Part I: Accessing the PeopleAdmin system:

Step 1. Login to the WesternU PeopleAdmin system using a) emailed link; b) intranet or c) off-site login.
a) Email from PerformanceReviews@westernu.edu.
(Don't see it? Check Outlook folder labeled "Other").

b) Intranet Log in at: https://intranet.westernu.edu/

Click on the PeopleAdmin-Log In with Network Credentials link on the right column:

| ntranet

Home Forms Services & Tools Offices Training Incident Report

Additional Resources

> Pumeraniz Library

Banner Self-Service Blackboard CAPE Facilities Innovations
BanWeb Workshops Service > Academic Progress (APP)
Requests

> SharePoint
» Google Apps
> UHI\J'ETS!I\," Portal

IT Phone Policies & Report Risks Resource Research & e

Requests Directory Procedures Kudos, Scheduler Biotechnology &
Suggestions

> WesternU Classifieds

» WesternU Digital

Campus Happenings
> PeopleAdmin — Log in with Network
Credentials

» PeopleAdmin — Log in with Guest

Account
R ALT HAPPENINGS

este _lu.ediy

Click on the yellow text link:
Please Click Here to Log In With | S
your Network Credentials ' e e

NOTE: do NOT use the white fields

shown in the window to log in. Western University Of Health Sciences

Please Click Here To Log In With Your Network
Credentials

(c) Off-site Log in at

https://jobs.westernu.edu/hr

Click on the yellow text link as above
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% Western
[University
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Password.

o Click the LOGIN button.

Enter your system Username and

Step 2. (a) Click on the three-dots at the top of the menu bar to see the drop-down menu. (b) From the drop-down

menu, click on the Employee Portal link.

[ Western University Of He X

€« C' | @ Secure | hitps:/jobs.westernu.edu/hr/# Q Y

i Apps Ep WestenU Evaluatior T Official California Lec  =J] Legal, Tax, HR,and £ {§) WestemUIntranetS' G Google @ Suggested Sites Imported FromIE »
‘ Hire Welcome, Gerilynn Abracosa My Profile  Help | logout

) Hire User Group

£D Positions Human Resources v

4D Performance Applicants * Hiring Proposals *

£ Onboard

Onboarding Events = Shortcuts ~

ine Recruitment System

My Filled Postings My Open
Postings §0 Users Hiring Proposals 12 Position Requests 12 Onboarding Tasks Special Handling Lists Last 30 days Postings

Admin

Employee Portal 3 O 1 O 7

| Filters |
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Part ll: The Performance Evaluation Process:

Basic Steps for the Performance Evaluation Process:
1. Supervisor Creates the Plan

Supervisor/Employee Evaluation Meeting

2. Supervisor/Employee Goal/Plan Review Meeting - Offline

3. Employee Acknowledges the Plan

4. 6 Month Progress Check-In - Offline, Optional but Recommended

5. Multi Rater Feedback - Optional Steps 5 through 9 can take
6. Employee Completes Self Evaluation place simultaneously.

7. Supervisor Evaluation The other steps happen in
8 order.

9.

Reviewing Officer Evaluation Review - Offline, Optional
10. Employee Acknowledges Evaluation

Step 1. Once in the employee portal you will see Your Action Items screen as seen below. Start the process by
selecting the Item (e.g. Exempt Annual Review 2022-2023 for -----).

e e Ay e e S I e e omesm oo g meeeesie asinenies o wr mm—mee e —mmme——am e g s e

Go to Western University Of Health Sciences Applicant Tracking ~ PeopleAdmin

OVidy

- Hello, ! Log Out

Welcome to the Employee Portal,

My Reviews

Your Action Items

My Employees' Reviews

My Multi Rater Feedback Start typing to search
Item *  Description Due Date Status
‘ Exempt Annual Review 2019 for Supervisor Creates the Plan n/a Available
Nan-Exempt Annual Review 2019 Supervisor Creates the Plan nla Available

Showing 1 wo 2 of 2 entries

Note: Anytime you are in PeopleAdmin and you don’t see Your Action Items screen, click on the
Home tab on the menu bar.

Ll C ¢ = T o = = = Ll

Go to Western University Of Health Sciences Applicant Tracking ~ PeopleAdmin

Home (2! Performance - Progress Notes Hello Log Out

Welcome to the Employee Portal,

My Reviews

Your Action Items

My Employees' Reviews

My Multi Rater Feedback Start typing to search

Item “  Description Due Date Status
Exempt Annua Supenvisor Creates the Plan n/a Available
Non-Exernpt Annual Supenvisor Creates the Plan nia Available

Showing 1 to 2 of 2 entries
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Step 2. Complete all the Tabs:

1) Performance Factors — no action required — factors are preset.

2) Essential Job Duties and Responsibilities - pulls in from the employee position — must add job duty weight.

3) Goals —Must add a minimum of 2 goals. (If you completed last year and uploaded to Sharepoint can be found
at: https://westernu.sharepoint.com/sites/hrreviews/Lists/2022PerformanceReview/Allltems.aspx)

Once you have all the employees’ goals in the plan - Click Complete (or Save Draft if you still need to work on it).

N Test 2 Exempt
2022-2023
Supervisor: Performance Factors Essential Job Duties and Responsibilities Goals Review Status: =
Position Description: %5 Check spelling
Performance Factors _ Evaluation Type:
Department: 0001-FK Organization Steps: Focal
Program Timeframe:
1) Review the Performance Factors for this employee. These are automatically pre-populated for you 04/01/22 to
CraiE 03/31/23
2) Be prepared to provide the employee with specific examples of your expectations for each
Plan Performance Factor. Last Updated: March
15,2023 07:51
Factor Co-revl‘ewer: Add
Co-reviewer
JOB KNOWLEDGE: The understanding of the complete scope and related functions of the job.
Multi-rater Feedback + Knowledge of one’s specialized and technical field of work.
Weight
Progress Notes 833
History

My Reviews Factor
QUALITY OF WORK PERFORMED: The excellence of the employee’s performance; the number of

arrare mada: naatnace afwinrk nradiicad: tharaiishnace and acciira

My Employees' Reviews

Step 3- Supervisor/Employee Goal/Plan Review Meeting — Schedule this outside the system —log in and
click the Complete button.

Step 4- (Optional) — It is recommended to have a 6 Month Progress Check In. However there will be
no reminder. If you have the meeting, schedule outside the system.

Step 5 (Optional) — You can request other individuals who are in the
PeopleAdmin system to provide you with feedback about your employee
by using the Multi-rater Feedback option. Click on the Multi-rater Feedback

| Overview

link on the left column of the page and enter the name of the Multi-rater. | oo
Can add as many Multi-raters as you like. Send out a separate e-mail to the
Multi-rater to inform them of your due date to receive their comments. |
The Multi-rater will be able to provide comments on the Performance Multi-rater Feedback ~
Factors and a general overall comment. The Multi-rater cannot make any
changes to your evaluation. T EE T
History

The Multi-rater will not provide numerical ratings.

My Reviews

My Employeea' Reviews
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Step 6 — Your employee will receive an e-mail when it is time to complete their Self-Evaluation.

Step 7 - You will receive an email when it is time to conduct the Supervisor Evaluation of the employee -Click on
the Employee Portal link (See Log in — Step 2).

Once in the employee portal you will see Your Action Items screen as shown on Step 1, above.
Start the process by selecting the Action Item on your respective employees.

You will now enter comments and rate the employee by completing all the following:
Performance Factors — comments required for ratings of 1 or 2 (lower) or 5 (highest).
Essential Job Duties and Responsibilities — comments optional.

Current Goals — comment required.

Plan to Enhance Performance — add information to this area if necessary

Future Goal Planning — Add a minimum of 2 goals for the next review period
When you have completed your evaluation of the employee, click Complete.

Step 8 - Schedule Employee/Supervisor Review Meeting— this is a manual step — Please schedule a
meeting with your employee to discuss the employee’s evaluation. Once you have
completed this task, go to Step 9 before marking the task Complete. Once you mark the task
complete the evaluation will be sent to the employee to acknowledge the evaluation.

Step 9 - Reviewing Officer (Supervisor’s Supervisor) - This is optional this year, and a manual step.

However, if your supervisor would like to review, you must print (paper copy or to PDF) and
provide for review. Once your supervisor approves, click Complete to sent to the next step.

Step 10 — Employee Acknowledges Evaluation: The final step belongs to the Employee; the employee must
acknowledge their review. Acknowledgement means the review has been conducted, not that the

employee agrees with everything the supervisor has said in the review.

You have now finished the requirements for the Performance Evaluation Program.
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Part lll. Additional Information:

Co-Reviewer: A Co-Reviewer has the same privileges and access as the Supervisor. The Co-reviewer can be
added to the Plan document and/or the Supervisor Evaluation form. Please check with your Director of
Operations or Executive Officer if you need to add your PeopleAdmin administrator or Director of Operations
as a Co-Reviewer. There can only be 1 Co-Reviewer.

The Co-Reviewer can override your entries and ratings and/or delete/add to your comments. They can also
complete processing the evaluation itself without your approval.

. . . . . H Part = Hello, Gerilynn Log Out I
The Co-Reviewer link is on the right side o & cpfionie i whip
@ Heip 1o this pags)
of the screen. :
s isor Evaluati . o Actions = Testing HTML
upervisor cvaluation ior Moniqus Mast (Score in progress: Unrat Exempt
While completir 1 can review the emp sell-evaluation by eI Status:
hovering over E roan and right click t vin a new tat L0
Evaluation Type:
Focal
Program
Timetrame:
10426M7 1o -
You will ba evaluating your amployes Last Updated:
*Parformance ick here to access the Pe document Decambear 12, 2017
sjob Duties & Responsibilifies 08:67
* Cunent Goals
Last Completed
Step: 6 Month
In addition, you will also develop goals for the employes for next year. Firogess Chwckln
Co-reviewar: Al
Comments are required 3l provids commeants on
the Job Duties & A

Progress Notes: Progress Notes can be entered any time. The Progress Notes link is on the left column of the
screen.

Overview

Plan

Multi-rater Feedback ~

w Progress Notes

History

My Reviews

My Employees' Reviews
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