Part I: Accessing the PeopleAdmin system:

Step 1. Log in to the WesternU PeopleAdmin system either through our (a) Intranet or (b) off-site:

(a) 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\;EI’S!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

Enter your system Username and
Password.

Far security reasons, please Log Cut and Exit your web browser when you are done aceessing
Enter your Username and Network servioes that require authentication!

Lanqu.
End

Click the LOGIN button.

Jasig Central Authenticat
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(b) Off-site Log in at https://jobs.westernu.edu/hr

@ rmps westemuedu T O~ @ & | [ western University OF Healr.

Click on the yellow text link:

e . Please Click Here to Log In With
Western University Of Health Sciences your Network Credentials

Please Click Here To Log In With Your Network
Credentials

NOTE: do NOT use the white fields
Y ¥ Y. shown in the window to log in.

- - _

Enter your system Username and
Password.

Far security reasans, please Log Cut and Exit your web browser when you are done aceessing

Enter your Username and Network servioes that require authentication!

Password
Languadges:

Click the LOGIN button.

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 | https//jobs.westernu.edu/hr/# a vr

i Apps B> WesternU Evaluatior T: Official California Le 3 Legal, Tax, HR, and E G) WesternU Intranet S & Google @ Suggested Sites Imported From IE »

Hire Welcome, Gerilynn Abracosa My Profile  Help  logout [EUIGYAARTY
O Hire User Group:

4D Positions Human Resources

v

‘@ Performance Applicants ~ Hiring Proposals ~ Shortcuts ~

£ Onboard

Onboarding Events ~

ine Recruitment System

_ My Filled Postings My Open
Users | HiringProposals 12 Position Requests 12 Onboarding Tasks | Special Handling Lists Last 30 days Postings

30 107
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Part ll: The Performance Evaluation Process:

Basic Steps for the Performance Evaluation Process:

The Supervisor Creates the Plan
Supervisor/Employee Goal/Plan Review Meeting
Employee Acknowledges the Plan

6 Month Progress Check In

Multi Rater Feedback-Optional

Employee Completes Self Evaluation

Supervisor Evaluation

Supervisor/Employee Evaluation Meeting

© 0 N Uk WDNPR

Reviewing Officer Evaluation Review/Approval
10. Employee Acknowledges Evaluation

The steps in red-font are the actions you will need to complete.

After you click on the Employee Portal link, your screen will show Your Action Items. This is the
area you will locate the item you need to take action on:

Home 1 Performance ~ Progress Notes

Welcome to the Employee Portal,

_ Your Action Items
Start typing to search

Item “  Description Due Date

* Introductory Non-Exempt (04/01/2018 to 06/30/2018) for Employee Acknowledges the Plan n/a
£

Showing 1 to 1 of 1 entries

Step 3. Your first action will be to complete the Employee Acknowledge the Plan step. You will receive an email
notifying you when this action is available. You will log in as described above and click on the Employee Acknowledges
the Plan link shown in Your Action Items List. This will bring up the Plan.
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Review all the items on the plan and scroll to the bottom of the form. Enter a comment (optional) then click on
Acknowledge. If the Plan needs to be modified, enter the needed modification on the Comment box and click on

Return.

Comment %5 Check spelling

Optional

 Return # Acknowledge

Steps 4 & 5 are for the Supervisor.

Step 6. Your next task will be to complete your Employee Self-Evaluation — you will receive an email notifying you
when it is time to complete your self-evaluation.

You will now enter comments by completing all the following:
Performance Factors — comments required.
Essential Job Duties and Responsibilities — comments optional unless required by your Supervisor.
Goals — comments required and at least 1 goal must be proposed for the next evaluation year.

Click on Complete when you finish your self-evaluation. Click Save Draft if you want to continue working on it

some more.

Steps 7-9 are for the Supervisor or the Reviewing Officer.

Step 10. Your final action will be to complete the Employee Acknowledges Evaluation step. You can enter
Comments (optional) about your overall evaluation and your evaluation meeting and then click Acknowledge.
Your evaluation is now complete.

Comment % Check spelling

Optional

LALLM~ Acknowledge
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Part Ill. Additional Information (Not Available for Introductory Evaluations):

This process is only available for the Annual Evaluation.

Major Differences of Opinion With the Supervisor’s Evaluation (Response): If there are major differences of opinion
between you and your supervisor about your evaluation, wherein you significantly disagree with the majority (more than
half) of the ratings and in the overall rating, you may request to amend your self-evaluation to reflect your perspective in
these items by following these steps:
1. Inthe last step of Employee Acknowledges Evaluation, put a comment on the Comment box requesting to re-
open your Self-Evaluation to enter changes and/or additional comments due to significant differences of opinion
with the supervisor’s evaluation.

Comment M& Check spslling

Request to re-open Self-Evaluation to

submit amendmsnts due to significant
differences of opinion with the
supsrvisor's svaluation.

# Rasponse # Acknowledge

2. Click the Response button.
HR will re-open the Self-Evaluation step.

3. Enter additional comments and/or make changes in your self-evaluation form. You must complete all the
changes and/or additional entries within 10 business days of re-opening the Self-Evaluation or by the end
of the fiscal year (June 30), whichever occurs first. Click Complete to submit your amended Self-
Evaluation.

4. Click on the Progress Notes link (see below) on the on the top of the menu bar and post an entry indicating
that you have amended your Self Evaluation to account for major differences of opinion with the
supervisor’s evaluation. Click Save.

Progress Notes

Title (Optional) "% Check spelling
Amended Salf Evaluation

* Note

Amended Self Evaluation to account for major differences of opinion with supervisor's evaluation.

=)

If the amended Self-Evaluation is not completed within 10 business days of re-opening the Self-Evaluation or
by the end of the fiscal year (June 30), whichever occurs first, the program will close and the Self-Evaluation
will remain as previously submitted without amendments.
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Progress Notes: Progress Notes can be entered any time. This is an electronic record that can help you track your
accomplishments and activities throughout the year.

The Progress Notes link is on the top of the menu bar.

Home (1 Performance - Progress Notes

Welcome to the Employee Portal,

_ Your Action Items

Start typing to search

Item 4 Description Due Date
Introductory Non-Exempt (04/01/2018 to 06/30/2018) for Employee Acknowledges the Plan n/a /
<

Showing 1 to 1 of 1 entries
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