Documents
1 - Update and Complets

Employee Data

© You nave successtully saved your evaluzton

Employee Self-Service

#
Save | | [ Compiete |

EPrin | £ Moty

= Expand Al |+ Colapse All | [» Expand Section | [F] Calcuiate Al Rabngs

1 Instruction

Business and Indvidual Goals
Section 3 - Individual Development Plan (IDP)
Section 4 - Career Aspirations
Section 5 - Core Competencies
» Section 6 - Managenal Competencies
» Section 7 - Overall Summary

[F]  asa atacnment

<

Performance Process

< Performance

NYC H+H Performance Documents
1 - Update and Complets

Employee Data

© You nave successtully saved your evaluzton

#
Save | | [ Compiete |

EPrin | £ Moty

= Expand Al |+ Colapse All | [» Expand Section | [F] Calcuiate Al Rabngs

» Section 1 - Instruction

Section 2 - Business and Indnidual Goals
and | '+ Collapse

> Quality Improvement & Outcomes

} PatientEmployee Experience

F Accoss to Care

sponsibility

} Culture Change & Responsiveness

Business and Individual Goals

Performance Process

< Performance

NYC H+H Performance Documents
1 - Update and Complets

» Employee Data

© You nave successtully saved your evaluzton

#

Save

=@

| [Compiete | |

EPrin | £ Moty

= Expand Al |+ Colapse All | [» Expand Section | [F] Calcuiate Al Rabngs

» Section 1 - Instruction
~ Section 2 - Business and Individual Goals
< Exgand | v Collapse
 Quality Improvement & Outcomes
b PatientEmployee Experience
[#iAccess to Care
Description: To Improve tcess 1o care Senices, appointment avalanilty to meet €ommUnLy Reeds for prmary CAre, an UIGEN! Care leveraging
technoiogy reconfiguring chnical services 1o mest communily neecs.

Oemenss Bpoctatons O moets Expoctatons. O nisoas improvement

11

DEMONSTRATION: EMPLOYEE UPDATES
PERFORMANCE DOCUMENT

In Employee Self-Service, we’ll see a
demonstration of an employee updating their
performance document.

Expand Section 2 - Business and Individual
Goals to update your individual goals.

Expand the Access to Care business goal.

Scroll down.
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Performance Process

NYC H+H Performance Dx Save | | [ Complete

Self-Evaluation

Jocuments
pdate and Complete

Font -|[ses -|[B I u|lE = A- B-

chie

Partner with DSRIP to launch 2 community diabetes education program Q1 with  goal fo reduce urgent care
visits by 5% due to uncontrolled sugar levels of patisnts at the Kings County Diabetess Ambulatory Care

Performance Process

NYC H+H Performance Documents
Self-Evaluation - Update and Complete

avaitabilty to meet community needs for prmary care, and ugent care leveraging

. This completes the demonstration.

el - Font <|[sze -|[B & ullE= = A- B-

Partner with DSRIP ta launch 3 commurity diabetes education program Q1 with 2 goal to reduce urgent
car visits by 5% due to uncontrolled sugar levels of patients at the Kings County Disbstess Ambulstory

Care Practice.

Expanding this program 1o 6 neighbarhood clinies by Q4

N ’ Manager Self-Service

5
- « Demonstration

A Manager Enter Notes in MSS
If they have direct reports

HEALTH+
HOSPITALS

| PEOPLESOFT HR

User 1D

12

In the Goals, Metrics, and Achievements text
box, make any edits to your individual goals.

Click the Save button to update the performance
document.

This completes the demonstration of updating
your performance document.

To view this demonstration again, click the
Replay button or click the Next Arrow to
continue.

DEMONSTRATION: MANAGER ENTERS
NOTES IN MSS

Now we will see a demonstration of a manager

entering notes for a Group 11 non-unionized
employee in Manager Self-Service.

MANAGER ACCESSING EMPLOYEE'S
PERFORMANCE DOCUMENT

In Employee Self-Service, enter your user ID
and your password.

Click the Sign In button.
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Wanager Self Service

Employee Self Service

-
(&)

2 Evaluation Requests

Weliness & Safety

Manager Dashboard
ik

Open Jobs

You have: 1o Alerts ight now.

~ Manager Self Service

Manager Dashboard

5; Dirsct Line Reports

S o~ | |Dire
Direct Reports’ Perf Documents 2 av
Nan
1sws ||
On Schedule  Employee Period End Date Summary | oo Deais | Contact | BRI
Name
> Pierre Beausoleil 06302018 e
e Pierre Beausolel
Tonya Fhilips sen0z018 Tonya Prillps
E JANE SMITH Cr | Jane Smith
T i G i
Headcount Analycs
< >

< Manager Dashboard

Performance Process

Performance Process °
Staps and Tasks e e
JANE SMITH

NYG HeH Performance Documents

07012017 - 08302018 Overview

Self

“ | NYC H*H Performance Documents
~  Start Document

Select tne Stan BUNoA 10 Begin The evaluation process.

13

Click on the drop down to switch from Employee
Self-Service to Manager Self-Service.

Click on the Manager Dashboard.

Select the employee in which you would like to
add some notes.

Click the Update and Share link.
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< Manager Dashboard

Performance Process o[
Stops and Tasks T
JANE SMITH

NYC H+H Performance Decuments

01012017 06/302018 Overview

Review Self Evaluation

Somplete Manager Evanuation
DusDate 063020

Jpaste ana Snare

Performance Process

NYC H+H Performance Documents
Manager Evaluation - Update and Share
JANE SMITH

&ront |

Job Title Ast Dir. Hosp

Actions =
’ Document Type NYC HeH Performance Documents

Template
J Status Svaiuation in Fro

Employee Data

Empl ID 0000000555

Department

The number of sections
vary based on whether they
supervise either Group 11
non-unionized employees
or Group 12 unionized
employees.

t 123456789

Enter ratings and commants for 3ch section in his evaluation, if 3pplicabla. At any point i e You £3n Save this evalustion

Share with Empioyes | |

g Notny | B Expon

bgress

PATIENT ACCOL

+ Expans Al | (b Collapse Ax | [ Catcuimte Al Ratngs

Section 1 - Instruction
~ Expand | (v Collapso

GENERAL INSTRUCTIONS
INSTRICTIONS

< Manager Dashboard
NYC H+H Performance Documents.

JANE SMITH

Actions~ 9

{FEmployee Data

Performance Process

Manager Evaluation - Update and Share

Job Title Ast Dir. Hosp
Document Type NYC HeH Performance Documents

Save

Pt

Enter ralings and comments for each section in this evaluation, if appicable. Al any point in time you can save this evaluation by selecting the Save bution.

| [(Share win Emoloyee | A

E1nony | ) Expon

ndez.
- 083020

~ Expand All | » Collapse All | [f] Calculate All Ratings

Section 1 - Instruction

- Bxpand | » Colagse
GENERAL INSTRUCTIONS
INSTRUCTIONS

- Expand | » Colagse
<

Section 2 - Business and Individual Goals

< Manager Dashboard

NYC HeH Performance Documents

INSTRUCTIONS

Section 2

ulture Change & Responsiveness

ss and Individual Goals

Performance Process

Manager Evaluation - Update and Share

Business and Individual Goals
4
Rating m
Manager Comments
3 ot sze B I ulfi=:= a8

Save

Grn

| [(Share win Emoloyee | A

E1notry | ) Expon

/%

< Manager Dashboard
NYC H+H Performance Documents.
INSTRUCTIONS

- Expana | » Colasse

Quality &

Patient/Employee Experience

Access to Care

Rating

Manager Comments

Section 2 - Business and Indvidual Goz

Performance Process

Manager Evaluation - Update and Share

als

O Nasas improvment

Font “|[os=e -|[B T W= = A @

Save

&

| [[Share wih Empioyee | A

EaNovy | ) Export

shared with your employee.

At the end of the year, notes will be

14

Remember the number of sections vary based
on whether they supervise either Group 11 non-
unionized employees or Group 12 unionize
employees.

To continue, click the Collapse button to hide
the Steps and Tasks.

Scroll down.

Under Section 2 - Business and Individual goals,
expand the Access to Care business goal.

In the Manager Comments box, enter your notes
on your employee’s progress on projects
throughout the year.

At the end of the year, you may edits your notes
that will be shared with your employee.
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'C H+H Performance Documents
Manager Evaluation - Update and Share
INSTRUCTIONS

contact your local HR

If you click the Share with
Bu waacoas  This completes thm et

department fo speak with your
Facility Performance Manager.

Option to add attachments to a
performance document

= 4

< Manager Dashboard Performance Process

late and Share

mmmmm

15

Click the Save button to update the performance
document.

If you click the Share with Employee button and
you want to go back and make changes, you
may contact your local facility Human
Resources department to speak with Facility
Performance Manager to make your employee’s
performance document available for editing.

This completes the demonstration of a manager
enter notes and updating their version of the
performance document.

To view this demonstration again, click the
Replay button or click the Next Arrow to
continue.

DEMONSTRATION: ATTACHING
SUPPORTING DOCUMENTS

Both you and your manager have the option to
add attachments to a performance document.

These attachments can be work samples that
demonstrate an employee’s contributions to
their role, for example a presentation, a project
plan, or a report created in Excel.

In addition, other supporting documents like
functional job descriptions, job-specific
competencies, certificates of completion, and
recognitions can be attached to the performance
document.

Click on the Add Attachment link.
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IR i e A = Click the Browse button to search for the file to
» =
e L attach
Manager Evaluation - Update and Share GFne | oy | ) Expon .
Goals, Meircs, —~
Renevements
File ®
» Section 3 - Individual Development
| Browse
LLSEETIE R L E L v - —
» Section 5 - Core Competencies
» Section 6 - Managenal Ce
» Section 7 - Overall Summary
» Section 9 - Manager Comments
1 Ass ansenment
¥ Audit History
i >
. A )
3 Go to the file location.
2 G‘@-\ J. b Libraries » Documents b My Documents b Programs b ~] 43 |[ Search Programs 2| H
=- 1 @
Documents libra
%5 Recent Places e L Amange by Folder
3 Libraries Name Date modified Type Size
&5 Documents | | performance Management 1
< Music -
&, Pictures
8 videos
& Computer [
& OSDisk ()
& central-user$ (\sd
e B ] 1
File name: = =
Cancel
5 |
= = Select the file to be attached.
)] ). = My Documents » Programs » Pertormance it eleaming =] 42 |[ search Perormance 12 2|
Organize = New foider - O @
_- Desdon Documents library Ao gt e~
% Recent Places Performance Management eLeaming
“-_;I Tibwaries Name Date modified Type Size
1%, Documents A
& Music = -
< =
55, Pictures
Videas I Access to Care Project Plan - Jane Smith 1/30/2018 5:50 PM Microsoft Excel W... 3 Kl
& Computer I
& OSDisk (C)
5 central-user$ (\sd i
RS - L 1
File name: -
Cancel
= Click the Open button.
& G@v\ J. = My Dacuments » Programs » Perfor ]  elearning > | 4 || Search Performance 1a.. 2 |
Organize = New foider - O @
_- Desdon Documents library Ao gt e~
% Recent Places _ Performance Management eLeaming
“-_;I Tibwaries Name Date modified Type Size
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B Entering your Individual Goal

Create

Collaborate

B Updating your Performance Document

B Manager entering notes and updating their
copy of your Performance Document

B Adding file attachments

***Additional eLearning modules on how to create an
Individual Development Plan & Career Aspirations.
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Click the Upload button.

You have the option to enter a file description.

Click the Save button to update the performance
document.

This completes the demonstration of attaching
files to a performance document.

To view this demonstration again, click the
Replay button or click the Next Arrow to
continue.

REVIEW
Let’s do a quick review.

You learned about the entering individual goals
in the Create phase.

You learned about updating your performance
document, saw how a manager is able to enter
notes and update their copy of your
performance document, and how to add file
attachments in the Collaborate phase.

Note that there will be additional eLearning
modules on how to create an Individual
Development Plan and Career Aspirations.
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Acknowledge
E=X. Click on PDF icon to download a copy of
/= this training.

Congratulations

< Click the EXit icon on the
player bar to register your
course completion.

Performance Management Process

B Process remains the
same for each year

B Strategic goals will be

you in PeopleSoft each
year
erformance hc.ol
or

Go to the Learning Portal

You have completed Part 1 of the Performance Management for
Managerial Employees, Create and Collaborate.

You may take a screenshot of this page for your training records.
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Now that we have reviewed the Create and
Collaborate phases of the performance
management process, keep in mind that the
process remains the same for each year.

And that the strategic goals are updated each
year as well.

Click on the PDF icon to download a copy of this
training.

For any questions about the performance
management process, email your questions to
performancemgmt@nychhc.org, or you can click
on the Learning Portal to view supporting
documents about the Performance Management
process.

Congratulations. You have completed part one
of the performance management course for
group 11 non-unionized employees, reviewing
the Create and Collaborate phases.

Continue to the next course in the series,
Performance Management Part 2, reviewing the
Complete and Acknowledge phases of the
performance management process, which can
be found under MyLearning on the PeopleSoft
ELM.

Click the Exit icon on the player bar to register
your course completion.



