PERFORMANCE PRO NAVIGATION INSTRUCTIONS

EMPLOYEE SELF-EVALUATION

These step-by-step instructions are for employees in the Comprehensive Cancer Center to provide guidance in
navigating Performance Pro to complete their self-evaluation, as well as setting and evaluating goals, as part of
the annual performance review process.

To navigate the Performance Pro system, follow the step-by-step instructions in this document to complete and
submit your self-evaluation.

COMPLETING A PERFORMANCE REVIEW

1. A performance review in Performance Pro can be completed in five (5) easy steps:

N

Evaluate Organizational Values
a. Evaluate each Sub-Organizational Values

Evaluate Goals

Set Future Goals

Add Summary Comments
Mark Ready
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PERFORMANCE REVIEW PROCESS WITH A SELF-EVALUATION
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LOGGING IN TO PERFORMANCE PRO

Performance
Discussion
With Mgr

E-Sign
Appraisal

To login to the Performance Pro system, you must use your OSU Username (not your OSUMC Username). Your
OSU Username/ID is your lasthname.number (example: smith.900). To access the system follow the links below
using your OSU username. It is very important that this pathway is followed exactly as shown.

1. FIRST LINK: Correct link (which will then redirect): First Link to Performance Pro. It is important to use
this link first and let it redirect you to the second link as shown below.

2. SECOND LINK: The next link will be a redirected link as mentioned. Click on the blue web address. If the
link below is the only link that is used, it will take you to the OSU login page which, in turn, will take you
to the Performance Pro login page that will require your username and a Performance Pro password.

Redirect Notice

The link you have followed has requested to redirect you to https://webauth.service.ohio-
state.edu/cgi-bin/hrperfsolutions.cgi

If you do not want to continue. please close this tab.

@ Proceed to webauth.service.ohio-state.edu


https://mcas-proxyweb.mcas.ms/certificate-checker?login=false&originalUrl=https%3A%2F%2Fwebauth.service.ohio-state.edu.mcas.ms%2Fcgi-bin%2Fhrperfsolutions.cgi
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Your Performance Pro homepage will appear after you are logged in (partial screenshot on next page). Go to
the menu on the far-left side and click on the arrow beside of “Performance Reviews” to expand the sub-menu.
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Complete the employee self-evaluation sections in the order listed in the drop-down menu:

Evaluate Organizational Values*

Evaluate Goals (if goals were established last year)
Summary Comments

Finish Performance Review

PO~

*Evaluate Organization Values — Within this section, there will be anywhere from three (3) to five (5)
overall Organizational Values. The first three values listed below are the primary values the
Comprehensive Cancer Center has determined to be applicable to all employees. Certain areas may
contain additional values similar to “d” and “e” values below.

Excellence

Integrity, Transparency and Trust

Diversity in People and of Ideas
Collaboration and Multidisciplinary Endeavor
Innovation

®Papow®

Performance Reviews  EValuate Organizational Values
Wiew: |A|:Imin'stra:".re User Vl
[ Performance Reviews
. Overview Evaluation
5‘:"‘:“ Organizational To evaluate each organizational value, you
’ can either click on the name of the value

below, or go to the Evaluation tab

Organizational Values

SELECT ORGANIZATIONAL VALUE TO EVALUATE ’ SCORE COMMENTS
Excellence ]
ntegrity, Transparency and Trust ]
Diversity in People and of |deas 0

If you use the Evaluation tab to complete the self-evaluation of values, the first organizational value on the list will
appear in a drop-down menu (red box in this example).

Owverview Evaluation

Organizational Values

Excellence n Back

Excellence

Integrity, Transparency and Trust

Diversity in People and of |deas
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For each organizational value, there will be “sub-organizational values” that are hidden except for the first one.
To expand the sub-values into view, click on the three (3) very small gray lines under the first excellence sub-
value (see red arrow). You will need to expand the sub-values for each of the main organizational values.

Overview Evaluation

Organizational Values

Excellence - Back

Excellence

Integrity, Transparency and Trust

Only one sub-organizational value appears
below until the highlighted button below is

Diversity in People and of Ideas

Sub-Organizational Values clicked
Calculated score is setta O I
Excellence: Understands and can thoroughly perform job requirements and responsibilities. | {Not Rated) il

4=

Once you click on the small gray 3-line radio button, additional sub-organizational values will appear which will
need to be rated. Below is a partial screenshot of the additional values that appeared once the button above was
clicked.

Sub-Organizational Values

Calculated score issetto 0

Excellence: Understands and can thoroughly perform job requirements and responsibilities. | (Mot Rated) il |
Excellence: Seeks new challenges and increased responsibilities. | (Mot Rated) W |
Excellence: Performs experiments, computations, or theoretical investigations accurately and thoroughly. |{N0t Rated) e |
Excellence: p’éi:;?é?s thorough and accurate experimental records so that experiments may be repeated by a |{Not Rated) - |
Excellence: Completes experiments on time following the research protocols to get the desired results. |{Nc|t Rated) e |

Assists with data collection and completing necessary reports/grant documentation within the required
Excellence: timeframes to prepare materials for reports/grants to be written by the Pl for maintaining and growing |{Nc|t Rated) e |
current research funding.

- Effectively participates in the preparation of research papers and manuscripts for publication and
Exceflence: prese"ta%‘ic:n. ¢ R PR g |{NotF‘.atE|:I] Vl

Excellence: Effectively participates in research meetings about progress of project(s). |{N0t Rated) il |

Excallenoa: val‘lajl;ﬂtgllzﬂf all equipment, shared or individual, in proper working conditions and reports problems |{Not Rated) - |
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Once you complete the self-evaluation of values, click on the next section — “Evaluate Goals.” There are three
tabs for Evaluate Goals — Overview, Evaluation and Set Future Goals. As with the Organizational Values, you can
either click on the Evaluation tab to evaluate the progress of established goals or click on each one individually
on the Overview page. If the Evaluation tab is used, each goal will be listed in the drop-down menu similar to the
values. Also note that you can create new future goals by clicking on the “Set Future Goals” tab that will be
evaluated in the next review period.

In the light blue box, the specific actions needed to complete the goal in addition to the expected date of
completion are described. Consider this information to rate your progress. The range of ratings for goals is 1
(Not Addressed) to 5 (Exceeded). More details related to the description of the rating is provided under
Explanation of Ratings text box.

Performance Reviews Evall.late &ab

View: | Administrative User v |

[E3 Performance Reviews

Overview Evaluation  Set Future Goals
As with Values, there is a drop-down menu
Evaluate Goals under the “Goals” title which will list
Goals established goals. In the blue box below, is
o Cone A e an outline describing steps to meet goals

— * Provide a anding items to manager prior to any scheduled leave greater than 1 day f
t riort requests

hE} are originally cc'd on ©
e e

5 — Exceeded Explanation of Ratings

Appraiser
All aspects of the goal have been achieved. Performance exceeded expectations.

4 — Complete

All major aspects of the goal have been achieved. Performance met expectations.

3 — Progress

Significant progress has been made in completing major aspects of the goal.

Employee enters
rating above

At the bottom of the page for each goal, there is a comment box for the employee and a “Goal Progress” box.
For each goal, comments should be included from the employee and the status of the progress in meeting that
goal needs to be marked.

Employee:
Mot Started
In Progress

Complets
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The next section under “Performance Reviews” is Summary Comments. While comments are not required by
the employee, they are encouraged to be included. Notice on the right-hand side of this page it provides
information at a glance such the overall progress of the review document being completed, progress on rating
organizational values, rating goals, employee position and the current review period being rated. There are also
two (2) darker blue boxes that are links to PDF documents which allows the current performance review
document to be reviewed and to review the employee’s self-evaluation only.

Performance Reviews Sl.ll'nl'l'lafy cornm

View: |Ac|min'5tra:'ve User V| Overall Progress: 0%
Summary The column to the right can be used to
Comments . Organiza_:io"al Value 0%
= monitor the progress of the performance - Progress:
review I
Goal Progress: 0%
=
Review
‘ View Employee’s Self-
Performance Review
Employee Performance Review
Information
Position:
Short Term Closure: | Select from below hd |
Long Term Closure: | Select from below hl | - erfo
Employee: Appraisers

The name of the

. . . . employee’s
Th|§ box is the field in appraiser will be
which the employee listed here

can/should enter their
own comments

The next section to be completed is the final section in the self-evaluation performance review process. Once
the employee’s comments have been entered in Summary Comments, return to the left-hand side of the page
and click on “Finish Performance Review”. It will open to the “Ready” tab. If all values and goals have been rated
and appropriate comments added, the ready tab will appear like the example shown below:

Status Overview

=  Your next step is to mark the Appraisal "Ready for 1  Ready
Meeting” bl ibbranet )

As an employee, once a Performance Review is marked “Ready”, the review document will become a read-only
finalized document and will be unavailable for edits.
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Alternatively, if the ratings for the sub-values have not been entered, the page will appear as shown below. This
list reflects items (mostly values) in the evaluation that have not been completed. One interesting thing to bring
to your attention is that the number of required items that are listed but not completed corresponds to the number
of sub-values that were not rated.

Performance Reviews  FiNISh Performance Review

Wiew: |.=\clmin'scra:'\re User b |

Status Overview Ready Merg: Complete

Val

Evaluate Goals

1. Organizational Value: Excellence: Excelience:
2. Organizational Value: Excellence: Excellence:
3. Organizational Value: Excellence: Excellence:
£ Organizational Value: Excellence: Excellence:
5. Organizational Value: Excellence: Excellence:
6. Organizational Value: Excellence: Excellence:
7. Organizational Value: Excellence: Excelience:
5. Organizational Value: Integnity, Transparency and Trust [ntegrity, Transparency
and Trust:

5. Organizational Value: Integrity, Transparency and Trust Integrity, Transparency
and Trust:

10. Organizational Value: Integrity, Transparency and Trust: Integrity, Transparency
and Trust:

11. Organizational Value: Integrity, Transparency and Trust: Integrity, Transparency
and Trust:

12. Organizational Value: Integrity, Transparency and Trust: Integrity, Transparency
and Trust:

13. Organizational Value: Integrity, Transparency and Trust: Integrity, Transparency
and Trust:

14. Organizational Value: Integrity, Transparency and Trust: Integrity, Transparency
and Trust:

15. Organizational Value: Integrity, Transparency and Trust: Integrity, Transparency
and Trust:

16. Organizational Value: Integrity, Transparency and Trust: Integrity, Transparency
and Trust:

17. Organizational Value: Diversity in People and of Ideas: Diversity in People and of
Ideas:

Performance Review Checklist

ORGANIZATIONAL VALUE SCORE COMMENTS

Excellence

Integrity, Transparency and Trust

Diversity in People and of Ideas

The highlighted box above serves as a
checklist to identify if there are any areas
that are not completed. On this example,
the “X” means that the ratings have not
been completed nor has any comments
been entered
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If all areas have been completed, then the “Ready” tab under Finish Performance review, will reflect if the
employee and/or appraiser have marked the review as “Ready” (refer to the box outlined in red). Within the
green box, the “Mark Ready” button will appear and the employee will need to click on that box. As a reminder,
once the employee send the review document to the “Ready” phase, the review document will become a read-
only finalized document and will be unavailable for edits.

Performance Reviews ﬁfﬁh PElfun‘nanCE REH‘iEH

Wiew: |Admin'stra:'ve User V|

Status Overview Ready Merge Complete

v  Merged by DeGraffinreid, Cecilia (2022-07-14 17:33:47)

The Performance Review has been completed. (2022-07-14 17:37:34) ' o

Ready for Meeting Checklist

* Employee: has not marked "Ready for Meeting”

¥ Primary Appraiser: has marked "Ready for Meeting” 07-14-2022
17:33:39

Performance Review Checklist

ORGAMNIZATIOMAL WVALUE SCORE COMMENTS
Excellence v
Coliaboration and Multidisciplinary E... v

Integrity, Transparency and Trust

Diversity in People and of |deas

The final two steps will be for the employee and the appraiser to meet to discuss the evaluation and then e-sign.
Once that occurs, the system will generate a notice that will appear on the employee’s and appraiser’s home
page. Because the e-signature is required, the notice will appear under the heading “Required”. Click on the
arrow to open this field and then click on the e-signature link. It will open up the document at the signature
section. Both the employee and the appraiser will just need to click on the “E-Sign” link and the signature will
be generated. Your review is now complete!!

Required




