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Accessing Performance Evaluation

KU KANSAS

Please be advised that the document 2015 Staff Perfformance Evaluation for
Felicia Ford has been created for you by KU Admin and is now available in
your PerformanceManager Inbox folder. Please be sure to complete your step
within the form by the established deadlines on the form.

You can access this document at the following URL:
Document Link

Please do not reply to this message. For assistance, or if you have any
questions, please contact Human Resources at hrdept@ku.edu or 785-364-
4946.
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Learning

| 4
| New Learnifng Linkedin Learning || RequitédiCompliance || Step By"Step’

Learning | Opportunities with Lynda.com Content Training instructions ‘
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The employee can click the link in
the email directly to the form or log
in to mytalent.ku.edu usintheir
KU online ID and password.

In addition to the notification
email, the evaluation will show up
Ay GKS SyLX 2eSS
home page. The employee can
clickoni KS a9 @I f dz i
t SNF2NXI yOSé GA
directly to the evaluation form.
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ol s ST L (Y | The performance evaluation form
oy

g can also be accessed by clicking ¢
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Overdue
Admin Center
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Goal Performance re s instructions
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Performance ~ KU Admin on behalf of Felicia Ford + IQJ / f 7\ 61 7\ y. 3 2 y. d t S
the employee to their Performancs
My Forms Inbox. Forms needing action will

(RS Items per page: ‘Showing 1-1 07 1 @ Al O my Direct Reports

wrogess show up in the Inbox.

Inbox

En Route ¥ Form Title ™1 Employee [ Step M Date Assigned ] Step Due Date &I Form Start Date &I Form End Date [ Form Due Date 1 Last Modified & Sent From 1 D ue d ategor the fo rm are

Completed L

/72015 Staf Performance Evaluation for Felicia Foro | Felicia Ford (5] Seff Assessment 12062014 010472015 01012014 12312014 03012015 12062014  KUAdmin [ @ dlsplayed |n the |nbox
items per page: [10_~| Showing 1-1 07 1 @ a1 O My Direct Reports 1 z Click on the tltle Of the form

—_— i o ettt ord « (NI ANSA The employee will complete their
: selfevaluation.
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Signature Completed

Self Assessment v € Performance Evaluation €0 Employee Acknowledgement € Supenvisor Acknowledgement €0 Completion
Felicia Ford: Employee Manager Employes Manager
Due 01/0412015 7 Dueo2052015 —  Due 0219015 7 Due0ant201s -

First Name ~ Felicia LastName Ford

Title  Manager Supervisor Brooke Brown
Department Alpha Department Employeeld it
Employee Class Probation Date

Adding Goals to the Evaluation

o) | Goals are required to complete thg
An important part of evaluating performance is reviewing the status of goals for the past year. Ratings and comments are required for each of the goals listed below. eval uatlon . If you do nOt have a
As goals are a required component of the evaluation, if no goals are listed below, in order to proceed with completing the evaluation, goals must be added to the goal plan. goal’ you Can add One to the
To add a geal, click "+ Add Goal” just above this instruction box on the right hand side. é é I f d I e 7\ 2 - = o
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Other
3.1 Communication #

Not Started

Success will be measured by limited situations of inquiries not being responded to within one business day. Limited situations of providing
inaccurate incomplete infarmation. Zero instances on not blind copying your supenisor. Success will also be measured by your demonstrated
ability in email communication to revise future communications based on feedback from your supenvisor.

Evaluating Goals
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Click anywhere on the goal windo
for more details to appear to
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1.1 Goal Name et

Measure of Suceess, Supervisor Edit, Employee Edit

Rating Goal Name  Goal Name
Please Select v

* Employee’s Comments. Goal Description, Supervisor Edit, Employee

Edit
B 7 uliE === | @|EE= ]y g

Goal Description

Moasure of Success 15218 0f Succass, Supenisor Edit
Employee Edit
Start Date  01/01/2015
Due Date 110972015
Complete  75.0%

Status On Target

1 Goal name and measure of
success

2 Goal details
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