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A. Employee Self-Evaluation
1. If you and your manager have agreed for you to complete a self-evaluation you may begin this
process a few ways:
a. E-mail notification: Access your self-evaluation by clicking the link provided once your
manager has created the review. It should take you to a login page use your MyMoody
credential to login.

From: hem3 1pd @moody.edu sent: Mon 4/13/2015 3:56 P
Tao: Candra Garrett

Cc

Subject: A performance process has been initiated - Annual Review-July/June; 01,01,/2015 - 06,/30/2015,

This automatic notification is to inform you that the Annual Review-July/June performance document has been
created for you,

You have the opportunity to complete a Self-Evaluation by following the link below. If your manager requests you
complete this optional evaluation it is recommended you complete it by 05/01/2015 for your Manager's
consideration in their review of your performance.

Mote: If your Manager begins their review of your performance you will no longer have the opportunity to complete
a self-evaluation.

Navigate to: https://hem.moody.edu/psp/HCMI2PD/EMPLOYEE/HRMS/c/ROLE EMPLOYEE.EP NOTIFY.GBL?
EP APPRAISAL ID=1437&EP REVIEWER 1D=4144372&EP ROLE=E&EP USER ROLE=E&TRANS NAME=BASELINE-
CREATE to view your performance document now.®

*It is recommended that you login to www.my.moody.edu in your default browser before activating the link above.

{Please do not respond to this automatic notification.)

b. MyMoody Portal: You can access your reviews through Employee Self Service through
‘My Account’ found on the Staff Tab in the top right corner. There you can access your
current performance document and begin working on your self-evaluation.

myMOODY

Mon, Apr13,15 Candra Garrett Faculty

Favgrites : Main Menu

Directory by Department

IMPORTANT MESSAGES

Directory by Subject Quicklinks
Policies Day of Prayer Live Video Stream
Eos Use Quicklinks to go directly to Moody’s most-used sites and E?::}:Pinwnjef;it]:iiror?igs::ilsoill?notif"in'
programs. Ifthe information needed is notincluded in Quicklinks, use employees of a Chicago campus closure due to extreme
New employees the Directory by Subjector Dirsctory by Department located in the left weather conditions.
start here

navigation menu

2015 Holidays

Birthdays / Anniversaries

Birthdays and Anniversaries
Wiew this month's employee birthdays and service
anniversaries

Employee Self-Service

Astra Scheduler
Reserve classrooms or meeting
and event space

Campus Solutions
Access the administration system

The Commons Menu
View today's menu

Corporate Calendar
‘iew Moody's main calendar

Departmental Directory Facilities Service

. “iew a list of departmental phone Requests

Payroll Time Entry numbers Submit work orders and Facilties-
Fill out time card and related requests

check time benefits

View Moody Jobs

IS Help Desk

Submit computer hardware and
software-related reguests
CRM

Access the PeopleSoft CRM
system

Payroll Time Entry

Fill it time rard and sherk fims

Oracle E-Business Suite
Log in to Oracle

Password Reset
Reset your Moody password

P-Card

| 2arn how tn handle frand and a
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Mon, Apr 13,15

Candra Garrett Faculty

-avorites | Main Menu
MBI_NC_EMPLOYEE_SS >

My Account

View paysiubs and time benefit accruals, review or update personal information

My Paystub Information
View your electronic paystubs

Personal Information Summary
Review a summary of your personal information

Home and Mailing Address

Review and update your home and mailing addresses.

Email Addresses

My Time Benefit Information
View your vacation and personal time accruals.

Building and Floor

Update your work loeation in Campus Solutions.

Phone Numbers
Add or update phone numbers, or specify your primary phone number.

Emergency Contacts

Add or update your email addresses. Add or update your emergency contact infermation

Ethnic Groups
Add or update ethnic groups, or specify your primary ethnic group.

My Performance Documents
., update, or view your performance documents.

oric &l Doc uments

[ Update or view your performance documents foffthe current period. ]

Favorites ~ Main Menu -
Home Worklist MultiChannel Consale AL
ORACLE All | Search % | Advanced Search  [Z] Last Search Results
New Wind
Current Performance Documents
Candra Garrett
Listed are your current performance documents
Performance Documents Personalize | Find | | E First'‘ 4 1 of 1 /' Last
IEDmpIDyea Document Type Document Status Period Begin Period End Job Title Next Due Date Manager
Evaluation in Progress 01/01/2015 06/30/2015 EEGE”BFE‘““ 11aining nein 12015
Comp

2. Once you are in the review you want to work on, select ‘Expand All’ to see expanded review and
enter your comments in designated areas. You then may select ‘Save’ to save work and return
back later or hit ‘Save’ and ‘Complete’ to save and publish the completed self-evaluation to your
Manager. Note: Your Manager cannot see your comments unless you select ‘Complete’.
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Favorites ~ | Main Menu -

Home Worlklist MultiChannel Cansole Add to Favorites.
ORACLE’ Al ~| Search

> | Advanced Search  [G] Last Search Results

Sign out

Performance Process 0 « Annual Review-JulyiJune Return to Current Documentsf|  Save | | Complete
Steps and Tasks

2 o~ Self-Evaluation - Update and Complete

Annual Review-Julylune Job Title

Manager
01/01/2015 - 08302015 Overview ) Document Type Period
Template Document ID

& Complete Self Evaluation ‘ Status Due Date
Due Date DSD1/2015
Update and Complete
Employee Data
2 Review Manager Evaluation
Due Date  DS/DS/2015 Empl ID
Department

Enter your ratings and comments for each applicable section and save. When you have finished updating your evaluation select the complete button to

save your changes and send this document to your manager for review.

& Print | EJ Notify | Erpurl

- Er%\l | » Collapse All

¥ Section 1 - Accomplishments
~ Expand | (» Collapse

" Accomplishments

Description : Progress toward agreed upon goals and objectives for the prior review period. Include measurement criteria and
dates where applicable.

Employee Comments E ik +| Size -llB I

=

1
-
Pl

v

B. Viewing Shared Review and Acknowledging your Review

1. You should receive an e-mail notification once your manager shares your review document with

you. Select the URL link in order to view the document.

From: hcm1pd @moody. edu

To:

Co

Subject: Your manager has shared Annual Review-July/lune, 01/01,/2015 - 06,/30/2015 with you

This automatic notification is to alert you that your manager has shared Annual Review-July/June document with

you and it is now ready for your review and initial comments.

Your manager will be contacting you to schedule an in-person review meeting. The final review will be due
06/05/2015.

Follow this link to go directly to your prepared Annual Review-July/June:
https://hcm.moody.edu/psp/HCMI2PD/EMPLOYEE/HRMS/c/ROLE EMPLOYEE.EP NOTIFY.GBL?

EP_APPRAISAL ID=1437&EP REVIEWER ID=4144372&EP ROLE=M&EP USER ROLE=E&TRANS NAME=RQST-

REVIEW™*

*tis recommended that you login to www.my.moody.edu in your default browser before activating the link above.

(Please do not respond to this automatic notification.)

Sent: Mon 4/13/2015 4:04 P

2. Once you have access to the document select ‘Expand All’ to open all sections of the document.
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Favorites - | Main Menu~ > Self Service ~ > Performance Management ~ > My Performance Documents = > Current Documents
Home Waorklist MultiChannel Console Add to Favorites Sign out
ORACLE" Al ~| Search » | Advanced Search
Performance Process o Annual Review-JulylJune Return to Current Documents|
Steps and Tasks & s~ | Manager Evaluation - Review with Manager &iPrint | 7 Notify | B Expor
Candra Garrett Candra Garrett
Annual Review-July/June JobTitle HR Generalist: Training & Comp Manager Ludwig L. Anderson
010172015 - DA/ADR015 Overview \J Document Type Annual Review-July\June

Period 01/01/2015 - 06/30i2015

3 Template Document ID 1437
» ¥ Complete Self Evaluation ‘ Status Shared with Employee Due Date 06/05/2015
Due Date  0S/01/2015

Review Manager Evaluation
Due Date  DE/DS/2015 Employee Data
Review with Manager EmplID 4144372

Department 2210 Human Resources

Acknowledge

View This document is available for your review. You should review this document with your manager if you have not already done so

| ~ Expand All || + Collapse Al

Section 1 - Mission Statement
« Expand | » Collapse

Mission 1: Our Mission

Mission 2: The Values of Moody Bible Institute

After reviewing the document you will have the ability to make comments in the last section of
the review entitled ‘Employee Comments’. *Note: you will be able to edit this section up until
you acknowledge the review and your reviewer will be able to see your new comments anytime
you hit ‘Save’.

Annual Review-July/June

Return to Current Documentsﬁve
Manager Evaluation - Review with Manager &G Print | £ Notify | B Expo
NSy AITED U HHIUY SIS DUy
Manager Comments Y Ed]
[l »
Section 11 - Employee Goals
~ Expand | (v Collapse
Goal 1: Job-related Goals/Objectives
Geal 2: Goals Linked to MBI Strategic Objectives (as applicable)
Goal 3: Personal Development Goals/Objectives
Section 12 - Employee Comments
Employee Comments i Font |,| Size| |,| B I Ui = f- A- d@@
l — l
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4. Once your review has been finalized and you have met in person to discuss the review in detail
your manager will request that you acknowledge the review. You will receive an e-mail
notification of this request. Use the URL link included in the e-mail in order to access the review.

Your final Annual Review-July/June document is ready for your final comments & acknowledgement

PeopleScft@peoplesoft.com
Mon 4/13/2015 2:47 PM

This email notification is to inform you that your Annual Review-July/June document is ready for your final comments and acknowledgement. If you have no new
comments as a result of the in-person review meeting you may go ahead and acknowledge the review. You acknowledgement serves as your "signature" on the final
review document.

Important: Your acknowledgement does not necessarily mean that you agree, but affirms that this review was held and was discussed in detail with you.
Follow this link to go directly to your Annual Review-July/June document:

http://hem32te.moody.edu/psp/HCMI2TE/EMPLOYEE/HRMS/c/ROLE_EMPLOYEE.EP NOTIFY.GBL?
EP APPRAISAL ID=1435&EP REVIEWER 1D=4144372&EP ROLE=M&EP USER ROLE=E&TRANS NAME=RQST-ACKNOWLEDGE*

*Itis recommended that you login to www.my.moody.edu in your default browser before activating the link above.

(Please do not respond to this automatic notification.)

5. Once you have accessed the review be sure to check for any updates in ratings or comments
from your Manager. Finalize your employee comments in the last section before acknowledging
and be sure to save your work often as you draft new material. When you are ready to
acknowledge the review select ‘Acknowledge’ in the top right corner of the document.

Steps and Tasks

07/01/2014 - 06/30/2015

» @ Ccomplete
Due Date

Acknowledge

View

2 e~  Manager Evaluation - Acknowledge

Job Title

Overview J Document Type
Template

J Status

Employee Data

Empl ID
Department

This document is currently waiting for your acknowledgment

Favorites = Main Menu~ ;> Self Service ~ > Performance Management = > My Performance Documents ~ » Current Documents
Home Worklist MultiChannel Console ‘Add to Favorites Sign oul
ORACLE All ~ Search 3 | Advanced Search
Performance Process « 1 Return to Current Documents Save 'ﬁf
° Annual Review-July/June "

& Print | E7I Nofify | BF] Export

Manager
Period
Document ID
Due Date

Select the Acknowledge button to confirm that you and your manager have discussed this document. Your name will be placed in the signature section on

the printed document acknowledging that the review was held.

~ Expand All | » Collapse All

6. Select ‘confirm’ on the next page. Look for green check mark confirming success. Your manager

will receive a notification email notifying them that you have acknowledged the review.
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Confirm Review Action
Performance Process O o«
You have chosen to acknowledge that you and your manager have
Steps and Tasks S av reviewed this document.
- — Upon selecting confirm you are acknowledging that the review was
Annual Review-July/June held and your electronic signature will be added to this document.
07/01/2014 - 06/30/2015 Overview

v @ complete Self Evaluation
Due Date  05/01/2015

= @ Review Manager Evaluation
Due Date 06/0S/2015

@ Review with Manager

@ Acknowledge

WView

Fedofmance Einoess 8 « Annual Review-July/June

Steps and Tasks 2 s~ Confirmation - Employee Acknowledgement ’
| — - @ You have successfully acknowledged this document. /

Annual Review-July/June

07/01/2014 - 06/30/2015 COverview

v @ Complete Self Evaluation
Due Date  05/01/2015

‘= @ Review Manager Evaluation
Due Date D&/DS/2015

@ Review with Manager

0 Acknowledge

WView



ePerformance Helpful Tips & Tricks:
Operating System:

Generally speaking, PC computers are best when working with the ePerformance system so it is recommended you
perform your reviews on a PC computer if possible.

Internet Browser:

Internet Explorer or Google Chrome is usually best when working with ePerformance. However, you may find that other
browsers work for you also. Not all browsers work the same so if you encounter an error it’s recommended to attempt
the same function again in another browser. Additionally, in any browser that you use be sure to disable pop-up
blockers that could potentially thwart your efforts to open a new tab or window. If you still encounter an error contact
x4483 for help.

Activating E-mail Notification Links from ePerformance:

You will receive many e-mails with useful links that can take you directly where you need to go; however, these work
best when pop-up blockers are disabled; feel free to call the ITS Support Center (x4067) if you need any help with this.
Also, when you select a link it may require you to login first; you will need your MyMoody credentials to do so. As a last
resort you can copy and paste the link directly into the browser. However, if you are still experiencing errors accessing
the information contact x4483 for help.

Navigation:

Once you are in the system it’s really easy to navigate to the destination you need to go to for ePerformance functions.
Everything you will need to do during a performance review can be found in the areas located within the red box and
you get there by following the red arrows.

Favorites ~ | Main Menu ~
Search Menu: B
ORACL €] All + Search Advanced Search
[ Moody Custom Applications 4
Menu |=]  Company Directory o ov
Search: ,J Manager Dashboard
=] Talent Summary
My Favorites
v [ Org Chart Viewer 4
Moody Custo N
Self Senvice d  Self Service
Manager Seff . Manager Self Service
§ 3 Time Management 4
Recruiting [J  Recruiting
[ Job and Personal Information r
Workforce Ad [ Workforce Administratior
Benefits § [ Compensation and Stock 4
. 1 Benefits
Compensatio [ Learning and Development 4
Stack [ Compensation
[ Team Learning »
Time and Lat [J  Stock
[  Performance Managemg
Payrollfor No (3 Time and Labor B G bl 3 Performance Document!
areer Planning
Global Payrol 3 Payrol for North Americz o s o £1  Development Document Administrative Tasks
Payroll Interfz uccession Planning
[J  Global Payroll & Absenct — [ Business Objectives ]  Create Documents
Workforce D¢ ||  Manager Dashboard . J Create Documents By Group
o] tion: —  Payroll Interface =]  Approve Documents !
rganization: =] Talent Summary | Current Documents
Administer Tr [ Workforce Development . ||  View Approval Status L
[Z Review Transactions || Historical Documents
Workforce Mt (3 Organizational Developn |=]  View Status Summary .
Pension C1  Administer Training » IJ' Maintain Performance Nt || View-Only Documents
Set Up HGM ) .
Enterprise Cc [ Workforce Monitoring
Worklist [J  Pension 4
ApplicationD [ Set Up HCM 4
TreeManage [} Enterprise Components 4
Ranartina T




You can also move from one menu item to another with ease using the menu path at the top of your page.

Favorites =

= ¥ Pel

& Documents = » Current Documents

MnMem- > Manager Sell Serice = |

ORACLE Al ~ Sean

Current Ferformance Documents

Listed below are the cusrent performance documents for which yoa

¥ Filter Crilena

Ferformance Documents

Employee 1D Employee Document Type

4144372 Candra Ganrell Anaual Heveew-Juby! Jume
4144372 Candra Garretl Armual Revew-July!Jung
4144372 Candra Garrett Managament
4144372 Candra Garrett Management

&
i |

Performance Documents
svedoprment Documents

Busmess Obgeclves

[ Agprove Documents

L_j View Approval Status
[ View Status Summary
[F weaintain Perfarmance Mol

Admunistialve Tasks
Create Documents

Greate Documents By Group

EEED

Current Documents,

Historical Documents

View-Only Documents

Document Status

Approval - Not Subwmit

Approval - Not Subwmil

Approwal - Not Submit

Approval - Submitted

Manager Dashboard in MyMoody:

Persanalize | Find | 2 | B2

Perlod Begin Perlod End  Job Tite
. L HR Gererabst Trarng
1oy 104 3
orzoe 004208 & Comp
OTO1R015 OrIIns ||R‘GEMIS|IRI Training
& Cormp
TR0 aT014 IIR_\Ger\eraIlst Training
B Comp
1000452013 08/30/2014 HR. Generalist: Training

& Comp

First B 1.4 of 4 08 | aat

Next Due Date

OFf0azme

0rraems

ORIDA2014

101012014

If you do not see a performance management menu option in your manager dashboard on MyMoody you should be

able to add it by personalizing your content.

Favortes» | hain Menu -

ORACLE Abandon hope all ye who enter

Eﬂ] Objective Abgnment

Thers e cumentiy nn Risimess (O

Home = Wordst  AddtoFawrtes  Signout
Al » Search D Mdvanced Seach
7)Help
ox 22 Diectline Reports 8 or 4 Company Directory o o~
4] 008
2 or . - Personaiae | Find | Vie H1amll Search by Name Job Title, Department, or Email
Summory | JobDetads || Contact | CacerPlan | Compensation @
Name Job Title
n o .
Empty Position { PT Training Assistant & My Prodle Advancad Search
Candra Gamett »Acfions  HR Generafist: Training & Comp
1‘?} ik Links 8 0¥

5 Headcoun Analytics

10

[jﬁ earch and Compare Frofiles
‘ﬁ" Add Delegation Request

e Delegation




Personalized Home Page

Personalize Content: Manager Dashboard

Tab Name [Vlanager Dashboard |

Welcome Message |Abandon hope all ye who enter |

ch Pagelets: Simply check the items that you want to appear on your homepage.

Remember to click "Save” when done.

Arrange Pagelets: Goto Persanalize Layout

PeopleSoft Applications Recruiting Solutions CM Dashboard
] My Reports ) My Job Openings erformance Management
] My Applicant Lists ¢/ Quick Links
[  Today's Interviews [« Direct Line Reports
[« Alerts
[« Objective Alignment

[« Company Directory

Return to Home

We are always willing to help with any issues you may encounter, call x4483 for assistance.

1"
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