My Performance and My Employees




Goals

Development Plans/Professional Development

1:1 Meetings
Feedback

Documents




Navigating the System: N

Performance
UCMERCED o ® ©
T

Profile 1:1 Meeting Goals Development Plans Feedback Evaluations Documents

y Performance

Goals Options

| Page| 1 of 1] - X Displaying 1 - 3 of 3
“ ‘ ‘ Employee Goal a ‘ % Co... ‘ Weight ‘ Enter... ‘ Modif... ‘ Due... ‘
" . . . 30% Hal zz- Feb 18, May 31,
o Complete Supervisor Certificate Series = 0 halogen! 2016 2016

Haley
zz-
halogent

Feb 18,

0%
[ @ Goal 2 0 oG




Home Page: Activity Trac

Welcome Haley zz-halogenEmployee Q eedback -
Direct Manager: Hal zz-halogenManager

J o6

Legend: @ Overaue O MyTo-Do @ SemtorReview O NotReady @ Completed

Additional Resources
Performance Managemant
Resources
[ mpentencies

® Displays Pending
Activities

® Customizable
Display Options

Aclivity Tracker
Mine £}
Group by: [Type

B Goal (8)

Added by Haley 22-haegenEmaloyee
Feb 15. 2016

Implement 3 Process Imprevemants.
Updated by Haley z2-halogenEmployee

Welcome Haley zz-halogenEmployee @ Feedback »
Direct Manager. Hal zz-halogenManager

My Ferformance

| Due Date

Legend: @ Overdue O MyToDo (@ Sentfor Review ) NotReady & Completed

Additional Resources
Performance Management
Resources
Core Compentencies

Tips for Writing your Summary of...

Aclivity Trackeg

Mine | L3}

Display Options
Select type of activity to display per lab.

Profile

Goal
Development Plan
Feedback

Edit Profilg

<]

[CRCRC]




Home My Performance E m p|0yee can.

Profile

1:1 Meeting Development Plans Feedback Evaluations Documents

View goals from annua

My Performance :
appraisal;

Goals Options

Trage[ o1l > - & Displaying 1 -3 of 3 Create own goals; viewable
7 ‘[ ‘ "_ENW'GU‘!"‘ ‘%C&.“We&ght ‘ Entermll\flodif..“ Due... ‘ by manager;
[ 1 ’

30% Hal zz- Feb 18,

(] Complete Supervisor Certificate Series - halogenl 2016

Delete own goals, but not
0aeo - ‘ those created by
management; and

Goal Details

Description: |Salisfactory complete all modules of the series and receive cerlification. ) Update sta rt date’. due date;
and completion date; status;
percent completed; and
Category: None progress flag; add, edit, and
Start Date: Feb 1,206 [T Due Date: May 31,2016 |T Completed Date: Apr 29,2016 delete notes.

Smusi g)mg:ssoi:afmck O A AtRisk
Pt conpie (06 O @ NotonTrack O @ MNoFiag et Employee cannot modify title
Last Macifed: Feb 18,2016 Created Date: Apr 15,2015 or description unless

Notes manager grants access.

Add a note

Linked To: Nane




Development Plans
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1:1 Meetings

® Tool intended to facilitate one on one meetings.

® Automatically sets an agenda.

® When an employee’s goals, development plans, or feedback are created
or updated, an item is added to the agenda for the 1:1 meeting.

® Use this feature throughout the performance cycle to maintain

ongoing dialogue, document progress, and make adjustments as
necessary.
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Home My Performance E m p I Oye eS Can :

Profile

1:1 Meeting Development Plans

y Performance View, add, and del

Feedback ) en feedback for themsely

Pageg-i' of1| » M g- @ Displaying 1 -4 of 4

O|a| Note ' Sharing Entered By | Created Date | Modified Date | Share feedback with
oaW@ E#:Eteitvgfpcglrltabamtedwﬂh budget staff to validate data and compile th... o oed ::ggezrfémpluyee Feitg,20167  (Felis;o0ng managers by selecting the

priicisgarnett

S+ % Egg%?ngpmofgviﬁﬁonﬂance Shared g;\j::g;:eét;ps;;zl:y Feb 26, 2015 Eb IShare fEEd baCk With
management’ box or leave
it private;

o Eea Manager Note Shared KONG YANG as Hal zz- Ana®® 2015

Test note halogenManager

Add Feedback - Journal Note

For: Haley 22 halagenEmployee Feedback can highlight

Tﬂl?f|&|dgetﬂeporl
G 0 1. : accomplishments, or areas
@!- B 1 ullz z|[=]|¢] o] P ,

_ of improvement during a
Effectively collaborated with budget staff to validate dal d compile the necessar information lo
et budget proposa performance cycle; and

Make notes regarding their
: own performance
[ share feedback with management.
iR throughout the
performance cycle.




UCMERCED

Profile 1:1 Meeting Goals Development Plans Feedback Evaluations Documents

My Performance

Documents

Page| 1 of 1 I

Document a File Size Date

 Employees have access to view
documents uploaded to their profile,
but cannot add or delete.




Development Plans/Professional Development

1:1 Meetings
Feedback
Recognition

Documents




Navigating Halogen

w — ! :D Logout @ 0

Home My Performance My Employees Task Status Reports

Welco -halogenManager Q Feedback ~ Edit Profile

Direct Manager: Henrietta zz-halogenSecondlevel

= Options Activity Tracker >

My Tasks E

Mine | 1st Level Q
Task a | Due Date

Group by: | Employee v|

Legend: 0 Overdue O My To-Do G) Sent for Review
O Not Ready 0 Completed

B zz-halogenEmployee, Haley (6) A




Home Page: Activity Trac

UCMERCED

Wemogees  Towsie  upors First Level Manager Can:

Hal zz-hal ) Feedback »
Owect Manager: Hennetia zz-halogenSecondlevel

My Perfomance

e View tasks for all
direct reports

Group data by date,
type, and employee

Legend: @ Overdue O MyToDo (@ Sentfor Review O MotReady & Completed

Additional Resources Completad by Hal zz-halogenManager
16

Fab 1320

Second Level Manager
Can:

Activity Tracker
Mine = 1stlevely 2ndLlevel = £}

View tasks for staff
reporting to his/her
direct reports

Group by: |Employee Vv

Group by date, type,

and employee & zz-halogenManager, Hal (4)



My Employees
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1:1 Meeting
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Feedback

Managers can add the following
feedback:
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® The Recognition feature is intended to:

® Provide positive feedback to staff regarding their
performance.

® Examples: when an employee goes above or beyond to
complete a project, meet a deadline or when they have
gone above or beyond to provide outstanding customer
service, or when they complete a training or certificate
program to further develop their knowledge or skills
related to their position.




Recognition
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Reports
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| Title

Score Report
Provides details related to the score for employees within one or
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1:1 Status Report
Provides details related to the managers and employees 1:1
meetings.

Competency Rating
Provides individual competency appraisal scores for your
employees.
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Provides insight into the status of development plans.

Employee Development History
Provides historical competency score and training effectiveness
data for ea...

Feedback Report
Provides details on all feedback and recognition sent and
received through ...

Goal Report
Provides insight into the status of individual goals.
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