
Goals and Performance -
Manager Evaluation of Employee
Goals
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Click 'My Team'
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Click 'Performance Overview'
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Click on the Blue Hyperlinked
Text that says Performance
Appraisal next to the employee
you'd like to evaluate.
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To begin, we'll evaluate the
employee's performance goals.
To do so, click 'Evaluate' right
here.
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First, you will have to give a rating
to this specific goal.
To do so, click the Expand Icon.
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Now, select the rating level you'd
like to give this goal by clicking the
desired description.
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Now, give some specific
comments about the employee's
goal.  Comments should be
directly related to an employee's
performance related to this
specific goal.
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Repeat this process for any other
goals that the employee has
listed.  Once you are finished,
click 'NEXT' below.
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Once you are happy with your
evaluations and comments, click
'Save and Close' to move on to
the next section.
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Great Start!  Next, we have to
evaluate the Employee's ratings of
their Core Values.  To do so, click
'Evaluate' right here.
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Again, we'll begin by expanding
the Manager Rating section by
clicking the Expand Icon.
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Click on your desired rating.
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Now, add specific comments
related to the employee's
evaluation of this core value.
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Repeat the process of expanding
the Rating box, selecting your
desired rating, and providing
comments for any other core
values your employee has listed.
 Click 'Next' below when complete.
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Once you are satisfied with your
evaluation, click 'Save and Close'
to move on to the next step of the
performance appraisal process.
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Almost there!  Now, we will
evaluate the Employee's
development goals by clicking
'Evaluate' right here.
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Enter employee accomplishments
this goal cycle from your
prerogative as their manager.
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Detail areas in which the
Employee has room for growth.
 Be sure to reference specific
instances, and remove feelings or
emotions from the comments.
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Now, add specific solutions that
can help your employee develop
in these areas.  Examples would
be attending workshops ,
improving accountability, or
working alongside peers to gain
experience.
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Once you have finished adding
these comments, you can click
'Save and Close' to move on to
the final part of the evaluation
process.
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Last Step!  We will now provide an
overall performance rating to this
employee.  This should be
determined by the overall scores
of the previous sections
combined.  To do so, click 'Edit'
here.
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One last time, click the Expand
Icon...
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Click the desired rating...

23/27

javascript:;


And add comments.
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And click 'Save' when you are
satisfied with your changes.
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If you'd like, you can add
attachments such as projects or
personnel files by expanding and
uploading here.   It is not required.
 Once you are done, click 'Next'
below.
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This is your final chance to make
any changes, or review your
comments.  Once you are
satisfied, click 'Submit' to release
the evaluation to your employee.
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Congratulations!  You have successfully evaluated your employee.

 You should see that the process is now in 'Second Level Manager

Approval'  Once the second level manager approves these goals,

they will be sent to the employee.
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