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Overview/Description

This document provides step-by-step instructions on how to navigate to Nominate Participants
on the Performance Process page. This page is used to nominate individuals who will provide
Job Performance feedback on the Employee. It isrecommended to create overall goals for
the employee prior to completing an annual assessment document.

Prerequisite(s)

Complete Finalize Criteria

Instructions

1. Step
Nominate Participants for Performance Process Page

1.1. Sub step

Nominate Participants allows the Manager to nominate individuals who will provide
Job Performance feedback on the performance of the Employee.

Navigation

Manager Self Service > Team Performance > Current Documents

¥ Employee Self Service

Employee Self Service

Bensfits

Team Performance

Manager Self Service

Time Approver

2 o L]
neck Modeler Direct Deposit
“ A 2 In Progress Documents
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Team Perfor d
Current Documents 8
Current Documents Saale Doguments
Historical Documents
v N
Period Begin/ Next Due
Name / Job Title Document Type Document Status Period End Date
i 08/22/2019
Orie Thornton USG Provisional Review Approval - Submitted 08/22/2019 >
Manager IlI 08/31/2019
i 08/02/2019
Orie Thornton USG Annual Review for Staff Evaluation In Progress 081022019
Manager Il 08/31/2019
i 08/01/2019
Orie Thornton USG Annual Review for Staff Evaluation in Progress 08/01/2019 N
Manager IlI 08/31/2019
i 01/01/2019
Jasmin Forts USG Annual Review for Leaders Evaluation in Progress 12/01/2019 >
Manager Il 12/31/2019
; 01/01/2019
Orie Thornton USG Annual Review for Staff Evaluation in Progress 12/01/2019 N
Manager IIl 12/31/2019
i i 01/01/2019
Lindsey Seipel USG Annual Review for Staff Evaluation In Progress 120012018
Employee Relations Manager 12/31/2019
i 01/01/2019
Jasmin Forts USG Annual Review for Staff Track Progress - Checkpoint 1 012019
[ PN—— m aminaimnan

Team Performance rformance Process
Performance Process © “ JSG Annual Review for Staff Eacll | ESiaEwinlEmioves
Steps and Tasks S ov

. Manager Evaluation - Update and Share &Print | £ Notify | B Export

Lindsey Seipel Lindsey Seipel
USG Annual Review for Staff Actions
01/01/2019 - 11/30/2019 Overview
Job Title Employee Relations Manager Manager Amy Phillips
* @ Dpefine Criteria J Document Type USG Annual Review for Staff Period 01/01/2019 - 11/30/2019
DueDate  09/0112019 s Template KSU Annual Review for Staff Document ID 1219
@ Checkpoint 1 Status Evaluation in Progress Due Date 10/31/2019

DueDate  10/01/2019
Employee Data
* @ Finalize Criteria
DueDate  10/31/2019 Employee ID 0352681
Department 1060416 HRS-Human Resources

Location 430 Kennesaw State University

«
o

Nominate Participants
DueDate  11/30/2019

Add Nominees Rating History

Track Nominations
[l Calculate All Ratings | @) Cancel Evaluation

N Goals Performance Factors USG Core Values Institutional Values Ethics Compliance Professional Dvlpmnt Final Remarks Overall Summary
O Review Participant Evaluations

Due Datt 1317 .
uebae 10019 Section 1 - Goals
* O Review Self Evaluation
DueDate  10/31/2019
Attachments
Complete Manager Evaluation No Attachments have been added to this document
DueDate  10/31/2019

o

Add Attachment

Audit History

e Ars PO

ATI3AAAA0 3A4-ETORA
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a. Once the Manager or Employee Finalize Criteria, nominations can be submitted to
the nominees for their acceptance. Only Managers can nominate and track a
Participant’s status as well as their evaluation. Under Nominations, click on Add
Other or the + and enter the Participants name in the Search Criteria section and
click Search

a S

< Team Performance Performance Process AQ Y : @
Eerformance krocess o USG Annual Review for Staff Save
Peesand Tesks Do~ Nominate Participants - Add Nominees )

Lindsey Seipel

Actions »

= Job Title Employee Relations Manager
* @ Define Criteria

Manager Amy Phillips

Document Type USC

J Template KSU

Status In Progress Due Date 11

Period 010172019 - 11/30/2019

Document ID 121

9 Participant Role: Other Minimum Required 0 Maximum Available 10

Nominations

urrently there are no nominees in your nomination ks

¥

Due Dat 19
Add Other
Add Nominees

Track Nominations

Person Search

Person Search

Nominate Participants
}instructions

Nam

u to search for, and sed people by 2
en select the Search button 1o disp ist of people meeting this

a listed person can be viewed by selecting the @ icon that appea

Search Criteria

Name

Last Name
Second Last Name
First Name

ACName

b. Participant #1 is being added as a nominee to the Nominate Participants section on

the Performance Process page. Clicking on the “i” in the Search Results will provide
details about the nominee. Click on Select This Person.

Person Search

Person Search

Nominate Participants Person Search
Instructions

Search Criteria PEFSOH Search
Name CHRISTY R
Last Name TODD Details for Christy Todd
Second Last Name Personal Data
First Name
ACName Description Employee

Personal Data Details
Search Results

Christy Todd 0 Type EMP Active
Department 7311000 HCM Operations
oK Location ATHDB BOR-Daniel Bridge 300

Return to Pravious Page
" Select This Person

Return fo List

™~
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c. Participant #1 is now listed as a nominee. The nominee will be added when the
Manager saves the transaction.

) gz e T
USG Annual Review for Staff ave | | Submit Nominations

Nominate Participants - Add Nominees 7 Notify

J Job Title Employee Relations Manager Manager Amy Phillips
Document Type USG Annual Review for Staff Period 01/01/2019 - 11/30/2019
Template KSU Annual Review for Staff Document ID 1219
Status In Progress Due Date 11/30/2019

@ You have selected nominations for addition. The nominations will be added when the transaction is saved

@ Participant Role: Other Minimum Required: 0 Maximum Available 10

Nominations

Nominee Delete

Christy Todd i}
Add Other

d. Participant #2 has been added as a nominee to the Nominate Participants section
on the Performance Process page.

Person Search

Person Search

Nominate Participants
Instructions

Search Criteria
Name ORIE
Last Name THORNTON
Second Last Name
First Name
ACName

Search
Search Results
# One Thomton
Phillip Thornton
Reginald Thornton
Robert Thomion
Shakena Thornton
Susan Thorntor

Tamia Thornton

@900 Q0 Qe 9

Tanisha Thomton
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e. The Manger will click Submit Nominations, after all participants have been listed as a
nominee. The Submit Nominations request will need to be confirmed. The nominees
have the option to Accept or Decline. Managers can track Nominated Participants
to review which nominees accepted the nominations, by viewing the status.
Managers will receive a notification when a Participant accepts or declines.

Performance Process

USG Annual Review for Staff
Nominate Participants - Track Nominations
Lindsey Seipel

Actions =

J Job Title Employee Relations Manager Manager Amy Phillips

: Document Type USG Annual Review for Staff Period 01/01/2019 - 11/30/2019

Template KSU Annual Review for Staff Document ID 1219
Status In Progress Due Date 11/30/2019

4 Participant Role: Other Minimum Required: 0 Maximum Available-8
Nominations
Nominee Status Next Action
Christy Todd Accepted
Orie Thornton Pending Cancel

Submit Nominations

Select confirm to submit nomination requests to the listed nominee's.

Confirm

Cancel
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