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OneUSG Connect

Date: 11/19/2021

Overview/Description

This document provides step-by-step instructions on how the Employee Completes Self Evaluation on
the Performance Process page. The Employee will rate themselves on their performance and add their
comments to the document. It is recommended to create overall goals for the employee prior to
completing an annual assessment document.

Prerequisite(s)
Review Participants Evaluation

Instructions

1. Employee Completes Self Evaluation allows the Employee to rate themselves on their performance
and add comments to the Performance Evaluation.

1.1. Employee logs in under Employee Self Service and click on the Performance tile that shows the
number of Evaluation Requests.

Navigation

Navigator > Self Service > Performance Management > My Performance Documents > Current
Documents

¥ Employee Self Service

Performance

rertificates Time and Absence

L Y S @

Mext Due Date 10/31/2019

a. The Employee will have Annual Review document listed in My Current Documents page.
Please ensure the correct document is selected for the review period.

¢ Employee Self Service Performance
!leu_rnn!nI:nnru Manager
|

My Current Documents 1

My Current Documents e Dot
My Historical Documents

Document Type Document Status Period Begin ! Period End Mext Due Date
Evaluations of Othars 0

01012019
USG Annual Review for Staff Evaluation in Progress V3205
Historical Evaluations of Othars 13008
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b. The Employee will complete the Self-Evaluation by clicking on each tab and rating
themselves accordingly.

£ Performance

Performance Process

P —
Performance Process o USG Annual Review for Leaders Save Complete
Steps and Tasks = - | i -

P £ Self-Evaluation - Update and Complete Gt | &1 Natry
Cynthia Burton Cynthia Burton
USG Annual Review for Leaders Job Title Manager, Benefits Manager Amy Philips
08/01/2021 - 12/31/2021 Overview J Document Type USG Annual Review for Leaders

Period 06/01/2021 - 12/31/2021

Template Annual Review for Leaders Document D 7599
'@ Define Criteria J Status Evaluation in Progress Due Date 12/01/2021
Due Date 1162021

* @ Checkpoint 1 - Skipped
DueDale 120172021 Employee Data
' © Finalize Criteria Employee ID 0319590
DueDate 1210172021 Department 1060416 HRS-Human Resources
Location 430 Kennesaw State University
™ © Complete Selif Evaluation

Due Dale 1210172021 Enter your ratings and comments for each applicable section and save. When you have finished updating your evaluation select the complete button to sav
your changes and send this document to your manager for review

. Calculate All Ratings

' Goals Job Duties Performance Factors USG Core Values Overall Summary

© Update and Complete

Review Manager Evaluation
DueDale  12/01/2021

Section 1 - Goals

Attachments

No Attachments have been added fo this document

Add Attachment

Audit History
Created By Amy Phillips

1112212021 T:25:17AM
Last Modified By Amy Philips

1172272021 8:19:53AM

The option to submit attachments is available along with choosing the attachment
audience (i.e. Employee Only or Employee and Manager).

¢ Performance Performance Process
s r e insins 2 e~ Selt-Evaluation - Update and Co
P ]

01R1208% © 110020t

) bl |
ant Period 0181 1
© Detee Ctesa - Document D 12
- Due Ouse
@ Chechpon
O Fruice Cetecs
e
piete S Evaes
Update and Compiete | uale Al N
Revew Marager £v3usn
Atachments
ADUAN_FAM_1 g : [ 7] o8 . fe ] 0]
3 Ercroyee O

txcnmert

Mistory
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File Name

ADMIN_FAM_1.jpg

Attachments

Descripion Attachment Audience

ADMIN FAM PIC

Date: 11/19/2021

Last Update Date/Time

08/07/2019 11:45.06AM

ee Only
Employee and Manager

Add Attachment

Audit History

Created By I 07/31/2019 3:21:57PM
Last Modfied By | 08/07/2012 11:48:06AM

d. The Employee will rate their performance on Goals, Job Duties, Performance Factors, USG
Core Values/ Institutional Values.

Performance Process
Steps and Tasks

Cynthia Burton
USG Annual Review for Leaders
06/01/2021 - 12/31/2021

~' © Deiing Criteria
DueDale 11162021
View

Checkpoint 1 - Skipped
Due Date 120172021

L]

Finalize Criteria
DueDale  12/01/2021

Complete Self Evaluation
DueDale  12/01/2021

© Update and Complete

o

Review Manager Evaluation
Due Date 120172021

o «
USG Annual Review for Leaders

€ «~ Self-Evaluation - Update and Complete

Uescription : | ne extent o WiCh employee IS Pronicient and professional In oral and wiitten comMUNICAUON. | Nis INCludes IS1ening, understanaing

remembering, and following oral or writien instructions; asking for clarification when necessary and providing infermation to others in a clear, complete

and concise manner.
Overview

Employee Rating 5008
Employee Comments
52 Font -|lsze -||B Z U

>

&

H
&E

=d8y Template 11/22/2021 7-25AM
Customer Service

Description : The extent to which the employee provides a customer friendly envirenment and superior service to our clients, patients, coworkers.
supervisors, subordinates, faculty and students. The employee resolves customer needs with confirmed satisfaction, responsiveness, and outcomes

Employee Rating oz
Employee Comments =
52 Font - || sze ~ o
Created By Template 11/22/2021 7:25AM
Initiative
Description : The extent to which employee is a self-starter, shares new ideas for doing things, and is willing to assume additional duties when
necessary. Displays positive attitude and willingness to improve both personally and professionally in a constantly changing envirenment
EmploveeRatng [ v] ooy
Emnlnvas Cammants 1]

Save Complete

&Print | 3 Notify
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mance Process Q @
o «
Performance Process USG Annual Review for Leaders Save Complete
S OTUED 2 e~  Self-Evaluation - Update and Complete SPint | £ Notty
Descripuon : 1Ne exient 1o wiich employee Is proTicient and protessional in oral and wiillen communication. | Nis INCludes Iistening, understanding
Cynthia Burton remembering, and following oral or writien instructions; asking for clarification when necessary and providing information to others in a clear, complete
USG Annual Review for Leaders and concise manner.
06/01/2021 - 1213172021 Overview
Employee Rating __5 - Exemplary v 500y
~ ® Def
pefine Crieria Employee Comments [}
DueDate 111672021 b3 Font ~ffsze ~|{B I U= == A-B@-T - E
View
' @ Checkpoint 1 - Skipped
DueDale  12001/2021
' @ Finalize Criteria
DueDale  12001/2021
Craszasy Template 11/22/2021 7:25AM

™ O Complete Self Evaluztion
Due Date 12/01/2021

Customer Service

Description : The extent to which the employee provides a customer friendly environment and superior service to our clients, patients, coworkers.

© Update and Complete supervisors, subordinates, facully and students. The employee resolves cusiomer needs with confirmed satisfaction, responsiveness, and outcomes.

' O Review Manager Evaluation Employee Rating E =

DueDale  12/01/2021 Employee Comments

b Font -|[See -||B I U|/iZ 2 A-B-1 -] &
Crested 5y Template 11/22/2021 7-25AM
Initiative
Description : The extent to which employee is a self-starter, shares new ideas for doing things, and is willing to assume additional duties when
necessary. Displays positive attitude and willingness to improve both personally and professionally in & constantly changing envirenment.
EmployeeRating[ ~] ooR
Emnlavas Cammants 1]

f. In order to see the Employee Rating description, click on the icon.

Employee Rating |4 -

g. The Employee can save the Self Evaluation for a later completion date or choose to
complete for final submission.
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Performance Process

Employes Data

Croprall Srmroary

Once the Employee completes the Self Evaluation, the Employee will need to confirm that
the Self Evaluation is complete by clicking on confirm.

Complete Evaluation

You have almost finalized your self evaluation. If you have no further

entries select confirm to complete this evaluation and send it to your
manager for review.

Confirm Cancel
Performance Process [~ USG Annual Review for Staff
T .2 °~  Confirmation - Document Compieted
us Re St

USG Annual e -y .
0012019~ 117302018

[Overaevd

* @ Defioe Critedia
* @ Checkpoint 1

Due Date

* © Finalize Criteria

© Complete Sef Evaluation

View

' O Review Manager Evaluation

s Date
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