myPerformance
MANAGERNSTRUCTIONSeps 1, 3, 5

The following instructions are for a Manager completingganual evaluation for a noteaching direct report

Login to
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STEP ONEPLANNING AND MiREVIEW

The first step of the review process is Planning and Mid-Review. During Planning, t
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Options
Managers willhave various options available in the Options menu during Steps 1, 3, 5.

Options may include:
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Rate Competencies
Managers must rate eaclsompetencyaccording
to the employee’s performance throughout the
review period.
1. Review comments added by the
employee during Step 2 — Self-Evaluatio
2. Click the dropdown menu to select the

rating for the first competencyClick the
to read the definition of each rating.
3. Add comments to eacbompetency
explaining the rating, either positive or
negative.
Scroll down to the nextompetencyto
continue rating.
5. When you are finished with each
competency clicksSEWEE:leK®felglily] to
advance o the next section.

4.

Goals Planning and Review

Adaptability -

Adjusts planned work by gathering relevant information and applying critical thinking te address multiple demands and
competing priorities in a changing environment,

* Expresses willingness to do things differently.

# Displays a positive attitude in the face of ambiguity and change.
# Changes own behavior or approach to suit the situation.
# Flexibly applies rules or procedures, while remaining guided by the organization's values,

Needs Imnrovement -

Meets Expectations

Exceeds Expectations

This section is optional and will not be weighed or rated during the end of the review periocadtigougoals during
the Planning or MidReviewand wishto comment on any goals at this time, a comment box is availatile lower half
of the page Aick SE\E e R®elplil)] to advance to the next section.

Comments: Goal 1

Comments:

B_T £ 11/ 1= =

sed on managing _____ _nsing during the

February 18 - Randi is progressing very well on her gosl She has been fooyl
development The project i still on schedule to launch March 1

Additional Comments

In the Additional Comments section, the manager will be able to enter summary comments for the overall review perioc

COmments.

Bf&u = i= K o

Summary discussion points may include employee's strengths, areas for development and additional evaluation
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RatingSummary

In the Summary section, the manageétl be able to view overall rating calculations after the completion of their ratings.

It is also used to print the review or upload attachments at the end of the review period. Click the Options button to prin
the evaluation, if desiredtherwise, you maglick[JEX.

Overall ratings take weights into consideration, and are awttically calculated by the software:

a. The Competencies are weighted equally.
b. The Competencies account for 100% of the Overall Rating.

Submit Review

Meets Expectations

Individual Contributor Competencies Meets Expectations

Back | &

== I

*The review will now advance to Step Bmployee Signature for their signature and any additional comments. Once the
employee electronically signs and submits the review, the evaluation will return to the manager to complete Step 5 —
Manager Signature.

STEP FIVEMANAGER SIGNATURE

During the Step,8he manager will be able to view comneifrom the employee and/or indirect managster the
ratings wereassigned. The manager can add additional commentsetextronically sign the evaluation.

Login through myWSU and access the res=e page 1 for instructions)

Review Step Progression
This screen summarizes the review steps for the review period.tiidi (€IS EgE button.

Review Step Progression
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Indirect Mogr View
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Competencies
This section allovgthe manager
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