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Steps for Completing the Manager

Review

Access the Appraisal Form

Rate and enter comments for UTHealth Performance Standards

Rate and enter comments for each Performance Goal

Print — print now to display both employee and manager entries

Save and schedule a performance discussion
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Accessing Appraisal Forms

Subject: F¥2014 HCPC Annual Appraisal Form for Brooke Brown Creation MNotice
MethOdl Wl""l'"""2"""'3"""'4'"""5"|
(=]

Perform2Achieve

Click on “Document Link”
in the Ia u nCh ema iI Please be advised that the document FY2014 HCPC Annual Appraisal Form

for Brooke Bro_wn hgs been created for you by UTHealth P2A Administrator
nOtlflcatlon from you r and is now available in your Performance Forms Inbox folder.
UTHealth Outlook Inbox.

Smman this document at the following URL:
Document Link

Method 2

Org Chart Directory

Resources Logout

Team Overview

Launch Probationary
Review

* LogintoP2A A‘
https://go.uth.edu/perform2achieve Pertormanee ol

Reviews Team Overview Help & Tutorials

ap : ”n H o FY2014 UTHealth Performance Appraisal Form
* From “Links”, click on “Team il
. ” FY2014 UTHealth Performance Appraisal Form
Overview

My Team « Feedback from Others Employee Review Manager Review Discussion Signatures

* Click on the “Review XX
Employee” to open the appraisal
form

unrated

err—



https://go.uth.edu/perform2achieve

UTHealth Performance Standards

All Employees

Exhibits Required Job Knowledge
(Not Applicable for HCPC)

Demonstrates Personal Effectiveness and
Accountability

Delivers Quality Student, Patient and
Customer Services

Exhibits Teamwork and Collaboration

Exemplifies Strong Ethics, Integrity and
Respect for Others

Adheres to All Work Environment, Health,

Safety and Compliance Standards

People Managers Only

Leads and Develops Others

Promotes and Values Diversity

Sets Vision, Strategy and Priorities
for Areas of Responsibility

Employees who are not people managers
should select a rating of “Not Applicable”
for these standards.

" Ratin

O Not Applicable
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Rating and Entering Comments
UTHealth Performance Standards

UTHealth Performance Standards

Rate each of the UTHealth Performance Standards below. Ratings other than "Fully Mests Expectations” require comments.

Exhibits Required Job Knowledge

Performs job in a manner that demonstrates necessary job knowledge, skills, and capgpiliti guired for the position

N Move your mouse over each circle to see rating.
ger Rating
CSOQCQQD exceeas Becaione Click circle to select rating .

Alex's Comment

B 7 U | & @ | T [ v ¥ I

Click under “Manager Name Comment” to display
text box to enter comments.

Text Box Tools:

Alex's Comment /- Spelicheck
B 7 U = iE ¥ #F Q@ T [see vV T |

Note: Comments are required for all ratings except “Fully Meets Expectations” J




Rating and Entering Comments
Performance Goals

Senice Excellence
Increase % of projects completed on time t0 fiaa=tlaia00.04 :
Sl e e S Move your mouse over each circle to see rating.

Click circle to select rating .

Rating

Alex's Comment Goal Name Increase % of projects completed on time to
from 70% to 90 %.

Exceeds Expectations

Comments not provided

Measurement CPP Project Database. monthly measure.
Weight-HCPC Only -999999.0
Percent Complete 100.0

Start  09/01/2013

Click under “Manager Name Comment” to display Due os31201s
text box to enter comments. MR o

Note: Comments are required for all ratings except “Fully Meets Expectations” J




Adding Performance Goals

Sets Vision, Strategy and Priorities for Areas of Responsibility (People Managers Only)

Develops realistic plans, sets goals aligned with priorities, manages resources efficiently, and creates contingency plans. Select “Mot Applicable” if the person being evaluated is not a people manager.

*Rating
S e Scroll down to the performance goal section and click on “Add Goal”

Alex's Comment

Comments not provided

Performance Goals © Add Goal ’

Use this section to rate each performance goal. Performance goals should be aligned to job responsibilities and organizational objectives. Ratings other than "Fully Meets Expectations” require comments. NOTE: Only managers can delete goals.
Employees may indicate if a goal is postponed or cancelled by updating the status.
Hide Instruction




Adding Performance Goals
Continued

.
5f Add Goal - Google Chrome [ESREE

https://performancemanager4.successfactors.com/tgmeEdit?t=3&u=bbbbé&editCom)

-

r'.A}}-.Edit vour goal below.

Fields marked with * are required SeIECt goal Catego ry

Category : | Service Excellence v |

* Goal Name: qspell check.. —Jlegal scan...

Enter performance goal

e

qspell check.. —Jlegal scan...

{4} e
NOTE: M |

Enter how success will be measured

!
Comments
entered here I Weight-HCPC Only:
. Percent Complete: :
will NOT | @ Start: o970 Change start and due dates if needed
appear in the * Due: =
comments @S‘a‘“ﬁ
I [: ]Milestone: @ Add Tasks SeIeCt goal StatUS

SeCtion (| Commients, Results, o - Il
beIOW the Accomplishments or .

oy et Optional: Add tasks to be completed to support goal
goal on the —T
appraisal 4 ||
form. - {8} Save

| ] Backl HSaveChangesH mCancel|

| —




Performance Goals
Editing Goal Details from Appraisal Form

Click on “Edit” at the end of the goal name to
display the goal details box.

Senice Excellence
CPP Project Database, monthly measure.

Rating @

N e Tl
S unrated

Alex's Comment 'S Add Goal - Google Chrome .
Comments not provided https://performancemanager4.successfactors.com/tgmEdit?t:S&u:bbbb&editCom|J
Add Goal =

%Edit your goal below.

Fields marked with * are required.

Cotogory -

* Goal Name: aspell check... ~Jlesal scan...

4

e * Messurement: auspellcheck., ~Tiewscan.

I
\ Update goal details as needed.
P
| Weight-HCPC Only:
| Percent Complete:
e
| Sats
Milestone: [ @) ag Tasis
ll Comments, Results, a:spell check.. ~Jlegal scan...
Accomplishments or
Feedback:

4 Click on “Save Changes”

| 4 Back | | save Changes || F Cancel|




Postponed and/or Cancelled Goals

If a goal on the goal plan is no longer relevant, you can update the GOAL STATUS
to indicate that the goal was cancelled or postponed.

NOTE: Only managers can delete an employee’s goal.

Goal Details
5f Add Goal - Google Chrome = | B )

& https://performancemanager4.successfactors.com/tgmEdit?t=3&u=bbbb&editCom

‘?}Edit your goal below.

— Fieldscmarked with * are requ\‘rid. G oa I Statu s 0 ption s

* Goal Name: a.spell check . ~Jlesal scan_

Not Started
| * Measurement: a.:50ell check . ~Jlesal scanj Be h i n d/At R i S k
- On Track

Weight-HCPC Only: 0.0%

Percent Complete: | 0.0% CO m p I ete d

| *Start:  |09r01/2013

*Due:  0gr31/2014

Postponed

us: | Mot Started v

Milestone: (D) Add Tasks

| Comments, Results, aspell check... ~Jlegal scan... \ Ca n CEI Ied

Accomplishments or
Feedback:

4

| 48 Back | | Save Changes || £ Cancel|
=




Printing the Appraisal Form

apEsarerm Perform2Achieve

With the form open:

1. Click on the Print
Icon

2. Click on the Print
button at the top
of the form

i https://performancemanagerd.successfactors.com/xi/ui/pm2/pages/teview/selfreviewPrintxhtm|folderMapld=6057&pm_tm=1403210009364&pm_ck=pcBpmi_fmh=yvcAIHABATV gdjdStUddOWXXjL... | — | O | X

https://performancemanager4.successfactors.com/xi/ui/pm2/pages/review/selfreviewPrintxhtml?folderMapld=6057 &pmr_tm=1403210009364 &pmr_ck=pc&pmr_fmk
FY2014 Annual Appraisal Form:Brooke Brown

Introduction
Please use this form to evaluate performance for this
specific competencies. After the manager rates the
Below is the rating scale used ta determine the e

rformance period. HCPC classified &l yees are evaluated on UTHealth Performance Standards and job
oyee for each performance standard and job specific competency, the overall rating will be calculated
yee's overall rating

Rating Scale

nsatisfactory

provement Needed

ully Meets Expectations
xceeds Expectations

UTHealth Performance Standards (40%)

Comments are required for all ratings except "Fully Meets Expectations "

Rate each of the UTHealth Performance Standards below.

Demonstrates Personal Effectiveness and Accountability 12.5% of total scors

Meets commitments, works independently. accepts accountability, handles change. sets personal standards.
stays focused under pressure, meets attendance/punctuality requirements. Communicates well bath verbally and
in wiiting. Shares information and ideas with others. Demanstrates active listening skills and interpersonal sawy-
Seeks and is receptive to feedback. Maintains current skills and proactively develops new knowledge and
capabilities

Rating

92000 Exceeds Expectations
Brooke's Comment

Comments not provided

Delivers Quality Student, Patient and Customer Services 12.5% of total score
Is committed to excellence. Focused on understanding the needs and dahvarmg the highest quality of services for
our students, patients and customers. Continuously locks for opportuniti problems,

questions and concems in a timely manner. Acts in a compassionate. respectful and prufess\una\ manner.
Rating

.. . . Exceeds Expectations

Brooke's Comment
Comments not provided

Exhibits Teamwork and Collaboration 12:5% of tatal scorz
Works effectively and cooperatively with others. is flexible and open-minded. and establishes and maintains good
working relationships. Acknowledges and the contrib and accon of others. Seeks .

oreeciiting 40 immas the fnam




Printing the Appraisal Form
Continued

H Print 7m0 i 3 Lpere_tm Lprve_ehnpe.
3. Select printer
Total: 5 sheets of paper
FY2014 Annual Appraisal Form:Brooke Brown
. . Print Cancel
4. Set print options
Introduction
. Please Lrse this form o ealuate performance for this perfermance pericd. HCPC classiied emplayees are evlusted on UTHealth Peformance Standards and job
Destination [ HP Laserlet Profession... specific competencies. Afier the manager rates the emplayee for each and job speciic . the overall rating wil be calculated.
= - Below is the raling scale used to detemnine the empioyee’s owerall rting.
. .
5. Click “Print”
° Change... + 1.0-1.49 = Unsatisfactory
- 1.5.2.49 = Impravement Needed
4 + 2.5.3.49 = Fuily Meels Expectations
— + 3.5.4.49 = Exceeds Expectations
T 8 Al + 4.5.5.00 = Exceptional
ages
UTHealth Performance Standards (
Rate each of the THealth Performance Standards below, Comments ars required far al ratings excest “Fuly Meets Expectations.”
Demonstrates Personal Effectiveness and Accountability 2% oftotal accen
Copies 1 . Meets commil vearks i actepts ty, handies change, sets personal standards,
(L= stays boused i i well bath verbally and
i waling. Shares nkoalion are] /e wih oless. Derronetates acie Esering Skis and ismperscrsl Sany.
Seeles and is recaptive (o feedback . Maintains current skils and pmactisly develcps new knowledge and
capabities.
- Rating
i L]
Layout Portrait 0000  Eormions
Landscape Brooke's Cmm
Commeants nal provided
Delivers Quality Student, Patient and Customer Services 2.0% oftotal acor
' commited o exceliencs. Focused on undsrsianding the nsecs snd dalhering the highest qusty of sendces fx
Margi aur students, patisnts and custom P
argins Default - questions and concems in a timely manner. a\nma:mpus.nue respectiul, and professional manner.
Rating
unrated
- Brooke"s Comment
Options «f| Headers and footers . —
. Exhibits Teamwork and Collaboration 2.0% oftotal acor
Two-sided Works efectively and cooperatively with ofhers, is fexibile and apen-minded, and establishes and maintains good
working relationships. Acknawledges and recognizes the contributions and accomplishments of others. Seeks
apportunities to support the team.
Background colors and images .
g g Rating
unrated
Print using system dialog... (Ctrl+Shift+P) Hrcxchers Commant
L Comments nal provided
Exemplifies Strong Ethics, Integrity and Respect for Others 2.0% oftotal acor
Deals with althers in a straightiarward and honest manner, is accountable fr actions, maintains confidetialiy,
‘supparts institutional wlues. Complies with the ethics and standards of their professional license. Promotes a

culture of inclusion built on trust, respect and dignity for al.
Rating
unrated
Brooke"s Comment
‘Comments nat provided
Adheres to All Work Environment, Health, Safety and Compliance 12.5% oftatal score

erne %Sl %Skimpek... 15




Scheduling the Performance
Discussion

Once you have rated and entered comments for each UTHealth
Performance Standard and Performance Goal and selected the overall
performance rating, schedule a performance discussion with your
employee. After the discussion, click the button in the bottom right.

FY2016 UTHealth Performance Appraisal Form for Brooke Brown Changessaved. [ & B

Fully Meets
Expectations 0

Alex's Comment

Comments not provided
Employee Summary of Overall Performance

This section may be used to summarize performance and include additional accemplishments

Employee Summary of Overall Performance Section Overall Comment
Alex's Comment
Ce

Brooke's Comment
omments not provided

I enjoy werking at UTHealth

Manager Summary of Overall Performance

Use this section to summarize the employee’s overall performance during the review period. This section may be used to describe the employee’s strengths and opportunities

* Manager Rating
| Fully Meets Expectations v

Alex's Comment
BrulisiEFEFEI@ s |1y
You are a great




