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How to access the Employee Performance Manager System (EPM)

Use the following URL address: http://www.rc-hr.com/ to access the Human Resources web page.
Place the cursor over the HR Services tab and click on Employee Performance Manager as
shown in the screen print below.

Search...
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Click on EPM Intranet. EPM Extranet use applies when accessing the system from a remote
location.
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EPM training manuals and other performance management resources are available on the EPM
page.

You can also access the EPM System and log in directly from the intranet or internet using the
following URL address: http://hr.web/pm/Login.aspx

EPM System Sign On

Employee Performance Manager contains confidential and sensitive information about employees. It is important to maintain security of the system and prevent unauthorized use of the system.
R < COUN Y OF @ 1
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Enter your username, which is your 6-digit Employee Identification Number (123456) and enter
your password. If you are using the system for the first time, enter the default password, which
is your 6-digit Employee Identification Number followed by a colon and exclamation point and the
last 4 digits of your Social Security Number, using no spaces (123456:13333) and click Login. The
system will lock out after five unsuccessful login attempts. To prevent being locked out of the
system, click Forgot Password and the system will auto-generate an email with instructions to
reset your password.

After clicking Forgot Password a system generated email will be sent to you with password reset
instructions.

Please provide your Username (Employee ID) and your password will be reset to the default value. (Employee ID# + ":!" + Last four digits of your S5N)
Username:
Reset Password |

As shown in the screen print below, a 45-minute session timer is visible while you are signed in
the system. The timer will reset each time you select, click or make an entry in the system. It is
important to keep track of this session timer and save your entries before the session times out.

Changing Your Password

The EPM system contains confidential and sensitive information. It is important to maintain
security and prevent unauthorized use of the system. Be sure to change your password after
using the system default password.

Changing your password is easy. Click on the Change Password link from the Home Page
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Employee Performance Manager L

Session Timer

44:57

Change Password

Home
Employee

My Evaluations

Logged

Security is especially important when choosing a password. Passwords should be easy to
remember, but not easily guessed. If written down, passwords should be kept in a secure location.

Consider the following when selecting a new password:

¢ It should not be something that could be easily guessed, such as your birthday, anniversary,

nicknames, etc.
Random selections of letters, numbers and symbols are best for maintaining security.

e Passwords are case-sensitive.
Passwords should be at least 8 characters in length.

A system indicator will display the security level strength when entering a new password. The
maximum-security level recommended is Excellent as indicated below. Enter a new password
and reenter it to confirm. Click Save.

Session Timer

44:44

Change Password

Home
Employee

My Evaluations

Manaaer

Edit User Password

New Password cesssess .‘ Strength: Excellent
Confirm New Password

The system will display a prompt confirming your password was changed successfully.

Employee Performance Manager Logged i

Session Timer

42:33

Change Password

Home

Employee
My Evaluations

Edit User Passworv
|

| Password changed successfully.

New Password
Confirm New Password




Viewing/Printing My Evaluation Record

Click on My Evaluations to access and view your evaluation records.

Stockmann, Thomas

Session Timer
44:41
Change Password
Home
Employee
My Evaluations

My Employees ==

select

— o-ct

Employee Home | Licensure = Evaluations

Stockmann, Thomas

Status

Type Due Date
Projected Annual 12/17/2012
Pending Administrator T
Sign-off
Complete Annual 12/15/2010

Finalized

12/08/2011

12/08/2011

To view and/or print a completed evaluation, select the link next to the evaluation record you wish
to view. A projected evaluation cannot be viewed until it is completed and finalized by your
supervisor or manager. An evaluation with a status of Pending Administrator Sign-off indicates

your manager or supervisor completed and finalized the evaluation. To view/print, select the link,
View Evaluation next to the evaluation you wish to view/print.

Session Timer

My Evaluations

Evaluation Home | Employee Comments | Notes

Employee Performance Manager B e,
Stockmann, Thomas

Evaluation Status:
Employee Position:

Finalized by:

44:52 My Employees »> Stockmann, Thomas Evaluations >> Evaluation Home
Change Passwaord Evaluation Detalil
Home Evaluation Type: Annual
Employee Evaluation Due Date: 12/16/2011

Pending Administrator Sign-off

74772 - HUMAN RESOURCES AMALYST Il (6/22/2006)
Michael O'Hallorhan on 12/8/2011

Actions |
View Evaluation |

The evaluation is displayed in PDF format after clicking View Evaluation link.

Interpersonal / Team Competencies

N/A -- Not Applicable B -- Below Expectations M -- Meets Expectations E -- Exceeds Expectations

Political Savvy:

- Can maneuver through complex political situations effectively and quietly

- Is sensitive to how people and organizations function

- Anticipates where the land mines are and plans his/her approach accordingly

- Views corporate politics as a necessary part of organizational life and works to adjust to that
reality

- Is a maze-bright person

Adding Comments to My Performance Evaluation

You may enter comments in response to your performance evaluation for a specific review period.
Employee comments must be entered in the system 30 calendar days from the date the
supervisor or manager finalized the performance evaluation.

Stockmann, Thomas Employee Home  Licensure Evaluations
Session Timer

44:41

My Employees >> Stockmann, Thomas
Change Password
Home

Status Type Due Date Finalized
Employee select Projected Annual 12/17/2012
My Evaluations
Gl select Pending Administrater  apnya) 12/15/2011 12/08/2011
Sign-off
clect Complete Annual 12/15/2010 12/08/2011




To add comments to the system, select the link next to the appropriate evaluation record.

the Employee Comments tab to enter your comments as show below.

Click

O'Hallorhan, Michael

Back To My Evaluations

Evaluation
Change Password

Home JEmployee Comments

Employee Position:

Home Evaluation Detail
Employee Evaluation Type: Annual
Ny Evaluations Evaluation Due Date: 10/11/2008
Evaluation Status: Complete

74775 - HUMAN RESOURCES DIV MGR Il (10/11/2005)

Actions

View Evaluation

Click on Edit Comments and type your comments in the Employee Comments text box.

Employee Performance Manager

O'Hallorhan, Michael

Back To My Evaluations

Evaluation Home | Emp
Change Password

Home Annual Evaluation Due 10/11/2008
Employee

loyee Comments

My Evaluations

Employee Comment:

Wy evaluation review went well

Edit Comments |

Click Save Comments when you're done entering your comments.

O'Hallorhan, Michael

Evaluation Home | Em
Change Password Back To My Evaluations

Home Annual Evaluation Due 10/11/2008
Employee

ployee Commenis

Employee Performance Manager

My Evaluations

Employee Comment:

Wy evaluation review went well

Save Comments




In the event 30 calendar days has lapsed from the date your performance evaluation was
finalized, you may type and submit your comments on a Word document or provide a copy of your
written comments to your department’s EPM System Administrator. The system administrator will
attach the document with your comments to the evaluation record in the EPM system.

Acknowledgement Form

When an evaluation has been completed and finalized by your supervisor or manager, you will
receive an Acknowledgement Form to sign.

RAvVersi

Winne‘rli’M‘A Alwald for Ex;:el\ence Other Evaluation Due: 04/01/2008

Employee Evaluation

Employee Info

Employee Name:

County Department: 113 :: HUMAN RESOURCES
Department: 1130100000 :: HUMAN RESOURCES
Job Code & Title: 13133 :: SR HUMAN RESOURCES CLERK - C

Evaluation Info

Evaluation Type: Other
Evaluation Due Date: 04/01/2008
Evaluation Completion Date: 0711412008

Overall Rating

El Meets Expectations

|
have reviewed, understand and am in receipt of a copy of the evaluation referenced on this signature form.

Datz Evaluator Signature Date
{Signature)

Department Manager Signature Date Administraion Signature Datz

The Acknowledgement Form requires signatures from you, your supervisor, a department
manager and/or a designated department administrator. The signed form is kept in your personnel
file. It is not necessary for your manager or supervisor to attach the entire evaluation to this form
as your performance evaluation will be kept in the EPM system electronically.

You may keep a copy of your completed performance evaluation for your records by printing a
hard copy of your finalized evaluation from the Employee Evaluation screen page (see Page 4 of
this guide).

Board of Supervisor’s Policy C-21 — Employee Performance Evaluation Reports

To obtain additional information regarding performance evaluations, please refer to Board of
Supervisor’s Policy C-21, Employee Performance Evaluation Reports.




Setting up the Employee Evaluation and Importing Data (Manager/Supervisor Role)

Setting up the employee evaluation record requires importing data from the template directory.
Initially the sections within the evaluation, i.e. Job Description, Competencies sections, etc. will
be blank until a template is imported. Some manual entry of licensing and certification information
may be required. Refer to the section on Licensure in this guide for instructions.

Starting from My Employees Evaluation Screen, select the appropriate employee evaluation

record and click on the link as shown in the example below. This will take you to the employee’s
Evaluation Home Page.

Employee Performance Manager ] Logged
Session Timer —
44:43 My Employees
Change Password Fie
select 000018 Anderson, Vicki
Evaluations:
Home
- | select Annual 02/16/2011
mpioyee
ploy select 5 Other 05/18/2010
My Evaluations far=a
Manager select 000014 Andrews, Steve
My Employees Evaluations:
Manager Reports select m Department Probation 12/01/2009
From the Evaluation Home Page, click Import Data.
Employee Performance Manager | T

Session Timer

44:43

Change Password

Home
Employee
My Evaluations

Manager
My Employees
Manager Reports

Resources
Competencies Quick
Reference
Manager Checklist

Holman, Jake A

Evaluation Home | Job Description | Physical Rqgrmts | Competencies | Rating | Notes

My Employees == Holman, Jake A Evaluations =» Evaluation Home

Evaluation Detail

Evaluation Type: Annual
Evaluation Due Date: 672212010
Evaluation Status: Projected

Employee Position: 74772 - HUMAN RESOURCES ANALYST Il (6/22/2006)

Actions

Print Evaluation Draft
Import Data
An overall rating a\ porting comments are required before an evaluation can be finalized.

Supporting Documents
Upload New Document




Data may be imported from a previously completed evaluation record provided historical
evaluation data is stored in EPM, otherwise to proceed with setting up the evaluation record, click
on Import Data from a Template.

Session Timer

44:58

Change Password

Employee Performance Manager

Import from eithera T late or another Evall

P

Import Data from a Template .

Import Data from another Evaluation

Templates were created during the initial set up and vary by department. The Template Directory
may include generic job classification templates with job specific criteria only. Other templates
may include additional criteria such as Competencies, etc. Be sure to thoroughly review the
templates first by clicking View. After reviewing the template and verifying the contents, click on
Select to import the appropriate template.

Change Password Import - Choose Template [
Home e ____________________________|
E I wiew / select ER Divizion Manager
povee view | select HR Tech
My Evaluations
I‘u’lanager view | select Claims Adjuster |
My Employees view [ select Claims Supervisor

Countywide templates are available in View only mode by scrolling to the bottom half of the
template directory page. To obtain Template Import access rights for other county department
templates, please contact your Department or County Human Resources EPM Administrator.
See screen print below.

Countywide Templates

Department
select AGRICULTURAL COMMISSIONER
select ASSESSOR-CLERK RECORDER
select AUDITOR - CONTROLLER
select AVIATION
select BOARD OF SUPERVISORS
select BUILDING AND SAFETY

select CHILD SUPPORT SERVICES
select CHILDREN & FAMILIES COMM
select CODE ENFORCEMENT

select COMMUNITY ACTION

select Community Centers

select COMMUNITY FACILITY DISTRICTS

select COOPERATIVE EXTENSION

select CORAL TEETER

select COUNTY COUNSEL




A checklist will display all sections that make up the evaluation document. The Job Description
and Physical Requirements boxes will be selected as part of a system default. The Template
Groups must be selected by clicking on the individual competency sections, i.e. Job Duties and
Essential Functions, Success Competencies, etc. you want imported.

Session Timer

44:49 Import Template - Choose Sections to Import
Please Choose the Sections you want to Import
Change Password
M Job Description
Hﬂme 2 Physical Requirements.
Em ployee Competencies
My Evaluations Template Groups Evaluation Groups
[T Job Duties and Essential Functions not imported.
Manager
f'u"ly Employees T Success Competencies not imported.
Manager Reports [T Interpersonal / Team Competencies not imported.
[~ Organizational Competencies not imported.
Resources
. . [T Goals/ Objectives not imported.
Competencies Quick
Reference b

Manager Checklist

yeron A annovenea |

Select the applicable Template Group categories and check off the individual group categories
you want to import to create the employee’s system evaluation. Review the system Evaluation
Groups categorized in the right-hand column, shown in the screen page below, to ensure the
Template Group categories checked off match the Evaluation Groups before clicking Import. If
the columns don’t match, use the drop-down menu to select the appropriate category. This step

is required to ensure the system template properly transfer the data to the appropriate categories
selected to set up the employee’s system evaluation document.

Data transfer from the Template Group categories may be copied to a different Evaluation Group
category, if appropriate. Use the drop-down menu to select a different Evaluation Group section
category. Proceed by clicking Import.

Session Timer

44:45 Import Template - Choose Sections to Import

¥ Job Description

Hﬂme Il Physical Requirements.
Em ployee Competencies
My Evaluations Template Groups ‘ Evaluation Groups
[W Job Duties and Ezsential Funttions imported inte IJOD Duties and Essential Functions j
Manager
My Employees ¥ Success Competencies imported into I Success Competencies j
Manager Reports [¥ Interperscnal / Team Competencies imported into I Interpersonal / Team Competencies j
[T Organizational Competencies not imported.
Resources
Competencies Quick l_ Goale / Objectives not imported.
Reference b
Manager Checklist
ersion 3 Training Manual Import |

It may be necessary to import a second template depending on the initial template set up.
Deselect items previously imported and only select the Templates Groups you want imported
otherwise previously imported data will be overwritten.
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After importing the template data, the system automatically returns to the Employee Evaluation
Home Page.

Employee Performance Manager Logged
| Holman, Jake A Evaluation Home | Job Description | Physical Rqrmts | Competencies | Rating | Notes

Session Timer
44:43 My Employees == Holman, Jake A Evaluations =» Evaluation Home

Evaluation Detail
Change Password yaeon e

Evaluation Type: Annual
Evaluation Due Date: 8/22/2010
Home
Evaluation Status: Projected
Employe
m e
M pE )]I ; Employee Position: 74772 - HUMAN RESOURCES ANALYST Il (6/22/2006)
My Evaluations
Manager fotions
My Employees Print Evaluation Draft
Manager Reports Lpcnlai

An overall rating and supporting comments are required before an evaluation can be finalized. .

Resources \ = s
Competencies Quick upporting Documents ~
Reference Upload New Document

Manager Checklist

System Resources

The Employee Evaluation Home Page provides resources with links to relevant tools and
documents to assist managers with planning, preparing and completing performance evaluations.
The Supporting Documents Section provides functionality to easily attach relevant documents
pertaining to a specific review period. Message Alerts prompt the supervisor or manager when a
rating is missing, or comments are required. An evaluation cannot be finalized until all ratings
and comments are entered. A Notes section is provided for note taking purposes. Please use
discretion when entering information in this section as this detail is discoverable. Fact based
statements are recommended. Breadcrumbs are provided to help the end user navigate the
system and return to the previous screen page.

Employee Performance Manager - Logged
| Holman, Jake A Evaluation Home | Job Description | Bhysical Rqrmts | Competencies  Rating | Nates
Session Timer
44:59 My Employees == Holman, Jake A Evaluations =» Evaluation Job Destri|

Annual Evaluation Due 6/22/2010

Change Password

74772 - HUMAN RESOURCES ANALYST Il

Home Position Summary:
Employee Under direction, to perform responsible, complex, and specialized technical and analytical personnel
My Evaluations work in
the recruitment and selection of employees, the mai of the ification and salary plan, and

In the example shown above, the information displayed reflects data imported from the template
into the Job Description section. This information reflects job detail from the job classification
specifications. The data imported to the Job Description section is locked once it’s imported and
cannot be edited. Contact your EPM system department administrator if you need assistance
removing incorrectly imported data in this section.
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The Physical Requirements Tab shown below may be hidden or displayed. If the department
opts to use this section, the EPM System Administrator will enable this setting during the initial
department set up.

Employee Performance Manager

| Holman, Jake A Evaluation Home | Job Description | Physical Rgrmts | Competencies  Rating | Notes
Session Timer
44:59 My Employees >= Holman, Jake A Evaluations >» Evaluation Job Description

Annual Evaluation Due 6/22/2010

Change Password

[74772 - HUMAN RESOURCES ANALYST II |

The Physical Requirements section is initially left blank unless it is part of the template. If it's not
part of a template, data may be entered manually. Scroll to the bottom of the page and click ‘Edit’
to enter data.

iz expozed to other harmful elements

works in confined quarters

Exposure To Bloodborne and Airborne Pathogens
(Confirm With Employee Health Nurse)

Exposure <legend>
Bloodborne

Airborne

Edit |

After clicking the Edit button, use the radio buttons and select the appropriate frequency
indicators. Click on the <legend> to view the list of frequency indicators.

On the Job Employee:
C F [v] N <legend>

. " isexposedioexcessive | C-Constantly (activity or conditions exist 5.5+ hoursiday)
F - Frequently (activity or conditions exist 2.5 - 5.5 hoursiday)

0 - Occagionally (activity or conditions exist 0 - 2.5 hours/day)
" © i around moving machine p _ pNever

0 0 isexposedto marked che =Close=

It is important to review and validate each section of Evaluation Competencies before entering
ratings to confirm all relevant job data imported correctly from the template. Competency section
headings may vary by department, i.e. Success Competencies, etc. To review each section,
Select the link to open each section and review the imported data before rating and entering
comments.

; Anderson, Vicki Evaluation Home | Job Description | Physical Rqrmts | Competencies  Rating | Notes
Session Timer
44:58 Iy Employees == Andersaon, Vicki Evaluations =»> Evaluation Competencies
! Annual Evaluation Due 2/16/2011
Change Password : = =
select Job Duties and Essential Functions
Home select Success Competencies
Employee select Interpersonal /| Team Competencies
My Evaluations ——— .
select Organizational Competencies
Manager select Professional Development
My Employees plect Goals | Obhiectives




The example below reflects data imported into the Interpersonal/Team and Organizational
Competencies categories. This section of the evaluation is considered part of the evaluation
criteria and will be rated by the manager or supervisor.

Change Password

Home
Employee
My Evaluations

Manager
My Employees
Manager Reports

Resources

Competencies Quick
Reference

Annual Evaluation Due 10/27/2010
Interpersonal / Team Competencies

Ratings Definitions
Below Standards Performance - consistent failure to meet goale and objectives despite intervention.

Meets Performance - consistently fulfils job requirements, achieves goal and objectives; meets standard job

expectations at an acceptable level
Exceeds Performance - consistently exceeds expectations; goes above and beyond; is highly productive; —
model of superior performance and gervice excellence.

 Below

 Meets  Exceeds gdit /
C WA standards delet
Performance Performance SlEle
Performance
1
Political Savwy:

- Can maneuver through complex political situations effectively and guietly
- Is =ensitive to how people and organizations function

To make changes to the criteria within this section, select Edit or Delete prior to finalizing an
evaluation or to add criteria, click Add New Competency.

 Below :
- StaB:'d  Meets  © Exceeds dit /
jroards Performance Performance delete
Performance

Interpersonal Savvy:

- Relates well to all kinds of people, up, down, and sideways, inside and outside the organization
- Builds appropriate rapport

- Builds constructive and effective relationships

- Uzes diplomacy and tact

- Can diffuse even high-tension situations comfortably

Add Mew Competency | &

Licensure

The licensure section may be used to track and monitor licensure, certification and training
Requirements. Select the link as shown below to access and document licensure or certification

information.

select 000010 Horn, Tom |
. Evaluations:

select Annual 08/22/2010

13




Click on the licensure tab to enter pertinent data and upload documents.

Employee Performance Manager Logged

Anderson, Vicki
Session Timer

Employee Home | Licensure  Evaluations

44:56

Change Password

Home
Employee

Iy Employees == Anderson, Vicki

PeopleSoft Data
Employee ID: 000018
Supervisor: Michael O'Hallorhan :: HUMAN RESOURCES DIV MGR Il

To add pertinent data in the licensure, certification and training sections, click Add Licensure, Add

Certification, etc.

Home
Employee
My Evaluations

Manager
My Employees
Manager Reports

Resources
Competencies Quick
Reference
Manager Checklist

No Records Found!

Add Certification |

Licensure
Description Reference Hbr Expiration/Completed
Date
No Records Found!
Add Licensure .
Certification
Description Reference Hbr :;:);ratloanompleted

Training

To add Licensure detail, proceed by selecting or typing in the Description; Reference Number,

Expiration Date and click Save.

44336
Change Password
Home

Employee
My Evaluations

Add Licensure for And

erson, Vicki

Description
Reference Number

Expiration Date

|Marriage‘ FamilyTherap\stj
|24902T9
[er172010 L]

August, 2010

Manager

g sae| Cancel | Su Mo Tu We Th Fr Sa
My Employees e e L oL
KA Dot — — — — _

14




Licensure, certification and other training documents may be saved, printed and stored in the
system.

Employee Performance Manager Logged

Anderson, Vicki Employee Home | Licensure | Evaluations
Session Timer

44:57 Iy Employees == Anderson, Vicki

Change Password

Licensure
Home S — S — T —
Employee Description Retarence br :ﬂraﬁomompxem
My Evaluations
edit / delete Marriage, Family Therapist 2490279 08/11/2010
Attachments:

Manager

My Employees Add Attachment &

To upload these documents, click Add Attachment. Next, type a Description, File to Upload and
click the Browse button. Select the appropriate file and click Save. The file document will be stored
in the system for future retrieval or reference.

Session Timer
44:22 Add Attachment

Change Password
Description

Home File I Browse... |

Employee | |
. Choose File to Upload 2x|
My Evaluations Submit Cancel
Look i l@ Desktop j O _? % [n]=

Once the licensure section is completed, click on the Evaluations tab referenced below to access
the Employee Evaluation Home Page.

Employee Performance Manager

Anderson, Vicki Employee Home | Licensure | Evaluations
Session Timer \
44:58 My Employees == Anderson, Vicki
Change Password
PeopleSoft Data
Home Employee ID: 000018

Select the appropriate evaluation record from the Employee Evaluation Home Page.
Follow the instructions on the next page to begin working on an evaluation.

Employee Performance Manager Logged

Anderson, Vicki Employee Home | Licensure | Evaluations
Session Timer
44:49 My Employees == Anderson, Vicki
Change Password

Status Type Due Date Finalized

Home select Projected Annual 0211672011

Employee select \5 Due Other 05/18/2010
My Evaluations select Complete Annual 02/16/2010 0216/2010
select Complete Annual 02/16/2009 02/16/2010




Completing, Editing and Finalizing an Evaluation

A template must be imported first before the supervisor or manager begins working on completing
a draft and finalizing an evaluation. Refer to the instructions on Page 9 to import a template. To
begin rating the evaluation, start from the Managers Home Page and select the link My
Employees. Select the employee evaluation you wish to complete. In the example below, the
link to access the annual evaluation due on May 16, 2010, is referenced.

Session Timer L)
43:31 My Employees
Employee ID Employee Hame
Change Password —
select oooo1e Anderson, Vicki
Home Evaluations:
E I select Annual 0218/2011
mpioyee
cle .
My Evaluations LLd\ £ Otver penaRon
I‘u’lanager select oooo014 Andrews, Steve
My Employees Evaluations:
Mananar Donnrte e .- . P, snnsmnnn

To begin rating evaluation criteria, click on the Competencies section tab header first. Open each
section under the Competencies tab by selecting the appropriate links.

Session Timer

44:58
Change Password
Home

Employee

My Evaluations

Manager
Ny Employees

Anderson, Vicki Evaluation Home | Job Description | Physical Rqrmts | Competencies | Rating | Notes

Iy Employees == Anderson, Vicki Evaluations => Evaluation Competencies

Annual Evaluation Due 2/16/2011
Job Duties and Essential Functions

Success Competencies
select Interpersonal / Team Competencies
select Organizational Competencies

Professional Development

Goals | Obhiectives

Some editing may be required in each section. Use the Edit, Delete or Add New Competencies

buttons within each section to make changes or delete information before you begin working on
or finalizing the evaluation.

 Below
 NA standards
Performance

" Meets " Exceeds
Performance Performance

]
=
=

=
L

=
i~

A

Interpersonal Savvy:

- Relates well to all kinds of people, up, down, and sideways, inzide and outzide the organization
- Builds appropriate rapport

- Builds constructive and effective relationships

- Uses diplomacy and tact

- Can diffuse even high-tension situations comfortabhy

Add Mew Competency

Click on the appropriate rating of ‘Below’, ‘Meets’, or ‘Exceeds’ in each of the competency areas
or evaluation criteria sections.
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Home
Employee
My Evaluations

Manager
My Employees
Manager Reports

Resources

Competencies Quick
Reference
Manager Checklist

Admin
Employee Search
Edit Users
Admin Reports

Ratings Definitions
Below Standards Performance - ¢
Meets Performance

Exceeds Performance

mai N
] "
C A st Bflo‘r © Meets  Exceeds o
pnaarcs Performance Performance et

Performance

Political Savey:

- Can maneuver through comple: poltical stustions effectively and guiethy

- Is sensitive to how people and organizations function

- Anticipstes where the land mines are and plans hiszher approach accordingly

- %iews corporate poltics as & necessary part of organizational life and warks to adjust to that reality
- |z & maze-bright person

Board Policy requires & comment for any competency that is rated as Below or

Exceeds standards! \

A ‘Below’ or ‘Exceeds’ rating will require comments to substantiate these ratings. A system prompt
appears when these ratings are selected. To add comments, click the Edit button as shown
above.

After clicking edit, enter the comments under the Comments section and click Save. If the contents
in the Description section require modification, edit the appropriate section and click Save.

Change Password

Home
Employee
My Evaluations

Manager
My Employees
Manager Reports

Resources

Competencies Quick
Reference
Manager Checklist

Admin
Employee Search
Edit Users
Admin Reports
Licensure Setup

Interpersonal f Team Competencies

Below Standards Performance
Meets Performance
c

o
Exceeds Performance

i
C wa Stal?(‘la::‘r]ﬂ“;  Meets  Exceeds save f
Performance Performance cancel
Performance
1 - Can maneuver through complex political situations effectively ;I

and quietly

- Is sensitiwve to how people and organizations function

- Anticipates where the land mines are and plans his/her

approach accordingly

- Wiews corporate politics as a necessary part of organizational
life and works to adjust to that reality

- Is a maze-bright person -

Comments:

Vicki has not demonstrated proficiency in this competency. On ;I
one occassion, VWieki......
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The comments appear directly below the rated criteria after the data is entered and saved.
Maodifications to the evaluation criteria description will update immediately after the changes are

saved.
Home Ratings Definitions
Below Standards Performance
Employee Meets Performance

My Evaluations

Manager
My Employees
Manager Reports

Resources

Competencies Quick
Reference
Manager Checklist

Admin
Employee Search
Edit Users
Admin Reports
Licensure Setup

Exceeds Performance

model of & FIOr pErTOrm:
o)
e sta::;:(‘;  Meets  Exceeds et /
Performance Performance delste
Performance
1
Political Savwy:
- Can maneuver through complex poltical stustions effectively and quiethy
- |z senstive to how people and organizations function
- Articipates where the land mines are and plans hisher approach accordingly
- Wigwys corporate poltics as 8 necessary part of organizational ife and works to scjust to that realty
- Iz & maze-bright person
Comments:
Vicki has not demonstrated proficiency in this competency. On one occassion, Vicki...§
&
i BfIDJ " Meets ” Exceeds et /

The supervisor or manager may determine certain evaluation criteria are not applicable to the
review period. This data may be deleted by clicking the Delete, or N/A radio buttons.

Home
Employee
My Evaluations

Manager
My Employees
Manager Reports

TMETPETSUTTANT TEanT CUTITPCIeTICIT S

Below Standards Performance -
Meets Performance

Exceeds Ferfo-rmln:e

Below
T NA  Standards
Performance

 Meets  Exceeds
Performance Performance

1
Resources
; i Palitical Savwey:
Competencies Quick
Referencg - Can maneuver through comples: poltical stustions effectively and quistly
" Checklist - Iz zenstive to how people and organizations function
CEIEIETSIEEE - &rticipates where the land mines are and plans hisher approach accordingly
- Yiewes corporate poltics as & necessary part of organizational life and warks to adjust to that reality
. - Iz & maze-hright person
Admin
Comments:
Employee Search
Edit Users “icki has not demonstrated proficiency in this competency. On one occassion, Yicki.....
Admin Reports .
Licensure Setup . . Gt T Meets " Exceeds edit /
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The screen prints shown below are the ‘Professional Development’ and ‘Goals/ Objectives’

categories within the employee’s system evaluation. These categories

are included in the

Competencies tabbed section of the evaluation. To enter evaluation criteria, click Add New
Competency, enter the pertinent information and rate the section criteria, accordingly. This
information may also be set up within the template and imported from the template directory as

appropriate.

Annual Evaluation Due 10/27/2010

Change Password

Professional Development_

Home Ratings Definitions
Below Standards Performance - congistent failure to meet goals and objectives despite intervention.
Employee Meets Performance - consistently fulfile job requirements, achieves goal and objectives; meets standard job

expectations at an acceptable level
Exceeds Performance - consistently exceeds expectations; goes above and beyond; iz highly productive; model of
superior performance and service excellence.

My Evaluations

Manager
My Employees Add New Competency
Manager Reports

Change Password

Annual Evaluation Due 1“7!201 0
Goals | Objectives

Home Ratings Definitions
Below Standards Performance - congsistent faiure to meet goals and objectives despite intervention.
EmP|0!r'EE Meets Performance - consistently fulfille job requirements, achieves goal and objectives; meets standard job

expectations at an acceptable level
Exceeds Performance - congistently exceeds expectations; goes above and beyond; iz highly productive; model of
superior performance and service excellence.

My Evaluations

Manager
My Employees
Manager Reports

(Add Mew Competency

Adding a manual entry to the Goals and Objectives section as show below provides a feature for
the manager or supervisor to designate a specific goal or objective as a ‘Past Goal’ or ‘Future

Goal’ by selecting the appropriate radio button as shown below.

Annual Evaluation Due T2/2072070

Change Password

Home
Employee
My Evaluations

Manager .
Below
My Employees C A standards © Meets " Exceeds ot
Performance Performance cancel
Manager Reports Performance
1
Resources Past Goal T Future Gol
Competencies Quick Reference s learn the enhanced features of the EPM system. =
Manager Checklist
Version 3 Training Manual

After rating all sections of the evaluation, an overall rating must be entered
section, as referenced below.

. Click on the Rating

Anderson, Vicki
Session Timer

44:58

Iy Employees == Anderson, Vicki Evaluations => Evaluation Competencies

Annual Evaluation Due 2/16/2011

Change Password

Evaluation Home | Job Description | Physical Rqgrmts | Competencies ' Rafing Hﬁtes

select Job Duties and Essential Functions
Home select Success Competencies
Employee select Internersonal /| Team Comnetencies
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Session Timer

44:54

Change Password

Anderson, Vicki

Iy Employees »»> Anderson, Vicki Evaluations >> Evaluation Rating

Evaluation Home | Job Description  Physical Rgrmts | Competencies | Rating = Notes

Annual Evaluation Due 2/6/2011

Ratings Definitions

H ome Below Standards Performance - consistent failure to meet goals and objectives despite intenention.
Meets Performance - consistently fulfills job requirements, achieves goal and objectives; meets standard job
Employee expectations at an acceptable level.
Exceeds Performance - consistently exceeds expectations; goes abowe and beyond; is highly productive; model of
My Evaluations superior performance and senvice excellence.
Evaluation Rating & Comments
Manager Evaluation Rating:
My Employees Evaluation Comme nts:
Manager Reports ‘ ‘
Resources ‘

Click the Edit button to enter the overall rating and comments. Comments are required before
you can finalize the evaluation.

The evaluation review and approval process may vary by department. An overall ‘Below’ or
‘Exceeds’ rating may require department management review and approval prior to finalizing the
evaluation. Please seek assistance from your designated department representative or contact
County Human Resources.

If the manager or supervisor anticipates granting an overall rating of ‘Below’ standards, notify
Human Resources prior to the review meeting and finalizing the evaluation. Human Resources
will review the evaluation, provide feedback, and assist with the completion of a Performance
Improvement Plan in accordance with Board of Supervisors Policy C-21.

To print a draft copy of the evaluation, click on Print Evaluation Draft from the Employee
Evaluation Home Page, as show below.

. e My Employees == Anderson, Vicki Evaluations == Evaluation Home
43:52 SR !

Evaluation Detail
Change Password valuation !

Evaluation Type: Other
Evaluation Due Date: SM82010
Home
Evaluation Status: Due
Employee

Employee Position: T4772 - HUMAN RESOURCES ANALYST Il (12/8/2008)

My Evaluations

Actions

Print Evaluation Draft
Import Data

Finalize Evaluation

Manager
My Employees
Manager Reports

Resources .
Competencies Quick SHTETIITE DIENGTE
Refarance Upload New Document

The system will display a prompt. Click to Open or Save the evaluation draft. By opening the
document, a draft copy may be printed in a PDF format.

The draft copy may be used after appropriate management approvals are obtained to conduct
the performance evaluation review meeting with the employee before finalizing the evaluation.
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Finalizing the Evaluation

To finalize an evaluation, Click Finalize Evaluation from the Employee Evaluation Home Page.

My Evaluations

Manager
My Employees
Manager Reports

Resources

Competencies Quick
| Beference

Actions

Print Evaluation Draft
Import Data

Finalize Evaluation \

Supporting Documents

Upload Wew Document

The system prompt will ask for a confirmation before a finalization of the evaluation occurs

‘Ok’ or ‘Cancel’.

. Click

Change Password

Home
Employee

My Evaluations

Manager

M Ervelonenne

Evaluation Detail

Evaluation Type:
Evaluation Due Date:
Evaluation Status:

Employee Position:

Actions

(ther

Message from webpage

\4‘:) Are y¥ou sure you wank bo FINALIZE this Evaluation?

x|

Dos)

Print Evaluation Draft

Click View Evaluation, to view, save, or print a copy of the final evaluation.

My Evaluations

Manager
My Employees
Manager Reports

Employee Position:
Finalized by:

Evaluation Type: Other
Evaluation Due Date: SM82010
Home
Evaluation Status: Pending Administrator Sign-off
Employee

T4772 - HUMAN RESOURCES ANALYST Il (12/8/2008)

Wichael O'Hallorhan on 5/13/2010

Actions

View Evaluation \
Acknowledgement Form

The final evaluation is saved in a PDF format as shown in the example below.

Competencies

Job Duties and Essential Functions

Rating Description

M

Assists employees in identifying and comparing benefit options; Informs new employees of County and
departmental policies and procedures regarding human resource and payroll reporting requirements.

B - Below Expectations

M - Meets Expectations

Interpersonal / Team Competencies

E - Exceeds Expectations
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Acknowledgment Form and Signatures

After the manager or supervisor obtains the required approvals; conducts the review meeting and
finalizes the evaluation, the employee will sign into the system to view the evaluation and may
add his or her comments. The employee has 30 calendar days to make comments using the EPM
system. If comments are not made during this timeframe the employee cannot add comments. If
this occurs, comments may be typed on a Word document and uploaded in EPM. Employee

access to EPM is limited to viewing or copying finalized evaluations and historical records and/or
entering comments.

The final step requires the supervisor or manager to print an Acknowledgement Form. Click

Acknowledgment Form to print a hard copy of the form.

e | Finalized by: Michagl O'Hallorhan on 5132010 |
Manager -
My Employees Actions
Manager Reports View Evaluation
Acknowledgement Fo rms
Resources
=3 o izle |“ rtinn Naog t:
County Department: 113 HUMAN RESOURCES
Department: 1130100000 -: HUMAN RESOURCES
Job Code & Title: 13133 SR HUMAM RESOURCES CLERK - C

Evaluation Info

Evaluation Type: Other
Evaluation Due Date: 04/01/2008
Evaluation Completion Date: 071472008

Overall Rating

M Meets Expectations

The printed Acknowledgement Form shown above requires signatures from the employee,
evaluator, department manager and a designated department administrator. The signed form is

submitted to Human Resources for the personnel file and completes the evaluation process. It is
not necessary to attach the entire evaluation to this form.

22




Granting Temporary Access

Temporary access may be granted to an authorized individual to complete an evaluation on behalf
of the supervisor or manager. Begin by selecting the ‘My Employees’ link located on the left side
of the screen page. Next, Select the link directly to the left of the employee 1.D. number.

Session Timer _J
My Employees
44:58 ¥ Empioy
Employee ID Employee Name
Change Password -

select ‘ 000018 Anderson, Vicki

valuations:
Home
select Annual 02/16/2011
Employee
My Evaluations
select 000014 Andrews, Steve

Click the Manage Temporary Access link from the Employee Home tab.

RegiTemp :: Full/Part :: Status: R:F A

Actions

Manage Temporary Access‘

A dialog box will display ‘Manage Temp Access For’ next to the name of the employee whose
evaluation record you want to grant access to. In the example below, we are granting access to
Vicki Anderson’s evaluation record. Click ‘Add’ to continue.

Change Password Manage Temp Access For Anderson, Vicki
Home Use Firet Name, Last Mame and/or County ID to lookup Employees.
Employee

. First Name:
My Evaluations

Last Name:
Manager
My Employees County ID:
Manager Reports I \
Search | Reset | Cancel |
Resources
Competencies Quick Enter date range for temperary access:
Reference J
Manager Checklist Start Date: ISM 112010

Expiration Date: IS-"’1 1/2010 J

» Type the First and Last Name or EMPID in the appropriate fields of the employee you are
granting access to.

* Click ‘Search’

» Select the employee you are granting access to by clicking Select

Temporary access automatically expires within 30 days or you may enter a date range. To revoke

temporary access, click ‘Revoke’ from the Manage Temporary Access screen. Select ‘Cancel’ to
return to the Employee Home Page.

TTOTITS

revoke Martin, H S 428/2010 5282010
Employee \

My Evaluations
Addl Cancel |
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How to Upload a Signed Employee Acknowledgement Form and Other Documents

From the Employee Evaluation Home Page Click on Received Acknowledgement Form which
will change the Evaluation Status to Complete

Next, Click on Upload New Document to upload the signed Acknowledgement Form from your
computer file. To complete this action, you must have a scanned copy of this document saved on

your computer to upload it.

Other pertinent documents relevant to the evaluation record may be uploaded.

ange Password

|Evaluation Detail
Home Evaluation Type: Department Probation
Employee Evaluation Due Date: 3182015
My Evaluations Evaluation Status: Pending Adminisirator Sign-off
Employee Position: 13611 - HUMAN RESOURCES TECHNICIAN | (W182014)
Manager Finalized by: Vivian Nunez on 10/28/2015

My E

[Actions

Resources

|Stnporting Doctsments
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