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A&P ePerformance Quick Reference — Employee Actions

Employee Actions:

After you and your supervisor have reviewed and discussed your performance evaluation
together, you will need to acknowledge that the performance review was held. You will receive
an automated email notification instructing you to review your evaluation, enter comments and
acknowledge the review using the online ePerformance tool via OMNI Self Service.

An evaluation is considered complete when it has been discussed with the employee and
acknowledged by the rater and employee.

Note: In this topic, you will learn the steps to review and acknowledge your performance
evaluation using the ePerformance evaluation tool.

Step Action

1. Click the Human Resources link.
HR

Click the Main Menu link.

Click the Self Service link.

4. Click the Performance Management link.

|Perfl:-rrnan|:er'.’lanagemeng

5. Click the My Performance Documents link.
[My Performance Documents|

6. Click the Current Documents link.

|CL|rrent Dncuments|

7. Click the AP Annual Performance Review link.

AP Performance Review

Current Performance Documents
Susie Seminole

Listed are your current performance documents

Performance Documents Personalize | Find | | B At 10t ) Last
Document Type Document Status Period Begin Period End  Job Title Next Due Date  Manager
Champions

AP Performance Review Pending Acknowledgement 0810812015 (8/07/2016  Athlefic Trainer 091812016 Clib
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Step | Action

8. Click the Expand All link.
Expand All

o+ | Manager Evaluation - Acknowledge
Susie Seminole

Step | Action

9. Review and Scroll down the page to the Employee Comments field.

10. | Optional: You may provide comments regarding your performance
evaluation ratings

11. Click the Save button.
Save

12. Click the Acknowledge button.
Acknowledge
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Steps and Tasks

Susie Seminole
A&F Performance Review
08082015 -

Performance Process 0 «
T g~
1
08/07/2018 Overview

Review Manager Evaluation
Due Date  09/1

16

@ Review with Manager

Acknowledge

View

A&P Performance Review
Manager Evaluation - Acknowledge

Return to Current Documents Save Acknowledge

Section 5 - Overall Summary

Rating Scale: 1-Below y

§Frml | E7 Notify

NOTE: A Performance Improvement
for assistance in developing a PIP.

Manager Rating 3-Above Safisfactory

Manager Comments

; 2-Sati y; 3-Above
Plan (PIP)is required for a Below Perfor

y; 4-Exemplary
mance Standards rating. Contact Employee Relations

(Good Job!

Section 6 - Employee Comments

You can view the Employee Comments once the employee has Acknowledged the review document

Employee Comments
Py Font

-Joee -0B 7 LR - A- B

Step

Action

13.

Confirm

Click the Confirm button.

NOTE

An automated email notification will now be sent to the supervisor indicating the
evaluation has been acknowledged.
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