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By the end of this
course you will

B Review the overall performance
management process
B Understand how:

0 An employee uses PeopleSoft to
performance document

0 Amanager evaluates an employee

1 An employee digitally acknowledges their
performance evaluation

Performance Management Process

1. Create
1. Create Employee:
. ’ B Creates Individual Goals
B Enters this information in ESS

Performance Management Process
2. Collaborate

Employee:

m Updates Individual Goals

B Discusses Individual Development
Plan & Career Aspirations

B Core & Managerial Competencies

B Uploads supporting documents

Employee & Manager:
® Meet to discuss and update on a
regular basis

INTRODUCTION

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

This course is designed for all non-unionized Group 11
employees and will focus on the complete and
acknowledge phases of the performance management
process.

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

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

By the end of this course, you will have the opportunity to
review the overall performance management process for
Group 11 non-unionized employees and understand how:

e An employee uses PeopleSoft to complete their
performance document

e A manager evaluates an employee

¢ An employee digitally acknowledges their
performance evaluation.

Review of the Performance Management
Process

Let’s start with a quick review of the Performance
Management Process.

In the Create phase, the employee creates their individual
goals in their performance document on Employee Self-
Service.

In the Collaborate phase, the employee updates their
performance document to discuss with their manager on a
regular basis.
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Performance Management Process

3. Complete
]
4. Acknowledge
| 4

Employee:
m Makes final edits to Individual Goals

’ B Evaluates themselves

1. Create
W Submits their performance document
Manager:

W Reviews employee’s achievements
& self-evaluation

B Evaluates employee

B Meets with employee to discuss

B Finalizes the performance
evaluation

3. Complete

Performance Management Process
4. Acknowledge

Employee:
, ® Receives an email with a link to

1. Create

acknowledge their performance

evaluation
4. Acknowledge

Manager:

B Receives an email confirming the
employee’s acknowledgement

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

.
[ Z

Complete

Complete

Performance Management Process

Complete
*
Acknowledge
4

m Make final edits, evaluate
yourself, & submit your
performance document

L |
B Manager reviews your
‘ self-evaluation &
cooresponding documents,
then evaluates your
performance

Complete

Complete - Update & Self-Evaluate

g
Employee Self-Service
® Make final edits and document @
J b d | Y
™ L i
P —— % A

your achievements

B Evaluate your achievements
for each individual goal

W Evaluate your performance on
core competencies and
managerial competencies

In the Complete phase, the employee makes their final
edits to their performance document, evaluates their
performance, and submits their 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.

Complete Phase: Finalizing Your
Performance Document

Let's take a closer look at the Complete phase.
In this phase, you make your final edits, evaluate yourself
and submit your performance document.

Your manager reviews your self-evaluation and
corresponding documents, then evaluates your
performance.

As an employee, you start the complete phase by making
your final edits and document your achievements in
Employee Self-Service.

Next you evaluate your achievements for each individual
goal.

Then, you evaluate your performance on our system’s
core competencies and managerial competencies, if you
have direct reports.
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Complete - Entering Your Achievements

Use the STAR Technique

@ Describe a Situation on the job

Describe the Task that needed to be
accomplished

Describe the Action that you took

Describe the Results of your actions

Complete - Achievements Example

Access to Care Business Goal

1y
1 4

Situation: Decrease in the number of deliveries by
pre-natal patients in the OB practice

Task: Improve engagement of current pre-natal patients
& establish new relationships with community providers
Action: Establish partnerships with neighborhood
clinics, ambullette services, & local community practices

(i 2 o a to create a targeted community pre-natal care-to-delivery
—— _,_:‘LT outreach proegrams
. Result: Increased awareness of pre-natal-to-delivery
Director

services and increased OB deliveries in the OB practice,

OB / GYN Practice increasing the number of deliveries by 2%

Complete - Three Tiered Rating Scale

/ Exceeds Expectations (EE)
v~ Meets Expectations (ME)
v~ Needs Improvement (NI)

A justification is needed for Exceeds Expectations
and Needs Improvement in the Comment box in the
Performance Document. It must include a description

& examples from both the employee & manager.

STAR Technique to Enter Achievements

To document your achievements, use the STAR
technique.

Start by describing the Situation.

Describe the Task that needs to be accomplished.
Describe the Action that you took.

Describe the Results of your actions.

Let's take a look at an achievement example for a Director
of an OB practice.

The business goal is about access to care.

The situation is a decrease in the number of deliveries by
pre-natal patients in the OB practice, which can lead to
reduced revenue and continuity of care for the pregnant
patient.

The task is to improve engagement of current pre-natal
patients and establish new relationships with community
providers to have their patients deliver their babies at the
OB practice.

The action taken is to improve retention of current pre-
natal patients and establish partnerships with
neighborhood clinics, ambulette services, and local
community practices to create a targeted community pre-
natal care-to-delivery outreach program.

The result is increased awareness of pre-natal-to-delivery
services and increased OB deliveries in the OB practice,
increasing the number of deliveries by 2% in the
upcoming year.

Three Tiered Rating Scale

At NYC Health and Hospitals, we are using a three tiered
rating scale: Exceeds Expectations, Meets Expectations,
or Needs Improvement.

If you or your manager selects Exceeds Expectations or
Needs Improvement, you must include a description and
examples to justify this rating.
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‘/ Exceeds Expectations (EE)

Complete - Three Tiered Rating Scale
Performance consistently exceeds
expectations in all essential areas of

b
k l S responsibility, and the quality of work

o = overall is excellent.

Complete - Three Tiered Rating Scale

e + Meets Expectations (ME)
Performance consistently meets
# expectations in all essential areas of

responsibility (at times possibly
= - exceeding expectations) and the
quality of work overall is satisfactory.

Complete - Three Tiered Rating Scale

- v~ Needs Improvement (NI)
Performance does not meet
h&. expectations in one or more essential

areas of responsibility and, as a result,
a Collaborative Achievement Plan
(CAP) will be implemented, which
includes a timeline, performance

] standards, and expectations for

i S improvement.

Complete - Unsatisfactory Performance Notice

Unsatisfactory Performance Notice

B Created when performance is below
expectations in essential area(s) of
responsibility & reasonable progress has
not been made

B And these deficiencies cannot be
corrected and/or continued employment
is not in the best interest of NYC Health
+ Hospitals

Manager Self Service

Let's look at each rating in more detail.

Exceeds Expectations is when an employee’s
performance consistently exceeds expectations in all
essential areas of responsibility, and the quality of the
work is overall excellent.

Meets Expectations is when an employee’s performance
consistently meets expectations in all essential areas of
responsibility (at times possibly exceeding expectations),
and the quality of work overall is satisfactory.

Needs Improvement - Collaborative
Achievement Plan, and Unsatisfactory
Performance Notice

Needs Improvement is when an employee’s performance
does not meet expectations in one or more essential
areas of responsibility and, as a result, a Collaborative
Achievement Plan, also known as a CAP, will be
implemented.

A CAP includes a timeline, performance standards, and
expectations for improvement.

Go to MyLearning in the PeopleSoft ELM to take a course
in the Performance Management series that will
demonstrate the process in more detail.

When performance is below expectations in essential
area(s) of responsibility and reasonable progress has not
been made and these deficiencies cannot be corrected
and/or continued employment is not in the best interest of
NYC Health and Hospitals, an Unsatisfactory
Performance Notice (UPN) is created in Manager Self-
Service.

Go to MyLearning in the PeopleSoft ELM to take a course
in the Performance Management series that will
demonstrate the process in more detail.
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Employee Demonstrations
[ In Employee Self-Service, we will see a series of

demonstrations, including updating achievements for
business and individual goals, self-evaluating business

Demonstrations
Employee Self-Service
and individual goals, and competencies.

B Updating Business & Individual Goals
B Self-evaluating Core Competencies
B Self-evaluating Managerial Competencies

Complete - Employee Demonstration Demonstration: Updating Employee’s
Performance Document

First, let's start with updating the business and individual
goals, documenting achievements, and self-evaluation.

Demonstration
U pd atl n g Employee Self-Service

B Business and Individual Goals

B Achievements

B Self-evaluation

For a refresher on how to access your performance

document, go to the Learning Portal and watch the
Navigating to Your Performance Document in Employee

Performance Process
| save | | [Compiets | A
Grent | = oty

i NYC H+H Performance Documents

Self-Evaluation - Update and Complete

Ast Dir. Hosp Manager Mana Melendez
i oo Self-Service video.

JANE SMITH
Job Title
NYC 4.1 Perrommance Doeuments

Document Type

For a refresher on how to access your
performance document, click here to
go to the Learning Portal and watch
the Navigating to your Performance
Document in Employee Self-Service

video.
SECRAISSIESRIEEES ® To make your edits to your individual goals and document
e ' mg;i :,m - your achievements, expand Section 2 - Business and
Individual Goals.

Self-Evaluation - Update and Complete
Manager Maria Melendez

Period 07MIRNIT - 0SANAD

JANE SMITH
Job Title Ast D Hosp
Document Type NYC HeH Performance Documents
Template Document D 328358
Status Evaluation in Progress Due Date 033012012

» Emplayee Data

© You have successtully saved your evaluation

EpanaAl | Cotapse Al | [» Expana Secton | [1] Cakuiste Al Ratngs

» Section 1 - Instruction
|[» Section 2 - Business and Individual Goals |
» Section 3 - Individual Development Plan (IDF)

>
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< Performance

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

Expana Al | s Coliapse Al

Performance Process

Jab Title As

o e
__J Status  Evalual

Employee Data

© You have successtully saved your evaluation

[ Expana Section | [ Caleulate Al Rafings

Save Compete |

ront | =3 Naary

Manager Maria Melendez
Period 07MIRNIT - 0SANAD
Document D 328
Due Date 033012012

Section 1 - Instruction

ISection 2 - Business and Individual Goals

< Expand |+ Collapse

Quality Improvement & Outcomes

Patient/Employee Experience

PR

<

< Performance

NYG HeH Performance Documents
Self-Evaluation - Update and Complete

Performance Process

Section 2 - Business and Individual Goals

~ Expand | v Collapse

Quality Improvement & Outcomes

Patient/Employee Experience

Description:: To i -
technology reconfiguring cinical

e services, appointment availabiity to meet commundy needs for prmary care, and urgent care leveraging
2% 1o meet community needs

O Eaceads Expectstions () Maets Expectstions () Needs krpeavermsnt

Rating
Goals, Metrics, and
Achievements.

sz Fom

Compists | |

@t | 7 Notity

Using Access to Care as an example

Enter your achievements for each individual goal

reea By Tomgm

<

< Performance

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

Performance Process

Section 2 - Business and Individual Goals

~ Expand | ' Collapse

Quality Improvement & Outcomes

PatientEmployee Experience

Access to Care

Description:: To im
technology recanfig

ipoointment availabilty to meet commursty needs for prmary cars, and urpent care leveraging
& o meat Communiy needs.

Goals, Metrics, and
Achievements.

Cresed By Terciae

2o« Font | sz -|B I U

Expanding this pragram to & neighbarhacd clinies by Q4
Achievements:
The Q1 launch has resulted in 4% decrease in urgent care visits and with the expansion to the §

neighborhood clinics, our clinie’s outreach pragram has increase pabent diabetes management by 2% in Q3
804

Compiete | |

ront | =3 Naary

v

< Performance

Performance Process

NYG HeH Performance Documents
Self-Evaluation - Update and Complete

Section 2 - Business and Individual Goals

Expand |+ Collapse

Quality Improvement & Outcomes

Patient/Employee Experience

Access to Care

Descriptions:: To imgrove sccess

technology reconfiguring cinical

ervices, appoiniment svalability fo mest commundy nesds for prmary care, and urgent care leveragng
meet community needs

TRiEcents Bxpecttions O bloes Expectations. O Needs krpeoverrat

Rating Exceeds Expectaons

Goals, Metrics, and
Achievements.

Crazat oy Temein

32 Fom <|[s= -i[B & ulliz = & B

wilh DSRIP 10 launch a community giabetes educalion program Q1 with 3 goal to feduce urgent
care visits by 5% due 1o uncontrolied sugar levels of patients at Kings Caunty Diabetes Ambulatory Care
Practice.

Expanding this program 10 6 neighborhoud clinics by Q4

o

e

Compists | |

Pt | 7 Notity

Scroll down.

In this demonstration, we will be using the Access to Care
business goal.

On your performance document, you can enter your
achievements for each business and individual goal.
Expand the business goal.

Under Goals, Metrics, and Achievements, enter your
achievements.

Next, you can self-rate this individual goal by selecting
either Exceeds Expectations, Meets Expectations, or
Needs Improvement.

Continue to enter your achievements and rate yourself for
each business goal.

Click the Save button to update the performance
document.
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¢ Performance Performance Process A =
»
NYC H+H Performance Documents, Sn) | hoomeieny A
Self-Evaluation - Update and Complete r—
Section 2 - Business and Indwidual Goals
< Ewmand | » Calamse
Guality Improvement & Outcomes
PatienuEmployee Experience
Access to Care
Responsibility |
Flc hange & Responsiveness
Business and Individual Goals
Eusanns Eugoctans () Mests Expactstons Hoeas maroes
Rating
Goals, Meirics, and — i
Achicvements| | 53 Font - lsze - | B I W| i = A- B ol —
v
< >

Performance Process

< Performance

NYC H+H Performance Documents
Self-Evaluation - Update and Complete et | =3 Noary
Section 2 - Business and Individual Goals

~ Expand | ' Collapse

Jueyimpoimen S OW"_ This completes the demonstration.
e

TR

T

Culture Change & Responsiveness

Business and Individual Goals

Euesds Expectations ) Mests Expectations Needs Improvement
Rating

Goals, Metrics, and| = — e
Achievements | 3% Font - sz -||B I Ui = A- B - R

Replay

< >

Compiete | |

Complete - Employee Demonstration

Employee Self-Service

Demonstration
Updating

B Self-evaluate Core Competencies

< Performance Performance Process ® = @
NYG HeH Performance Documents T
Sett EvaluationUpdate andiComplets C it

- Expand All | s Colapss Al | [ Expand Section | [[] Cakuiats Al Ratings

iF1Section 1 - Instruction
Sechon 2 - Business and Indmdual Goals:
Section 3 - Individual Development Fian (IDF) The number of sections on your

performance document vary.

Section 4 - Career Aspirations

Section 5 - Core Competencies

Section 6 - Managenial Competencies

Section 7 - Overall Summary

E  Asa Anacnment

Audit History

After you have completed updating your achievements,
scroll down to view the Business and Individual goals
section summary and click the Calculator to calculate the
rating for this section.

Click the Save button to update the performance
document.

This completes the demonstration of entering your
achievements for your business and individuals goals and
self-evaluating these business and individual goals.

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

Demonstration: Updating Core
Competencies

In this demonstration, you will see how to evaluate
yourself on the core competencies.

Remember the number of sections on your performance
document vary.
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< Performance Performance Process & = @

NYG HeH Performance Decuments. Save Complete | |

Se-Evaluation - Updste and Cormpiete 5= If you have direct reports, either Group 11 non-unionized
employees or Group 12 unionized employees, there is an
additional section call Managerial Competencies.

- Expand All | '+ Colapse Al | [ Expand Secton | [ Calculate Al Ratings

{¥}Section 1 - Instruction

Section 2 - Business and Indidual Goals. If you have direct reports, either

Secton 3. I Development Pl (0F) Group 11 non-unionized employees Now you are ready to evaluate yourself on the system’s
Section Gi 12 N & d I : . . )
e e e sy core competencies by expanding Section 5 - Core
Competencies.

6 - Managerial Competencies @mm== | Managerial Competencies.

Section 7 - Overall Summary

Career Aspirations

Competencies

E  Asa Anacnment

Audit History
< >

o aee o e = Expand each core competency one at a time to rate

“and Gompiets e yourself. Select the appropriate rating for each core
competency.

NYC H+H Perf
Self-Evalual

- Expand All | v Collapse All | [ Expand Section | [J] Calculate Al Ratings

Section 1 - Instruction
Section 2 - Business and Individual Goals.
Section 3 - Individual Development Flan (IDF)

4 - Career Aspirations

n 5 - Core Competencies

e re—

Comments |3
- Font | sze -|[B 1 ulli= = a- B ol

EEEERE RTINS 2 For each core competency, you have the option to enter

save Compiets |

NYC H+H Performance Documents.

Self-Evaluation - Update and Complete T supporting comments.

- Expand | v Collapse

Cultural Diversity

Description:: UNdSrstands, appreciatss, and FESpacts ONSrSe Cultural BaekJIOUNGS, IS3MMS bOUE and Promotes CUILFal awareness and
communications.

O Excorcts Expectotions  © Mocks Exprctations O Newds kmproveent
Rating Meets Expectations:
Comments. 15
2 Font -| sz -l[B 1 u| = = A- B- &
[ — [Err—
Customer Service
Description:: Meets and manages expectations/nesds of our MUSIEUILIA] CommUNy and workloree
>
< >

o =i EOITETEEE e 2 Scroll down to the Core Competencies summary section

NYC H+H Performance Documents.

Self-Evalugtion - Update and Complele e and click the Calculator to calculate the rating for this
section.

Cresed By Torplaie v3vaets amPm

Core Competencies

Employse Comments

2
o
o
®
~
=

i
i
I»
(>]
&5
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Performance Process

< Performance

NYC H+H Performance Documents Compieini] Ay

Self-Evaluation - Update and Complete Gt | £ Noary
RS — ouavzos sasem
Core Competencies

Eicesds Epertations ® Meets Expectations.

Rating

Goats, Metrics, and [
Acnievements | | 33 Font -l s B I U|E

Replay

Section 6 - Managerial Gompetencies

i
i
I»
B
ﬁf“

This completes the demonstration.

Section 7 - Overall Summary i

< >

Complete - Employee Demonstration

Demonstration
Updating

Employee Sell-Service

B Self-evaluate Managerial
Competencies, if you supervise
employees

Performance Process

< Performance
NYGC H+H Performance Documents Save | | [Compiete | |

Self-Evaluation - Update and Complete P ——

= Expand All | (s, Colapse All | [» Expand Section | [B] Calculats Al Ratings

Section 1 - Instruction
Section 2 - Business and Indrnadual Goals:
Section 3 - Individual Development Plan (IDF)
Section 4 - Gareer Aspirations

Section 5 - Core Competencies

- Managerial Competencies

Team Leadership

Collaboration

< Performance Performance Process a = @

NYC H+H Performance Documents Save | | Compiets  a
Self-Evaluation - Update and Complete
Team Leadership

@ Print | £ Notity

Description:: The abiy 1o s=e oneself 25 a leader of oimers, from faMMINg @ top team 1at possesses Dalanced £apaDIDes o SSiting e mission,
valuss, and norms and holding team mermbers accountathe for results indwadually and as 3 group.

)
£
@
]
~
e
i
[»
>}
an

st By Tompi awavaas zaem

Collaboration
Description:: The ability 1o wark cooperatively wilh Gihers, to be part of a team, and to work together, a3 09posed fo warking separstely or
compettively

) Excencs Expactstions () Mests Expectations () Needs brproverment

< - >

Click the Save button to update the performance
document.

This completes the demonstration of self-evaluating core
competencies.

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

Demonstration: Updating Managerial
Competencies for Supervisors

Next, let's see how to evaluate yourself on managerial
competencies if you supervise employees.

Scroll down to expand the Managerial Competencies
section.

Rate yourself on each managerial competency by
selecting the appropriate rating.

For each managerial competency, you have the option to
enter supporting comments.
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< Performance Performance Process
" NYG H+H Performance Documents P, Compliny) Ay
Self-Evaluation - Update and Complete &Gt | = Noary
i e
Scests Expeciions O Weets Excmions © Neees provemart
Rating
o a5 Fot  -|[sme -|B I wl|[z 2 A- B
Section 7 - Overall Summary
B Add Atachment v
< >
< Performance Performance Process
7 NYC HeH Performance Documents |
Self-Evaluation - Update and Complete T
s iprovemert
Rating [
o et [ 2 fn |[s= -8 I U= = & & -
This completes the demonstration.
Section 7 - Overall Summary
%] acg tacrment v
< >
Complete - Employee Demonstration
Employee Sell-Service
< Performance Performance Process a = @
e NYC H+H Performance Documents - EspRil '~
Self-Evaluation - Update and Complete P ——

Section 3 - Individual Development Plan (IDP)

Section 4 - Career Aspirations

5 - Core Competencies

6 - Managerial Competencies

I e

s, Metrics, and
Acnievements | 3% Font -is= -llB 1 wllE =

1 Goat

fii
i
>
2]

10

Scroll down to the Managerial Competencies summary
section and click the Calculator to calculate the rating for
this section.

Click the Save button to update the performance
document.

This completes the demonstration of self-evaluating
managerial competencies.

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

Demonstration: Calculating Your Overall
Self-Evaluation

In this demonstration, you will see how to calculate your
overall self-evaluation.

Each time you save your performance document, each
section summary and overall performance document
summary automatically updates your ratings for each
section.

If you have not been saving the performance document
regularly, then scroll down to the overall summary section
and click the Calculator to calculate your self-rating for the
finalized performance document.
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Performance Process

NYC H+H Performance Decuments

e
Self-Evaluation - Update and Complete 0000  gessfinany

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

ment Plan (IDP)

Section 7 - Overall Summary
This completes the demonstration.

Rating o]
nw,m 3 Font «jlsze «MB I U= ==

A- B

Complete - Performance Documents Merge

Employee Self-Service Manager Self-Service

©

~

\v/

~

Complete - Performance Documents Merge

!

Manager Self-Service

©

~

Both entries from
ESS & MSS

Complete - Employee Demonstration

Demonstration

Employee Sell-Service

B Complete Performance Document

11

Click the Save button to update the performance
document.

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 the Facility
Performance Manager to make your employee's
performance document available for editing.

This is the final demonstration in updating your
performance document at the end of the year.

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

Completing the Performance Document

When you click on the Complete button in Employee Self-
Service, you will no longer have access to your
performance document, as PeopleSoft merges your
performance document with your manager’s version of
your performance document.

In Manager Self-Service, your manager will be able to see
both your entries from Employee Self-Service in addition
to their notes entered in Manager Self-Service.

In a later demonstration, we will take a closer look at what
a manager does in Manager Self-Service.

Demonstration: Completing the Performance
Document

In this demonstration, you will see how to complete the
performance document for the current year.
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< Performance

™ NYC He+H Performance Documents
Self-Evaluation - Update and Complete
Section 3 - Individual Development Plan (IDF)
Section 4 - Career Aspirafions
Section 5 - Core Competencies
Section 6 - Managerial Competencies

= Section 7 - Overall Summary

Rating Mesls Expociations

Employee Comments.
T Font

Performance Process

oot | £ Nomy

it
I»
>]

&/

NYC H+H Performance Documents
Self-Evaluation - Update and Complete
» Section 3 - Individual Development Plan (IDP)
» Section 4 - Career Aspirations

» Section 5 - Core

Performance Process

Complete Evaluation

» Section & - Managerial Competencies
Al L
~ Section 7 - Overall Sumimary

en
manager for reviex

Gancel

Rating Mesls Expoclations

532« -

Employes Comments|

jour sell evaluation. If you have o further
mplete thes evakialion and send it 1o your

4 Performance Document

NYC H+H Performance Documents
Confirmation - Document Completed

® You have successfully compieted your evaluation.

This comple!

Replay

Performance Process

Sent to manager

nstration.

Click here to continue if you
evaluate Group 11 non-
unionized employees

Click here if you do not
evaluation employees to
continue to the acknowledge
your performance evaluation

12

In the performance document on Employee Self-Service,
click the Complete button to submit the performance
document for your manager to review and evaluate your
performance.

Click the Confirm button. Once you make this selection,
you will not be able to edit your performance document.

This message confirms that you have successfully
completed your self-evaluation and an email with a link is
sent to your manager for them to evaluate your
performance.

This completes this demonstration.

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

Click on the gray box if you evaluate Group 11 non-
unionized employees to see a demonstration on how to
complete these tasks in Manager Self-Service.

Click on the blue box if you do not evaluate employees to
continue to acknowledge your performance evaluation.
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Demonstrations

Manager Self-Service

B Evaluate an employee
B Review a performance document
B Finalize the performance document

Complete - Manager Demonstration

Demonstration

Manager Self-Service

B Evaluate Business and
Individual Goals

Ol CLE Manager Dashboard
Manager Dashboard
lerts. S e~ ending rovals s e~ Dires
A\ Alert @ ending Approval =
“You have no Alerts right ns No approvals Ending at tis time. Sﬁ
Fewewmemeersy | OI' @ refresher on how to access your o &= | o
Group 11 employee’s performance  HEN-JEECIE.
o= ! document, click here to go to the =
b Learning Portal and watch the
B Navigating to Your Employee’s 2
Performance Document in Manager
Self-Service video.
*You are able to complete an employee's evaluation,
whether they submit a self-evaluation or not.
< >
OoORACLE Manager Dashboard
Manager Dashboard
A a o+ | (@ renctna Approvas -
p—— m pending o s tme. a
Direct Reports’ Perf Documents S e~ R ==t e B S o] =
Find [ Viewal | 0 B 13018 =
On Scheaus Employes Perion End dite Summary || Job Detais | Contact =
- Plere Beaisole 03302018 = Potant Aot Wor o
N Torya Pritps f— e et T | R
R e ipon “hi | eronie
Tm  wiew My Organizanon
* You are able to complete an employee’s evaluation,
whether they submit a self-evaluation or not.
< p
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Demonstration: Manager Updating an
Employee’s Performance Document

In Manager Self-Service, we will see a series of
demonstrations on how to evaluate an employee, how to
review a performance document, and how to finalize the
performance document after the employee meeting.

Demonstration: Evaluating an Employee’s
Business and Individual Goals

In this first demonstration, you will see how to evaluate
your employee’s business and individual goals.

For a refresher on how to access your Group 11
employee’s performance document, click here to go to the
Learning Portal and watch the Navigating to Your
Employee’s Performance Document in Manager Self-
Service video.

In Manager Self-Service, go to the Manager Dashboard,
and select the employee to be evaluated.

Note, you are able to complete an employee’s evaluation,
whether they submit a self-evaluation or not.
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Click the Review Self Evaluation link.

Then, click the Start button.

Click the Review Self Evaluation link.

Click the Collapse button to hide the Steps and Tasks.

In Section 2 - Business and Individuals Goals, scroll down

to expand each individual goal to view the employee’s
achievements.
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le2ts Expectations
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Below you will see your employee’s comments related to
each business and individual goal.

In the Manager Comments box, enter information
regarding the employee’s performance for each business
and individual goal.

Next, rate your employee on each business and individual
goal by selecting either Exceeds Expectations, Meets
Expectations, or Needs Improvement.

Scroll down to the Business and Individual Goals
summary section and click the Calculator to calculate the
rating for this section.

Click the Save button to update the performance
document.

This completes the demonstration of a manager
evaluating an employee’s business and individual goals.

To view this demonstration again, click the Replay button
or click the Next Arrow to continue.
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Complete - Manager Demonstration Demonstration: Evaluating an Employee’s
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Click the Save button to update the performance
document.

This completes the demonstration of a manager
evaluating an employee’s core competencies.

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

Demonstration: Evaluating an Employee’s
Managerial Competencies, if they have direct
reports

In this next demonstration, you will see how to evaluate
your employee’s managerial competencies, if they have
direct reports.

Scroll down to expand the Managerial Competencies
section.

Rate your employee on each managerial competency by
selecting the appropriate rating.

For each managerial competency, you have the option to
enter supporting comments.
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Scroll down to the Managerial Competencies summary
section and click the Calculator to calculate the rating for
this section.

Click the Save button to update the performance
document.

This completes the demonstration of a manager
evaluation an employee’s managerial competencies if
they have direct reports.

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

Demonstration: Calculating an Employee’s
Overall Performance

Now let’s view a demonstration on how to calculate your
employee’s overall performance.

Scroll down to expand the Overall Summary section.
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In the performance document, click on the Print button.

PeopleSoft creates a PDF version of the performance
document.

Click the Save icon.

Choose the location to save this document on your
computer.

Enter a file name and then click the Save button.
This completes the demonstration.

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

Demonstration: Sharing the Finalized
Performance Document

In this demonstration, you will see how to share the
finalized performance document with an employee.
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After you have met with your employee, you can
electronically share the performance document, so that
they may electronically acknowledge the performance
evaluation.

To do so, click the Share with Employee button.

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 a
Facility Performance Manager to make your employee’s
performance document available for editing.

Click the Confirm button.

This message confirms that you have successfully shared
the evaluation with your employee and PeopleSoft sends
them an email to acknowledge the performance
document.

This completes the demonstration of sharing the finalized
performance document with an employee.

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

Acknowledge Phase: Acknowledge & Close
Performance Document

The final phase is the Acknowledge phase.
In this phase, an employee acknowledges their

performance document electronically and the performance
process is completed for the year.
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As mentioned, the employee will receive an email with a
link to the finalized performance document.

Let's review the acknowledge process and how to digitally
sign the performance document.

There are two options:

| acknowledge that my supervisor and | have
reviewed my performance evaluation in detail,
and | agree with the evaluation, or

| acknowledge that my supervisor and | have
reviewed my performance evaluation in detail, but
| disagree for the following reasons.

You have the option to enter your comments before you
submit the acknowledgement.

Demonstration: Employee Acknowledging
Their Performance Evaluation

In this demonstration, we will see how an employee
acknowledges their performance document electronically
with a digital signature.

After the employee has clicked the link in the email, the
system opens the performance document in Employee
Self-Service.

Click the Acknowledge button to begin the digital
acknowledgement process.
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Click the Agree or Disagree button.

Scroll down to enter any comments.

Click the Save button to update the performance
document.

Click the Acknowledge button to digitally sign the
performance evaluation.
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Click the Confirm button. Once you make this selection,
you will not be able to make any more changes.

This message confirms that you have successfully
acknowledged the evaluation and sends an email to your
manager.

This completes the demonstration of an employee digitally
acknowledging their performance evaluation.

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

Manager Viewing Acknowledged
Performance Document

After the employee has acknowledge their performance
evaluation, the manager receives an email with a link to
view their employee’s completed performance document.

In Manager Self-Service, there is now an additional
section in the employee’s performance document, called
Employee Acknowledgement, which displays whether
they agreed or disagreed with the evaluation and any
employee comments.
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In Manager Self-Service under the Manager Dashboard,
go to the Direct Reports’ Performance Documents section.
You will see a checkmark next to each employee with a
completed performance evaluation.

Here is a legend of other statuses that you may see next
to an employee’s name, including completed, upcoming,
due within 60 days, 60 days overdue, or cancelled or auto
closed by human resources.

This completes the performance management process for
the current year.

Review
Let's do a quick review.

In the Complete phase, you learned how an employee
makes final edits to their performance document, and then
evaluates themselves.

After the employee submits their performance document
to their manager, the manager reviews the employee's
performance document and evaluates their performance.

In the Acknowledge phase, you saw how an employee
acknowledges their performance evaluation digitally,
which completes the performance process for the year.

This completes the Performance Management Process for
both group 11 non-unionized employees and their
managers.

The process remains the same each year.

Note the strategic goals will be updated each year.

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.
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Congratulations. You have completed part two of the

Congratulations performance management course for managerial
You have completed Part 2 of Performance Management employees, reviewing the Complete and Acknowledge
Process for Managerial Employees, Complete & Acknowledge. phases.

You may take a screenshot of this page for your training records.

To learn more about entering an Individual Development
Voiceover Provided by Plan and Career Aspirations during the Create and

e Cl“Ck ”!‘)e Exit icon on the ki DR Collaborate phases, or creating a Collaborative
b cz;nt;:ii‘;ter HEEE e Achievement Plan or an Unsatisfactory Performance
’ € bl M "'""' Notice, go to MyLearning on the PeopleSoft ELM to take

NSRS S TS S RS, SRS, SRR these courses in the Performance Management Series.

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