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SUPERVISOR ROLE

Direct Access to Supervisor Role Steps:
Step 1: Create Plan

Step 3: Supervisor/Employee Plan Meeting

Step 6: Annual Appraisal Creation

Step 8: Send Appraisal to Employee

Note: Click Link to Navigate Directly
Slide Navigation: Click Return to Index button at any time to return here
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SUPERVISOR ROLE: CREATE PLAN| Login

STEPS

1. Access People Admin

2. Click For UNCSA Employees

3. Login with Microsoft

niversity of North Carolina Sch: X +

o Please login x

University of North Carolina School of the
Arts

For UNCSA Employees - Please click here to login

Guest / Other Users - Login below with the username & password used
to apply:

Log In

Authenticate with single sign-on?SS0 Authentication

@ uncsa-sb.peopleadmin.com ® W o a \"\LJ;JL;L,Q,,, 5/}

W oo
= Sign in to your account

t

%y +

€ C @ login.microsoftonline.com

Q Sign-in options

SCHOOL OF THE ARTS

oy &

% O 2 (update )

44 M
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https://employment.uncsa.edu/hr

SUPERVISOR ROLE: CREATE PLAN| Navigate to Employee Portal

STEPS

1. Click the three-dot menu

2. Click UNCSA Employee Portal

KX return To INDEX |22

Inbox Postings  Users 2 HiringProposals 1 Position Requests &

Onboarding Tasks ~ Special Handling Lists

There are no results to be displayed.

Watch List Postings  Hiring Proposals  Position Requests

There are no results to be displayed

Welcome, Keyona McNelll  logout (960004263)

2 Fil

Applicants Per Day

Inbox
Items.

11

lled Postings
Last 30 days ™=

Last Week

Open
Postings

11

O Applicant Tracking System

£0) Position Managsment

O Employee Records

University of North Carolina
Schaol of the Arts Employee
Portal

Applicant Tracking System
Balanced Hiring
Performance Management

Pasition Management

ina

tings  Users 2 Hiring Proposals 1

pecial Handiing Lists

e displayed.

Postings  Hiring Proposals

e displayed.

Welcome, Keyona McNeill

Position Requests 8

Position Requests

Employee

2 Filled Postin:

logout (360004263)

gs

Last 30 days ==

Applicants Per
Last Week

Inbox
ltems

11

My Links

Applicant Portal

Day

Open
Postings

11

UNCSA



SUPERVISOR ROLE: CREATE PLAN| Review Action Items & Select Employee to Start Plan

STEPS

Go to University of North Carolina School of the Arts HR Site PeopleAdmin

. . . . University of North Carolina School
1. REVIEW ACtIOn |temS LISt of the Arts Employee Portal
Home (3) Performance ~ Progress Notes Hello, Keyona My Account Log Out
. . . Welcome to the Employee Portal, Keyona McNeill
2. Click Item Link with
My Reviews

Your Action Items
My Employees' Reviews

Employee Name to Start Plan

Start typing to search

Item Description Due Date Status

SHRA Performance Evaluation Test Oct 18th for Supervisor creates the

n/a Available
Aretha Sutton plan
SHRA Performance Evaluation Test Oct 18th for Supervisor creates the )
) n/a Available
Cappi Shelton plan
SHRA Performance Evaluation Test Oct 18th for Supervisor creates the )
n/a Available

Kemora Brownlee plan

Showing 1 to 3 of 3 entries

14 W

UNCSA



SUPERVISOR ROLE: CREATE PLAN| Review Guidelines & Begin

STEPS

1. Review Guidelines

Visit Resource for More Info

2. Begin Institutional Goals by

Clicking Save & Continue

KX return To INDEX |22

Aretha Sutton
Supervisor: Keyona McNeill

Position Description: Tal

Department: UNC School of the
Arts

Overview

Plan

Multi-rater Feedback »
History

ty Reviews

My Employees' Reviews

Go to University of North Carolina School of the Arts HR Site

Home (37 Performance ~ Progress Notes

Plan for Aretha Sutton

Part 1. PERFORMANCE PLAN. Performance plans must be issued annually bet
{d May 30. The plan defines how well the employee needs to perform job duties in order to meet

een April %5 Ct

the emplc

business needs. It also includes targeted individual goa

performance standards for all SHRA

Part 2: INSTITUTIONAL GOALS, These are University system-v
positions that provide the supervisor and employee a way to discuss performance expectations. Each job

duty has performance expectations that are described in the institutional goals (for example, level of

acc fficiency of process management, the impact of absenteeism, how

acy, quality of analysis,

interactions with others affect the work produced, adherence to policy and procedure, etc.). Each
institutional goal is weighted no less than 5% of the final overall rating. The total for the institutional goals

must equal 50% of the final overall rating

Part 3: INDIVIDUAL GOALS. The su

These are not intended to cover all aspects of employee work product (institutional goa

visor defines 3-5 individual goals for each employee

ch cycle.

s do that). The
focus is on key results/outcomes/ deliverables, not steps in the process. Types of individual goals include:
Division-Wide Goals that are often tied to University strategic goals or initiatives; Work-Unit /Job-Class
ain work product or related team dynamics; and Employee-Specific Goals that
stretch goals” that broaden or

Goals that improve/sus

may emphasize key aspects of employee essential job duties or provide

deepen an employee's skillset or work product. Each institutional goal is weighted no less than 5% of the

final overall rating. The total for the individual goals must equal 50% of the final overall rating
Part 4: TALENT DEVELOPMENT PLAN. The University recommends that each employee have at least one

talent develop: sor determines with the employee the

go
appropriate development goal(s) for the cycle. The supervisor is expected to set development goals to

ch performance ¢

address performance deficiencies for employees who received any rat ons on

g of Not Meeting Expectz

their last appraisal.

Part 5: SIGNATURES FOR PERFORMANCE APPRAISAL. Once reviewed and signed by the
manager/supervisor the employee shall review, sign, and date the annual performance appraisa

document. The employee’s signature confirms

1ly that the employee has received the document

Part 6: ANNUAL PERFORMANCE APPRAISAL. Annual performance appraisals must be issued annually

between April 1 and May 30. Use the three-point rating scale (Not Meeting, Meeting, or Excee

g
Expectations) for each goal and for the final overall rating. Individual goals equal 50% of final rating and

institutional goals equal 50% of final rating, Add up the scores for each rating (Rating x Weight = Score) to

determine the overall score.

Part 7: SUPERVISOR COMMENTS. Any comments related to the individual and institutional goals as
ents, Comments should serve to justify ratings above and below the meeting

any overall c

evel

expectati

Part 8: SIGNATURES FOR PERFORMANCE APPRAISAL. Once reviewed and signed by the
rmance appraisal

manager/supervisor the employee shall review, sign, and date the annual per

has received the document.

document. The employee’s signature confirms only that the emplo

Part 9: APPEALS. Employees may appeal a final overall rating of Not Meeting Expectations through the

University SHRA Employee Grievance Policy.

PeopleAdmin

Hello, Keyona MyAccount  Log Out

SHRA
Performance
Evaluation
Test Oct 18th

Review Status:

Evaluation Type:
Annual

Program
Timeframe:
03/01/23to -
Last Updated:

O er 18, 2022
07:00

Co-reviewer: Ac



https://www.uncsa.edu/mysa/human-resources/docs/pm-form-shra.docx

SUPERVISOR ROLE: CREATE PLAN| Institutional Goals

STEPS

1. Review Outline of Institutional Goals
2. Apply Percentage Weights to Each Goal.
Ensure Weights Add to 50%

3. When Complete, Click Save & Continue

INSTITUTIONAL GOALS: These are University system-wide performance
standards for all SHRA positions that provide the supervisor and
employee a way to discuss performance expectations. Each job duty has
performance expectations that are described in the institutional goals
(for example, level of accuracy, quality of analysis, efficiency of process
management, the impact of absenteeism, how interactions with others
affect the work produced, adherence to policy and procedure, etc.). Each
institutional goal is weighted no less than 5% of the final overall rating.
The total for the institutional goals must equal 50% of the final overall
rating.

Aretha Sutton

h Carolina School of the Arts HR Site  PeopleAdmin

Plan for Aretha Sutton

OVERVIEW OF INSTITUTIONAL GOALS
. ons below are written a

descript wer ov b
n the position description in 3 separate window

STEPS FOR COMPLETING THIS PAGE
+ Weight: The supervisor must assign a
rating or

NEXT

Institutional Goals

Hello, Keyona MyAccount  Log Out

=m
Performance

Evaluation Test
Oct 18th

Review Status:
[ Open

Evaluation Type:

imeframe:

|44 4d

UNCSA



SUPERVISOR ROLE: CREATE PLAN| Individual Goals

STEPS

1. Review Outline of Individual Goals

2. Enter 3-5 Goals and Weights. Ensure
Weights Add to 50%

3. When Complete, Click Save & Continue

INDIVIDUAL GOALS: The supervisor defines 3-5 individual goals for each
employee each cycle. These are not intended to cover all aspects of employee
work product (institutional goals do that). The focus is on key
results/outcomes/ deliverables, not steps in the process. Types of individual
goals include Division-Wide Goals that are often tied to University strategic
goals or initiatives; Work-Unit / Job-Class Goals that improve/sustain work
product or related team dynamics; and Employee-Specific Goals that may
emphasize key aspects of employee essential job duties or provide “stretch
goals” that broaden or deepen an employee’s skillset or work product. Each
institutional goal is weighted no less than 5% of the final overall rating. The
total for the individual goals must equal 50% of the final overall rating.

Go to University of North Carolina Sch

Aretha Sutton Plan for Aretha Sutton

| OVERVIEW OF INDIVIDUAL GOALS
Overview

’ My Employees' Reviews

Individual Goal=

* Goal Name
* Weight

* Goal Description

Remove Entry?

f the Arts HR Site  PeopleAdmin
Keyona MyAccount  Log Out

s
Performance

Evaluation Test
Oct 18th

Review Status: (T2}

Evaluation Type:

Program Timeframe:

14 W

UNCSA



SUPERVISOR ROLE: CREATE PLAN| Talent Development Goals

STEPS

1. Review Outline of Development Goals
2. Enter At Least 1 Goal.
3. When Complete, Click Complete!

TALENT DEVELOPMENT PLAN: The University recommends that each

employee have at least one talent development goal each performance cycle.

The supervisor determines with the employee the appropriate development
goal(s) for the cycle. The supervisor is expected to set development goals to
address performance deficiencies for employees who received any rating of
Not Meeting Expectations on their last appraisal.

The Create Plan Step is Complete! It Will Now
Route to 2"d Level Approval

Aretha Sutton

Supervisor: Keyona McNe

Position Description:

Depart
Art

ment: UNC School of the

Plan

Plan for Aretha Sutton

OVERVIEW OF TALENT DEVELOPMENT GOALS,

t rated on the annual app

STEPS FOR COMPLETING THIS PAGE

Talent Development Goals

Talent Development Goals

Go to University of North Carolina School of the Arts HR Site  PeopleAdmin

Hello,Keyona MyAccount  Log Out

28
Performance

Evaluation Test
Oct 18th

Review Status: (T2

Evaluation Type:

Program Timeframe

Last Updated:

Co-reviewer.

[ | 2o

14 W

UNCSA



SUPERVISOR ROLE: SUPERVISOR/EMPLOYEE PLAN MEETING| Login

STEPS

1. Access People Admin

2. Click For UNCSA Employees

3. Login with Microsoft

@ University of North Carolina Sch: X +

7 c

@ uncsa-sb.peopleadmin.com

o Please login

@

University of North Carolina School of the

Arts

For UNCSA Employees - Please click here to login

Guest / Other Users - Login below with the username & password used

to apply:

Log In

Authenticate with single sign-on?SS0 Authentication

2 % O a (‘u;ﬂmw /,

&

® Sign in to your account

c

%y +

@ login.microsoftonline.com.

Q Sign-in options

SCHOOL OF THE ARTS

oy &

% O & (update })

44 M

UNCSA


https://employment.uncsa.edu/hr

SUPERVISOR ROLE: SUPERVISOR/EMPLOYEE PLAN MEETING | Navigate to Employee Portal

Welcome, Keyona McNeill logout (960004263) Welcome, Keyona McNeill  logout (360004263)

Jser Group: oApp\.:amw.f yste ina

£0) Position Mar

Employee Records

STEPS

Employee

1. Click the three-dot menu

2 Filled Postings
Last 30 days ==

2 Filled Postings
Last 30 days ™=

Inbox Postings  Users 2 Hiring Proposals 1 Position Requests & tings Users 2 HiringProposals 1 Position Requests &
Onboarding Tasks  Special Handling Lists University of North Carolina  [IESCEIEREIRIES

Schaol of the Arts Employee
Portal

2. Click UNCSA Employee Portal

e displayed. s

Balanced Hiring . o

o= y licant Tracking System SHRATEHRA Siafl
There are no results to be displayed Appl ng Systs —

Performance Management

Pasition Management

Watch List Postings  Hiring Proposals  Position Requests Postings  Hiring Proposals  Position Requests

Applicants Per Day

Applicants Per Day
LastWeek =<

Last Week *°

There are no results to be displayed se displayed.

Inbox Open
ftems Postings

11 11

Inbox Open
items. Postings

11 11

My Links

Applicant Portal

RX] reTurN TO INDEX | 24|

11




SUPERVISOR ROLE: SUPERVISOR/EMPLOYEE PLAN MEETING | Review Action Items & Plan Meeting

STEPS

1. Review Action Items List

2. Click Item Link with Employee
Name to Plan Meeting

3. Schedule a Face-to-Face Meeting

with Employee

4 University of North Carolina School

of the Arts Employee Portal
Home (3) Performance ~ Progress Notes

Welcome to the Employee Portal, Keyona McNeill

Your Action Items

My Employees' Reviews

Start typing to search

Item

Descri

Go to University of North Carolina School of the Arts HR Site ~ PeopleAdmin

ption

Hello, Keyona My Account Log Out

SHRA Performance Evaluation Test Oct 18th for Aretha Sutton
SHRA Performance Evaluation Test Oct 18th for Cappi Shelton

SHRA Performance Evaluation Test Oct 18th for Kemora Brownlee

Supervisor/Employee Plan Meeting

Supervisor

Superv

creates the plan

isor creates the plan

2 |2 |2
2 2 |2 o
T o 9 b

howing 1 to 3 of 3 entri:

14 W

UNCSA



SUPERVISOR ROLE: SUPERVISOR/EMPLOYEE PLAN MEETING | Conduct Face-to-Face Meeting & Complete

STEPS

1. Review Plan with Employee
2. Once Review is Complete, Select
Acknowledge or Return
Add Comment as Needed

3. Select OK on Pop Up if Acknowledging

The Plan Meeting Step is Complete! It Will

Now Route to Employee to Acknowledge

Aretha Sutton

Plan for Aretha Sutt

Institutional Goals

OVERVIEW OF INSTITUTIONAL GOALS

Goal Name

Description

Weight

Comments

NEXT

Talent Development Goals

mmmmmmm

Acknowledgements

cond-level Review of Plan.”

WILNN - Acknowledge

14 W

UNCSA



SUPERVISOR ROLE: ANNUAL APPRAISAL CREATION| Login

STEPS

1. Access People Admin

2. Click For UNCSA Employees

3. Login with Microsoft

@ University of North Carolina Sch: X +

7 c

@ uncsa-sb.peopleadmin.com

o Please login

@

©@ ¥ O & (update

University of North Carolina School of the

Arts

For UNCSA Employees - Please click here to login

Guest / Other Users - Login below with the username & password used

to apply:

Log In

Authenticate with single sign-on?SS0 Authentication

:,/,

&

® Sign in to your account

c

%y +

@ login.microsoftonline.com.

Q Sign-in options

SCHOOL OF THE ARTS

oy &

% O & (update })

44 M

UNCSA


https://employment.uncsa.edu/hr

SUPERVISOR ROLE: ANNUAL APPRAISAL CREATION | Navigate to Employee Portal

Welcome, Keyona McNeill logout (960004263) Welcome, Keyona McNeill  logout (360004263)

Jser Group: oApp\.:amw.f yste ina

£0) Position Mar

Employee Records

STEPS

Employee

1. Click the three-dot menu

2 Filled Postings
Last 30 days ==

2 Filled Postings
Last 30 days ™=

Inbox Postings  Users 2 Hiring Proposals 1 Position Requests & tings Users 2 HiringProposals 1 Position Requests &
Onboarding Tasks  Special Handling Lists University of North Carolina  [IESCEIEREIRIES

Schaol of the Arts Employee
Portal

2. Click UNCSA Employee Portal

e displayed. s

Balanced Hiring . o

o= y licant Tracking System SHRATEHRA Siafl
There are no results to be displayed Appl ng Systs —

Performance Management

Pasition Management

Watch List Postings  Hiring Proposals  Position Requests Postings  Hiring Proposals  Position Requests

Applicants Per Day

Applicants Per Day
LastWeek =<

Last Week *°

There are no results to be displayed se displayed.

Inbox Open
ftems Postings

11 11

Inbox Open
items. Postings

11 11

My Links

Applicant Portal

RX] reTurN TO INDEX | 24|

15




SUPERVISOR ROLE: ANNUAL APPRAISAL CREATION | Review Action Items & Annual Appraisal Creation

STEPS

1. Review Action Items List
2. Click Item Link with Employee

Name to Begin Appraisal

Go to University of North Carolina School of the Arts HR Site  PeopleAdmin

Home (3) Performance ~ Progress Notes Hello, Keyona My Account Log Out

Welcome to the Employee Portal. Keyona McNeill

Your Action Items

14 W

UNCSA



SUPERVISOR ROLE: ANNUAL APPRAISAL CREATION | Create Annual Appraisal

STEPS

Go to University of North Carolina School of the Arts HR Site  PeopleAdmin

|2 University of North Carolina School

of the Arts Employee Portal

Home(3) Performance ~

Progress Notes Hello, Keyona My Account  Log Out

1. Review Instructions

2. Click Save & Continue

KX return To INDEX |22

Aretha Sutton

Supervisor: Keyona McNeill

Position Description: Talent
Solutions Manager

Arts

Overview

Plan

Supervisor Evaluation
Self Evaluation
Multi-rater Feedback v

Approvals &
Acknowledgements

Department: UNC School of the

History

My Reviews

My Employees' Reviews

Supervisor Evaluation for Aretha Sutton (Score in progress: Unrated)

Once you have completed the annual appraisal the,sacond level will be notified to approve it. You will meet with your employee after the reviewer has
approved the performance review.

Before You Get Started.. Institutional Cpals Indiy’dual Goals Talent Development Goals Overall Performance Attachments [

STEPS FOR COMPLETING RATINGS ON INSTITUTIONAL /<u INDIVIDUAL GOALS %5 Check spelling
+ Enter Ratings: For each institutional and individual goal, select the appropriate rating from the dropdown options.

+ Comments: You are not required to enter comments for each institutional and individual goal, but may choose to do so. Overall comments will be required
later in the appraisal. Please note that if you assign a rating of "Not Meeting Expectations” or "Exceeding Expectations” you will have to explain the reasons for
the rating in the Overall Comments section.

+ Disciplinary Actions: If the employee has an active disciplinary action, then the affected goals must be rated "Not Meeting Expectations.” Contact Human
Resources for additional guidance

AFTER THE SUPERVISOR COMPLETES THE ANNUAL APPRAISAL
+ The assigned second-level reviewer will initiate the next step: “Second-Level Review of Appraisal.”
- Once the second-level reviewer has approved the appraisal, it will route back to the supervisor.
+ When the supervisor is ready to issue the appraisal to the employee, the supervisor will initiate the next step: “Send Appraisal to Employee.”
+ The supervisor also must meet with the employee to review the annual appraisal.
 After the review meeting, the employee will initiate the final step: “Employee Acknowledgement of Appraisal.”

NEXT
+ Click “Next" at the bottom of each page to save the ratings and continue to the next section.
* You may select “Save Draft” to save this information and complete the appraisal some other time.

@ Save Draft | Save & Co

SHRA Performance
Evaluation Test Oct
18th

Review Status: (25
Evaluation Type: Annual

Program Timeframe:
03/01/23 to -

Last Updated: November
07,2022 00:40

Last Completed Step:

Employee Self Evaluation

Co-reviewer: Add Co-
reviewer

17




SUPERVISOR ROLE: ANNUAL APPRAISAL CREATION | Create Annual Appraisal

STEPS

1. Complete Ratings for ALL Goals

2. Click Save & Continue

KX return To INDEX |22

18

Aretha Sutton

Supervisor: Keyor

Pasition Description:

Overview
Plan
Supervisor Evaluation
Self Evaluation
Multi-rater Feedback =

Approvals &

Acknowdedgements

History

My Employees’ Reviews

Department: UNC School of tf

Supervisor Evaluation for Aretha Sutten (Score in progress: Unrar

Institutional Goals

Goal Name:

EXPERTISE

Description:

b. Resourcing;
© Innevation: Looks

s and documents
. Development: Mairt credentials,

Weight:

Plan Comments:

* Rating
Please select -

Comments

Goal Name:

ACCOUNTABILITY

cient

king to meet the re

Ga to University of North Caralina School of the Arts HR Site

ents of the

Hello, Keyona My Account

x

SHRA Performance
Evaluation Test Oct
18th

Review Status: [Z55)
Evaluation Type: Annual
Program Timeframe:
P

Last Updated: November

Last Completed Step:
Employ

e Self Evaluation

Co-reviewer:

PeopleAdmin

Log Out

UNCSA



SUPERVISOR ROLE: ANNUAL APPRAISAL CREATION | Create Annual Appraisal

STEPS

Go to University of North Caralina School of the Arts HR Site ~ PeopleAdmin

Hello, Keyona My Account Lo Out

Aretha Sutton

1. Complete Ratings for ALL Goal :
. ompiete ratings Tor oais ,
§ Supervisor Evaluation for Aretha Sutton (Score in progress: Meeting Expectations | SHRA Performance
Pasition Description: Tals Evaluation Test Oct
’ n ” " b e it 1 W 18th
Department: UNC of the R e ' o - ) e Review Status: (25

Arts

Evaluation Type: Annual

2. Click Save & Continue o oo [t | e e el

Required fields are indicated with an asterisk (* 5 Check spellin,

Supervisor Evaluation Individual Goals

Last Completed Step:

Employee Self Evaluation

Self Evaluation
Co-reviewer: 4
ater Feedback * Goal Name:

Approvals &

ne HR Processes Acrass UNCSA

Weight:
Histary .
20%
My Reviews
My Employees' Reviews Plan Comments:

Deliver process improvements acrass UNCSA to drive efficiencies and improvements for all hiring mana

* Goal Rating

Please select ~

Comments

Goal Name:

Drive Adoption af HR Management Sy

Weight:

KX return To INDEX |22

& UNCSA




SUPERVISOR ROLE: ANNUAL APPRAISAL CREATION | Create Annual Appraisal

STEPS

Go to University of North Carolina School of the Arts HR Site  PeopleAdmin

1. Add Comments for Development Goal

Supervisor: K

Hello, Keyona My Account  Log Out

X

SHRA Performance
Evaluation Test Oct

18th

na Mcheil

Pasition Description: T

Department: UNC Schoal of the

2. Click Save & Continue o ———

. 1 ¢ " prme a - o] Program Timeframe:
Overview

310
Talent Development Goals 5 Check spel

Supervisor Evaluation

Last Completed Step:

. Description: Employee Self Evaluation
Self Evaluation
Develop and strengthen skillsets in the area of application and taals which will improve effi 5 and reduce manual efforts. Corevawer: 1
RS Develop and strengthen skillsets in the area of application and toals which wil improve efficiencies and reduce manual effort o
= Comments

Histary

My Reviews

My Emplayees’ Reviews

RX] reTurN TO INDEX | 24|

20




SUPERVISOR ROLE: ANNUAL APPRAISAL CREATION | Create Annual Appraisal

STEPS

1. Complete Overall Performance
Comments and Answers
2. Click Complete

3. Click OK

The Appraisal Will Now Route to for

2"d Level Review

RX] reTurN TO INDEX | 24|

Aretha Sutton

Supervisor: Keyona McNel

Position Description:

Department: UNC Schoo! of the

Supervisor Evaluation

Home @ Performance ~ Progress Notes

The

Supervisor Evaluation for Arel

spervisor Evaluation has been saved!

Sutton (Score in progress: Meetin

Go to University of North Carolina School of the Arts HR Site.  PeopleAdmin

Hello, Keyona MyAccount  Log Out

x
g Expectations ) m SHRA Performance
Evaluation Test Oct
18th
Review Status: (T35
Evaluation Type: Annua

(o] Program Timeframe:

Emplayees who receive a rating of "Not Meeting Expectations™ on any goal, or for an active disciplinary action during the cycle cannot receive % Check
an overall rating of "Exceeding Expectations”

Therefore

+ IF you chose "Not Meeting Expectations® for any goals

* ORanswered yes to the question below",

red with an asterisk (¥

Overall Performance Comments

* Overall Performance Comments

* Was there an active disciplinary action from this performance cycle?

If you answer “yes™ to this question, your employee’s overall score will be adjuste

Remove Entry?

Last Updated: Novembs
Last Completed Step
Employee Self Evaluatio

Co-reviewer.

uncsa-training.peopleadmin.com says

Are you sure you want to complete this supervisor evaluation?

Can:e'

21
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SUPERVISOR ROLE: SEND APPRAISAL TO EMPLOYEE| Login

STEPS

1. Access People Admin

2. Click For UNCSA Employees

3. Login with Microsoft

@ University of North Carolina Sch: X +

7 c

@ uncsa-sb.peopleadmin.com

o Please login

@

©@ ¥ O & (update

University of North Carolina School of the

Arts

For UNCSA Employees - Please click here to login

Guest / Other Users - Login below with the username & password used

to apply:

Log In

Authenticate with single sign-on?SS0 Authentication

:,/,

&

® Sign in to your account

c

%y +

@ login.microsoftonline.com.

Q Sign-in options

SCHOOL OF THE ARTS

oy &

% O & (update })

44 M

UNCSA


https://employment.uncsa.edu/hr

SUPERVISOR ROLE: SEND APPRAISAL TO EMPLOYEE | Navigate to Employee Portal

Welcome, Keyona McNeill logout (960004263) Welcome, Keyona McNeill  logout (360004263)

Jser Group: oApp\.:amw.f yste ina

£0) Position Mar

Employee Records

STEPS

Employee

1. Click the three-dot menu

2 Filled Postings
Last 30 days ==

2 Filled Postings
Last 30 days ™=

Inbox Postings  Users 2 Hiring Proposals 1 Position Requests & tings Users 2 HiringProposals 1 Position Requests &
Onboarding Tasks  Special Handling Lists University of North Carolina  [IESCEIEREIRIES

Schaol of the Arts Employee
Portal

2. Click UNCSA Employee Portal

e displayed. s

Balanced Hiring . o

o= y licant Tracking System SHRATEHRA Siafl
There are no results to be displayed Appl ng Systs —

Performance Management

Pasition Management

Watch List Postings  Hiring Proposals  Position Requests Postings  Hiring Proposals  Position Requests

Applicants Per Day

Applicants Per Day
LastWeek =<

Last Week *°

There are no results to be displayed se displayed.

Inbox Open
ftems Postings

11 11

Inbox Open
items. Postings

11 11

My Links

Applicant Portal

RX] reTurN TO INDEX | 24|
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SUPERVISOR ROLE: SEND APPRAISAL TO EMPLOYEE | Review Action Items & Access Appraisal to Send

STEPS

I ) Go to University of North Carolina School of the Arts HR Site  PeopleAdmin

Hello, Keyona My Account Log Out

1- REView ACtion Items LiSt Welcome to the Employee Portal, Keyona McNeill

Your Action Items

2. Click Item Link with Employee

Name to Open Appraisal

14 W

UNCSA



SUPERVISOR ROLE: SUPERVISOR/EMPLOYEE PLAN MEETING | Send Appraisal & Conduct Face-to-Face Review

STEPS

1. Review Appraisal and Schedule
Meeting with Employee
Send Appraisal to Employee Prior to
Performance Review Meeting
2. Acknowledge or Return
3. Select OK on Pop Up if Acknowledging
4. Hold Performance Review Meeting

with Employee

Aretha Sutton Supervisor Evaluation for Aretha Sutton (Score: Meeting Expectations )
ervis
ion
Department LHIE Sctoal of e Institutional Goals
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Employee Met Expectations

Was there an active disciplinary action from this performance cycle?
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