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ePerformance Manager Guide
A. Creating a Performance Review Document

1. Login to MyMoody
2. Select ‘Manager Self Service’ on the left hand side of the page within the Staff tab.

myMOODY

ity by Depiasti ext IMPORTANT MESSAGES
by Subjaet Quicklinks

Forma

New employees
tart hore

Employes Sell-Servce

3. Onyour Manager Dashboard find the heading titled ‘Performance Management’ and select sub-heading ‘Create
Performance Documents’ from the options within the menu.

Favorites - Main Menu -

ORACLE Go Hawks! All ~| Search 3 | Advanced Search

/1N Alerts S &~
You have no Alerts right now

[[u] Objective Alignment T o>
There are currently no Business Objectives.

Performance Management . o ov

= Create Performance Documents
- Create performance documents for your direct reports.

= Current Performance Documents
ﬁ Update or view your employees' performance documents for the current peried.

"] Administrative Tasks
4 Transfer, C , lete, or Recpen Documents

e Document
=] Enter Preliminary Ratings

= Approve Documents
Final Approval by Manager's Manager

4. You will be navigated to a page where you may then select your employees for review. Select those employees
you would like to review this period and select ‘Continue’. Make sure your ‘As of Date’ is current to guarantee
your most recent reporting structure.
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Favorites » | Main Menu~ > Manager Self Service ~ > Performance Management = > Performance Documents ~ > Create Documents

Home Warklist Addto F

ORACLE Al ~| search | » | Advanced search

Create Performance Documents

Employee Selection Criteria
Select the employees you are creating new performance documents for.

As Of Date D4/13/2015 |[§

Select Your Job ' Department Mané-'g_ér'— OPNS Y

Refresh Employees Find Employes

Ludwig L. Anderson's employees Personalize | &= First I 12 or2 [ | ast
Select Name Empl ID HR Status Job Title Department
!
Select All Deselect All

Cﬁnﬂﬁué% (.
5. Also check your period begin and end dates for accuracy before proceeding (7/1 — 6/30 for all Full-time and Part-
time Professional employees & 10/1 —9/30 for Department Managers & Up).
6. Select appropriate performance review document for those employees you’ve selected and the review period. If
you need to edit employees in your list select ‘Return to Select Employees’ at the bottom of your employee list.

Favontes - | Main Menu~ > Manager Self Service = » Performance Management = > Performance Documents ~ » Create Documents

GRACLE All | Search # | Advanced Search

Create Performance Documents

Complete the information in the Document Creation Details section below, then select Create Documents to generate documents for the

oo £t L jo el ool ool
3 T ™ 7

Document Creation Details

Period Begin Date [07/01/72014 |[5] Period End Date [06/30/2015 |[5]
Document Type | Annual Review-October/November v
Template | Dept Mar & Above v

Create Documents

Selected Employees

Employee 1D Last Name First Name

Return to Select Empluye%

7. When you are ready to create your document(s) select the button ‘Create Documents’.
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Favorites - | Main Menu~ > Manager Self Service = » Performance Management ~ > Performance Documents = » Create Documents
Home Worklist Add to

ORACLE All = | Search # | Advanced Search
Mew Window |
Create Performance Documents

Complete the information in the Document Creation Details section below, then select Create Documents to generate documents for the
employee(s) you previously selected.

Document Creation Details

Period Begin Date 07/01/2014 E:J Period End Date 06/30/2015 EJ
Document Type E:ﬂ_\-nnua_lﬁei.riew—J"u___I'g_:-'}J_une v
Template | Employee v

Create DDCUmEHB‘ﬁ

[Selected Employees

Employee ID Last Name First Name

Return to Select Employees

8. Next you will get a results page notifying you of your successful creation of a performance review document.
Select ‘Current Documents’ to begin working with your documents.

Favorites - | Main Menu~ > Manager Self Service = > Performance Management - > Performance Documents = » Create Documents

ORACLE All | Search % | Advanced Search [Z] Last Search Resulis

Create Performance Documents - Results

Below is a list of employees you selected for Performance Document Creation and the results of the process.
Employees with errors will need to be re-run after correcting the source of the error.

The "Current Documents” hyperlink can be used to access individual performance documents.

Selected Employees

Successful
Creation?

Frofessional/Technical Yes “/ Document created successfully %

GoTo Create Documents

Current Documents

9. Once your documents have been created your employee(s) will immediately get a notification (similar to below)
in their email inbox that a review document has been created for them. They may use this URL provided to begin
their self-evaluation.

Employee ID Name Template Status
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A performance process has been initiated - Annual Review-October/November; 10/01/2014 - 09/30/2015.

PeopleSoft@peoplesoftcom
Wed 8/26/2015 10:58 AM

This automatic notification is to inform you that the Annual Review-October/November 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 09/11/2015 for your Manager's consideration in their review of your performance.

Navigate to: http://hcm92te.moody.edu/psp/HCMI2TE/EMPLOYEE/HRMS/c/ROLE EMPLOYEE.EP NOTIFY.GBL?
EP_APPRAISAL 1D=1932&EP REVIEWER ID=14654659&EP ROLE=E&EP USER ROLE=E&TRANS MAME=BASELINE-CREATE to view your performance document now.*

*1t is recommended that you login to www.my.moody.edu in your default browser before activating the link above.If you still experience issues activating the link
above try copying and pasting the link into a new browser.

Otherwise download and review the ePerformance Guide on the HR Learning & Development website (found on my.moody.edu=directory by department) or call
x4483 for additional resources.

(Please do not respond to this automatic notification.)

10. Within your current document bank select the name of the individual review you would like to begin working on
by clicking the blue link within the name column.

Favorites ~ Main Menu~ > Manager Self Service ~ » Performance Management - » Performance Documents ~ » Curmrent Documents

Home Wa
ORACLE All ~| Search % | Advanced Search 2] Last Search Results

Current Performance Documents

Listed are the current performance documents for which you are the Manager.

Filter Criteria
First Name Last Name
Document Type X Document Status v
Period Between Ell [5]
Filter Clear
Performance Documents Personalize | Find | 21 | B First B 1 of 1 I Last
Erplayes. 1y D S Period B Period End  Job Tit Next Due D
D ame DUCLIITDEH(T)‘DEV ocument Status eno egin eI e ol itle ext Due Date

B. Nominating Participating Managers — this is a great optional feature when the primary reviewing manager wishes to
nominate an additional manager to provide feedback on their employee’s performance for the period. This is ideal
for dotted line reporting relationships or matrix structures. Note: Employees’ will not be able to see participants
comments.

1. Within the document, navigate to the menu on the left hand side and select the hyperlink titled ‘Nominate
Participants’ and then select ‘Add Nominees’.
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Favorites - | Main Menu~ > Manager Self Service ~ » Performance Management ~ » Perfformance Documents ~ > Current Documents
Home Worklist Add to Favorites Sign out
oORACLE Al ~| Search >» | Advanced Search  [g] Last Search Results
Performance Process -] Annual Review-July/June Return to Current Documents | Save | | | Share with Employee
Steps and Tasks 2 o~ Manager Evaluation - Update and Share &Print | 1 Notity | @] Export
Annual Review-July/June A.ctmns M

07/01/2014 - 06/30/2015 Cwerview Job Title Manager

J Document Type Period

ominate Participants ™ Template Document ID

Due Date ‘ Status Due Date

Track Nominations
Employee Data

+» O Review Participant Evaluations 4
Due Date  DSM15/2015 EmplID 4144372

Department 2210 Human Resources
» O Review Self Evaluation
Due Date  05/01/2015

. Enter ratings and comments for each section in this evaluation, if applicable. At any pointin time you can save this evaluation by selecting the Save bu
~ % Complete Manager Evaluation

Due Date  D&/0S/2015

« Expand All | (v Collapse All | Calcu\aIeAHRalings | ®Cance\EvaIuaIiUn

Update and Share

Reguest Acknowledgement
Section 1 - Mission Statement
~ Expand |

Pending Acknowledgement
v Collapse
Submit for Approval

Pending Approval Mission 1: Our Mission

Description : Across the globe, cultures, and g_eneratiuns Moody will equip people with the truth of God's Word using new

Complete : - - h
P technology in an agile and innovative community.

2. If you are nominating your own manager as a participant select ‘Add Manager’s Manager’ otherwise choose
‘Add Participating Manager’. You may have your own manager and a maximum of two additional participating
managers providing feedback for any one employee review.

Favorites ~ | Main Menu - > Manager Self Service - » Performance Management - » Performance Documents = > Current Documents
Home Waorklist Add to Favorites Sign out
ORACLE Al ~|Search 3 | Advanced Search  [al Last Search Results
Performance Process Sl ) I W Review-JulylJune Return to Current Documents | Save
Steps and Tasks & o~ Nominate Participants - Add Nominees 7 Notify
I ‘
Job Title Manager
Annual Review-JulylJune J Document Type Period
07/01/2014 - 06/30/2015 Cverview
. Template Document ID
~ O Nominate Participants Srahe; e D

Due Date

05/01/2015

Add Nomine

< Participant Role: Manager's Manager Minimum Reguired: 0 Maximum Available:1

Track Nominations MNominations

Currently there are no nominees in your nemination list.

+ ) Review Participant Evaluations

Due Date  05/15/2015 Add Manager's Manager

+ ) Review Self Evaluation < Participant Role: Participating Manager

Due Date  05/01/2015

Winimum Required: 0 Maximum Available:2
Nominations
= Complete Manager Evaluation

Due Date  08/05/2015

Currently there are no nominees in your nomination list.

Add Participating Manager |
UUpdate and Share

Reguest Acknowledgement

Pending Acknowledgement

3. Enter search criteria to locate the manager you would like to nominate. From the search results check the box
next to the name of the manager and select ‘Ok’.
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New Window | Help | Persc

Performance Process O «
Steps and Tasks S 6w Person Search
Nominate Participants
Annual Review-July/June Instructions
07/01/2014 - 06/30/2015 Cverview This page allow you to search for, and select people by Name.

Enter full or partial name information in the fields below, then select the Search button to display a list of people meeting this
= Name criteria
' Nominate Participants IMare information about a listed person can be viewed by selecting the 0 icon that appears next to the person’s name.
Due Date  05/01/2015
Search Criteria
Add Nominees
Name

Track Nominations Last Name

Second Last Name
¥ ' Review Participant Evaluations

Due Date  05/15/2015 First Name

» O Review Self Evaluation ACName

DueDate  0S/01/2015 %
Searc

=~ % Complete Manager Evaluation -
Due Date  0S/DS/2015 Search Results

Update and Share
Request Acknowledgement

Pending Acknowledgement ﬁ

Submitfor Approval Return to Previous Page

Pending Approval

Complete

4. Review your nomination on the following page and select the ‘Save’ button to save your nominations and the
‘Submit’ button in the top right corner of the page when you are ready to send requests to your nominees. On
the next page select ‘Confirm’ you should then receive a confirmation page.

Performance Process o ) Return to Current Documents | Save | Submit Nominations
Annual Review-July/June —
Steps and Tasks & s~ Nominate Participants - Add Nominees e [ Notify
Actions +
Annual Review-July/June
07/01/2014 - 06/30/2015 Overview Job Title Manager
\J Document Type Period

~ ) Nominate Participants I Template Document ID

Due Date  DS/01/2015 Status Due Date

Add Nominees

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

v O Review Participant Evaluations 4 Participant Role: Manager's Manager Minimum Required: 0 Maximum Available:1

Due Date  D5/15/2015 MNominations

v O Review Self Evaluation Currently there are no nominees in your nomination list.

Due Date  0S/01/2015
Add Managers Manager

~ ' Complete Manager Evaluation - o . .

4 Participant Role: Participating Manager Minimum Required: 0 Maximum Available:2
Due Date  DE/DS/2015

Neminations
Update and Share ) )
Nominee Action

Request Acknowledgement
Pending Acknowledgement
Add Participating Manager
Submit for Approval
Pending Approval

Complete
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Submit Nominations
Performance Process o «

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

Co ._. Cancel
Annual Review-Julyidune “

07/01/2014 - D6/30/2015 Overview

¢ ]
-]
4

~ _'Nominate Participants

Due Date  05/01/2015
Add Nominees

Track Nominations

* L_'Review Participant Evaluations
Due Date  05MS2015

v Review Self Evaluation

Due Date

- Mamnlata Mananar Fualiatinn

Performance Process . c
© Annual Review-July/June Return to Current Documents

Steps and Tasks 2 o~ Confirmation - Nominations Submitted

Candra Garrett You have submitted the nominations. You can track the nominees responses by selecting the Track Nominations hyperiink

Annual Review-July/iJune under Nominate Participants.

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

= O Nominate Participants
Due Date  0S/D1/2015

Add Nominees

Track Nominations

+ L Review Parti
Due Date (O

ant Evaluations
HE]

¥ Review Self Ev:

Fue Mate e

5. After you have submitted your nomination requests, your nominee(s) will receive an e-mail (similar to below)
notifying them that they have been nominated to participate in a review. They can then use the URL provided to
accept the nomination and begin providing feedback for the review.

You have been nominated to participate in a review for

PeopleSoft@peoplesoft.com
Wed 8/26/2015 11:04 AM

This e-mail notification is to inform you that you have been nominated to participate in the review of for periods: 10/01/2014 -
09/30,/2015.

Follow link http://hcm92te.moody.edu/psp/HCMI2TE/EMPLOYEE/HRMS/c/ROLE EMPLOYEE.EP NOTIFY.GBL?
EP APPRAISAL ID=1332&EP REVIEWER 1D=0545601&EP ROLE=E&EP USER ROLE=Q&EP DOC USAGE=P&TRANS NAME=NOM-SUBMIT to respond to the
nomination for your participation.

*Itis recommended that you login to www.my.moody.edu in your default browser before activating the link above.If you still experience issues activating the link
above try copying and pasting the link into a new browser.

Otherwise download and review the ePerformance Guide on the HR Learning & Development website (found on my.moody.edu>directory by department) or call
%4483 for additional resources.

(Please do not respond to this automatic notification.)

6. To check the status of your nomination request(s) you can select ‘Track Nominations’ under the left side heading
‘Nominate Participants’. You will see your nominees’ status will either being pending, accepted, or denied. You
may also cancel your nomination request on this page.
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Favorites = | Main Meru~ » MManager Self Service = » Performance Management ~ > Performance Documents ~ » Current Documents
Home Warklist Add to Faw
ORACLE All ~| Search 3 | Advanced Search  [al Last Search Results
Herarmante i iocess © < | Annual Review-July/June Return
Steps and Tasks = o~ Nominate Participants - Track Nominations
Job Title Manager
Annual Review-July/June . \ Document Type Period
07/01/2014 - 063012015 Overview J Tempiate DoetenEntn
Status Due Date
=~ \_'Nominate Participants
Due Date  0S/01/2015
Add Nominees < Participant Role: Manager's Manager Minimum Required: 0 Maximum Available:1

< Participant Role: Participating Manager Minimum Required: 0 Maximum Available:1

Track Nominaties

Meminations
y ;i . Nomi Stati Acti
+ U Review Participant Evaluations St 2 atus ction
L Date 2015 Serene Hudson Pending cgngmx,"
v Review Self Evaluation

Due Date 054

12015

~ & Complete Manager Evaluation
Due Date 15

Update and Share

Request Acknowledgement
Pending Acknowledgement
Submit for Approval
Pending Approval

Complete

7. Once your nominee(s) has accepted your nomination you will receive an e-mail notification (similar to the one
below).

A nomination request has been accepted for Annual Review-October/November document for

PeopleSoft@peoplesoft.com
Wed 8/26/2015 11:04 AM

This automatic notification is to inform you that a nomination request has been accepted for Annual Review-October/November performance
document.

Navigate to: http://hcm92te.moody.edu/psp/HCMIZTE/EMPLOYEE/HRMS/c/ROLE EMPLOYEE.EP NOTIFY.GBL?
EP_APPRAISAL ID=1932&EP REVIEWER ID=0399013&EP ROLE=M&EP USER ROLE=M&TRANS NAME=NOM-ACCEPT to view the performance document now.*

*It is recommended that you login to www.my.moody.edu in your default browser before activating the link above.If you still experience issues activating the link
above try copying and pasting the link into a new browser.

Otherwise download and review the ePerformance Guide on the HR Learning & Development website (found on my.moody.edu>=directory by department) or call
x4483 for additional resources.

(Please do not respond to this automatic notification.)

8. Additionally, once your nominee(s) have provided feedback on your employees’ performance you will receive
an e-mail notification and they will be listed as an additional participant on your review. You will be able to view
their ratings and comments from the left hand menu under the heading ‘Review Participant Evaluations’ then
‘View’. This will open a new browser window so be sure any pop-blockers are disabled on your internet browser.
Note: Please use this view of participants feedback to copy and paste their feedback into your manager
document.

10
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Nominated participant has completed review of Annual Review-October/November document

PeopleSoft@peoplesoft.com
Sent Wed 8/26/2015 11:05 AM

A nominated participant has completed review of Annual Review-October/November document for

Follow this link http://hcm92te.moody.edu/psp/HCMS2TE/EMPLOYEE/HRMS/c/ROLE EMPLOYEE.EP NOTIFY.GBL?

for

EP APPRAISAL 1D=1932&EP REVIEWER ID=0399013&EP ROLE=M&EP USER ROLE=M&TRANS NAME=OTHDOC-COMPLETE to go directly to your Annual Review-

October/November document.®

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

above try copying and pasting the link into a new browser.

Otherwise download and review the ePerformance Guide on the HR Learning & Development website (found on my.moody.edu>=directory by department] or call

x4483 for additional resources.

(Please do not respond to this automatic notification.)

Favorites = | Main Menu~ » Manager Self Service = » Performance Management ~ » Performance Documents = > Current Documents

All | search ¥ | Advanced Search

ORACLE’

Performance Process o «

Annual Review-July/June

Favorites~ |  Main Menu~ Manager Evaluation - Update and Share
ORACLE’ All | gear Actions =
Job Title
New Window | Personalize Page
J Document Type
1 Template
Annual Review-JulylJune I Status
07/01/2014 - 06302015 Overview
) Nominate Part 1t
DE:EI;;?EE :,?‘,JIIE,?ETES " Employee Data
5 Review Participant Evaluations Empi ID
Due Date  05/15/2015 Department

Home

Return to Current Documents |

Manager
Period
Document ID
Due Date

Worklist

Add to Favorites Sign out

Save | | Share with Employee

& Print | ENotify | &) Export

Do) Review Self Evaluation
Due Date  05/D1/2015

Other Participants
-Vice President - OPERATIONS

% Complete Manager Evaluation

" Enter ratings and comments for each section in this evaluation, if applicable. Al any pointin time you can save this evaluation by selecting the Save button.

Due Date  05/D5/2015

-~ Expand All | (» Collapse All |

7l Calculate All Ratings | Ef, View Graphical Rating | @ Cancel Evaluation

Update and Share

Request Acknowledgement
Secti - Iissi it
T ection 1 - Mission Statemen
~ Expand | » Collapse
Submit for Approval

Mission 1: Our Mission

Pending Approval

Complete :
3 technology in an agile and innovative community.

C. Viewing Employees’ (Optional) Self-Evaluation

Description : Across the globe, cultures, and generations Moody will eguip people with the truth of God's Word using new

1. You should get an e-mail notification (similar to below) when your employee has completed the optional self-

evaluation. Select the URL link provided to access their comments.

11
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Employee Self Evaluation Complete -

PeopleSoft@peoplesoft.com
Sent Wed 8/26/2015 11:03 AM

has completed the Employee Self Evaluation for Annual Review-October/November, 10/01/2014 - 09/30/2015.

Mavigate to: http://hcm92te.moody.edu/psp/HCMI2TE/EMPLOYEE/HRMS/c/ROLE EMPLOYEE.EP NOTIFY.GBL?

EP_APPRAISAL 1D=1932&EP REVIEWER 1D=0399013&FPFP ROLE=M&EP USER ROLE=ME&TRANS NAME=EMPDOC-COMPLETE to view your employees self-evaluation
now.*

*Itis recommended that you login to www.my.moody.edu in your default browser before activating the link above. If you still experience issues activating the link
above try copying and pasting the link into a new browser.

Otherwise download and review the ePerformance Guide on the HR Learning & Development website (found on my.moody.edu>directory by department) or call
x4483 for additional resources.

(Please do not respond to this automatic notification.)

2. You will be navigated to your evaluation. Select ‘Review Self-Evaluation’ on the left hand side menu of the page
then ‘view’ — be sure any pop-blockers are disabled on your internet browser.

Performance Process )
b Annual Review-July/June
Steps and Tasks © e~ Manager Evaluation - Update and Share
Actions =
Annual Review-July/iJune
07/01/2014 - 06/30/2015 Overview Job Title Manager
J Document Type Pericd
L gnménate fal‘_t ipants . Template Document ID
ve Date 050 J status Due Date
3 Review Participant Evaluations
Due Date  0S/15/2015
~ @ Review Self Evaluation Employee Data
Due Date  05/01/2015
Empl ID
V'e% Department
- Complete Manager Evaluation Enter ratings and comments for each section in this evaluation, if applicable. At any point in time you can save this evaluation by selecting the Save button

Due Date  0&/0:

I ~ Expand All || » Collapse All | Calcu\ate All Ratings | ®Cancel Evaluation

Update and Share

Request Acknowledgement

Pending Acknowledgement Section 1 - Mission Statement

i - Expand | (v Collapse
Submit for Approwval

Pending Approval Mission 1: Our Mission

Complete Mission 2: The Values of Moody Bible Institute

Section 2 - Mission Questions

3. Within the Self-Evaluation select ‘Expand All’ to see the expanded evaluation form and all its contents.

12
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Annual Review Jushy une
Self-Evaluation - Completed

Job Titl Manager
J Documiend Type Preticu
Teemplate Dhocumant
‘ Status Due Data
Empioyes Data
EmplID 4144372
Department 2210 Human Rescurces
shatus
=T ‘ﬁ 5 £ Reopen
" Section 1 - Accomplishments

= Expand | (s Coliapse

Section

= Expand

Created By
Last Modified By
Completed By

4. You should then see your employees’ commentary within any sections titled ‘Employee Comments’. If your
employee has not completed their self-evaluation you will see ‘Employee has not completed their self-
evaluation’ within the employee comments fields.

Annual Review-July/June
Self-Evaluation - Completed

Actions ~
Job Title Manager
J Document Type Period
. Template Document ID

J Status Due Date

Employee Data

Empl ID
Department

The document status is Completed

- Expand All | (» Collapse All | €y Reopen

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 ]

5. You should also see employee comments within your own performance document — these comments will be
published with your completed manager document to your approving manager and Human Resources.

13



ePerformance Manager Guide
D. Sharing Review with Employee & Requesting Acknowledgement

1. Once you have reviewed your employees’ and participants’ optional comments and made your own comments
and ratings for the review you may share the review with the employee, once you do this your employee will be
able to see all ratings and comments you’ve made. *Note: You can do this either before or after the in-person
review meeting is held.

2. To do this, select ‘Share with Employee’ in the top right corner of the review. Then select ‘Confirm’. Look for the
green check mark confirming success.

ORACLE T Advancod Search

Performance Process o «

tion - Update and Share £ Frint

wtraew dobs Tite
Documsat Type

Templain

4
x J Status

Fampl ity

Departmant

Favorites - Main Menu -
ORACLE All = | Search 3 | Advanced Search
Share with Employee
Performance Process o ploy
Select confirm to share this document with the employee. Next you
Steps and Tasks o av should meet with the employee to discuss your evaluation.

Cancel

Annual Review-July/June

07/01/2014 - 06/30/2015 Cwverview
L Mominate Farticipants
Due Date  05/D1/2015

L Review Participant Evaluations
Due Date  05/15/2015

- @ Review SelfEvaluation

Due Date  05/D1/2015
View

- Complete Manager Evaluation
Due Date 2015

Update and Share
Request Acknowledgement
Fending Acknowledgement
Submit for Approval
FPending Approval

Complete

14
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ORACLE All ~| Search

# | Advanced Search

Performance Process ,
i Annual Review-July/June

Steps and Tasks 2 s~ | Confirmation - Shared with Employee ‘/
Candra Garrett

Annual Review-July/June

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

@ You have successfully shared your evaluation with the employee.

4 Mominate Participants

Due Date 05/

2015

L4 Review Participant Evaluations
(2015

Due Date 05/

- @ Review Self Evaluation

Due Date

05/01/2015

Wiew

Complete Manager Evaluation

Due Date D&

15
Update and Share
Reguest Acknowledgement
Pending Acknowledgement
Submit for Approval
Pending Approval

Complete

Your employee will get a notification (similar to below) that you have shared the document with them and they
will now able to view it.

Your manager has shared Annual Review-October/November, 10/01/2014 - 09/30/2015 with you
PeopleSoft@peoplesoft.com
Wed 8/26/2015 11:08 AM

This automatic notification is to alert you that your manager has shared Annual Review-October/November document with you and it is now ready for your review and
initial employee comments.

Your manager will be contacting you to schedule an in-person review meeting if you have not already met to discuss the review. The final review will be due
10/02/2015.

Follow this link http://hcm32te. moody.edu/psp/HCM92TE/EMPLOYEE/HRMS/c/ROLE EMPLOYEE.EP NOTIFY.GBL?

EP_APPRAISAL ID=1932&FP REVIEWER |D=1465463&EP ROLE=M&EP USER ROLE=EETRANS NAME=RQST-REVIEW to go directly to your prepared Annual Review-
October/November.*

*1t is recommended that you login to www.my.moody.edu in your default browser before activating the link above.If you still experience issues activating the link
above try copying and pasting the link into a new browser.

Otherwise download and review the ePerformance Guide on the HR Learning & Development website (found on my.moody.edu=directory by department) or call
x4483 for additional resources.

(Please do not respond to this automatic notification.)

4. Once you have had your in-person review meeting and the review is completed and shared it’s time to request
acknowledgement from the employee. This provides your employee the opportunity to offer their final
comments and to acknowledge or “sign” the finalized review prior to approval.

From your current document list, select the review document for which you are requesting acknowledgement.*

*Note: You must first share the document with the employee before you can request acknowledgement, check
the ‘document status’ column to ensure this has been done first.
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Favorites - | Main Menu~ » Manager Self Service = » Performance Management = > Performance Documents = » Current Documents

ORACLE’

All = | Search

Current Performance Documents

Listed are the current performance documents for which you are the Manager.

P Filter Criteria

Performance Documents

Employee
]

Name

Document Type~™

Annual Review-July/June

Document Status

Shared with Employee

| # | Advanced Search

Period Begin

/ 07012014

Period End

Personalize | Find | B | =

Job Title

06/30/2015

First ‘&' 1 0f 1'% Last

Next Due Date

06/05/2015

6. Select ‘Request Acknowledgement’ in the top right hand corner of the review. Then select ‘confirm’. Look for
green check mark confirming success.

Favarites — | Main Menu~ > Manager Self Service - » Performance Management - > Performance Documents ~ » Current Documents

ORACLE

Performance Process

Steps and Tasks

Annual Review-July/June

07/01/2014

DY ]

- 06/30/2015

2 Nominate Participants

Due Date 05/01/2015

' Review Participant Evaluations

Due Date  D5/M15/2015

Review Self Evaluation
Due Date D5/01/2015

Complete Manager Evaluation
Due Date DB/D5/2015

@ Update and Share

Request Acknowledgement
Pending Acknowledgement
Submit for Approval
Pending Approval

Complete

| Al +| search

® « Annual Review-July/June

| > | Advanced Search

T 6
Actions =
Overview Job Title
Document Type
Template
Status
¥ Employee Data
Empl ID
Department

Manager Evaluation - Request Acknowledgement

Home-

Workist

|| Add to Favarites Sign out

Return to Current Documents |

Manager
Period
Document ID
Due Date

Save

| 1]l Reque stzﬁwl_ed_g:ememj

& Print | EJ Notify | @Expon

This document is currently shared with the employes. After you have completed your discussion with the employee select the Request Acknowledgement

bution to notify the employee that this document is ready for their acknowledgement.

» Expand All |

v+ Collapse All | ©y Reopen

¥ Section 1 - Mission Statement

~ Expand | » Callapse

P Mission 1: Our Mission
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Favorites + Main Menu~ > Manager Self Service -~ > Performance Management = > Performance Documents = > Current Documents
ORACLE All ~| Search » | Advanced Search
Request Acknowledgement
Performance Process 0 « q g
Select confirm to send a request to the employee asking them to
Steps and Tasks S av acknowledge that they have read and discussed this document with
you
Conﬂ% Cancel
Annual Review-July/June
07/01/2014 - 06/30/2015 Cverview
» O Nominate Participants

Due Date  05/01/2015

' O Review Participant Evaluations
Due Date  05/15/2015

* @ Review Self Evaluation
Due Date  0S/01/2015

h Complete Manager Evaluation

Due Date  0&/D5/2015

@ Update and Share
Request Acknowledgement
Pending Acknowledgement
Submit for Approval

Pending Approval

Complete
Favorites= | Main Menu= > Manager Self Service ~ » Performance Management = > Performance Documents = > Current Documents
ORACLE All ~| search » | Advanced Search
Performance Process o

Annual Review-July/June

Steps and Tasks 2 s~ Confirmation - Acknowledgement Requested “/

@ You have successfully requested that the employee acknowledge this document.
Annual Review-July/June

07/01/2014 - 06/30/2015 Cwerview
v O Nominate Participants
Diue Date

» O Review Participant Evaluations

Due Date 05/15/2015

7. Your employee will get a notification (similar to below) that you have requested acknowledgement from them
and that they can provide comments before acknowledging the document.

Your final Annual Review-October/November document is ready for your final comments & acknowledgement
PeopleSoft@peoplesoft.com

Sentt Wed 8/26/2015 11:11 AM

This email notification is to inform you that your Annual Review-October/November 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 without comment.

Your acknowledgement serves as your "signature"” on the final review document.However, please note your acknowledgement does not necessarily mean
agreement, but affirms that this review was held and was discussed in detail with you.

Follow this link http://hcm32te.moody.edu/psp/HCM92TE/EMPLOYEE/HRMS/c/ROLE EMPLOYEE.EP NOTIFY.GBL?

EP_APPRAISAL 1D=1932&EP REVIEWER ID=1465469&EP ROLE=M&EP USER ROLE=E&TRANS NAME=RQST-ACKNOWLEDGE to go directly to your Annual Review-
October/November document®

*1tis recommended that you login to www.my.moody.edu in your default browser before activating the link above.If you still experience issues activating the link
above try copying and pasting the link into a new browser.

Otherwise download and review the ePerformance Guide on the HR Learning & Development website (found on my.moody.edu>directory by department) or call
%4483 for additional resources.

(Please do not respond to this automatic notification.}
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E. Submitting Acknowledged Performance Review
1. Once your employee acknowledges the review you will receive a notification email. Use the URL link provided to
access the document and review employees’ final comments before your submission.

has acknowledged the final Annual Review-October/November document

PeopleSoft@peoplesoft.com
Wed 8/26/2015 11:12 AM

This automatic notification is to alert you that has formally acknowledged the final Annual Review-QOctober/November review document.
Submit this document for approval by your Manager by 10/02/2015.

Navigate to: http://hcm92te.moody.edu/psp/HCMI2TE/EMPLOYEE/HRMS/c/ROLE EMPLOYEE.EP NOTIFY.GBL?

EP_APPRAISAL ID=1532&EP REVIEWER ID=0333013&EF ROLE=M&EP USER ROLE=ME&TRANS NAME=EE-ACKNOWLEDGE 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.If you still experience issues activating the link
above try copying and pasting the link into a new browser.

Otherwise download and review the ePerformance Guide on the HR Learning & Development website (found on my.moody.edu>directory by department] or call
%4483 for additional resources.

Employee Comments: Thank you for this thorough review - | appreciate your leadership and the gift of working at Moody.

(Please do not respond to this automatic notification.)

2. Select ‘Expand All’ to open all sections of the document and view the last section ‘Employee Comments’ to view
employees’ comments before submitting.

3. Once you have reviewed the document and you are ready to submit the document to your Manager for
approval select the ‘Submit for Approval’ button in the top right corner of your document.

Favorites -~ Main Menu~ > Manager Self Service ~ » Performance Management ~ > Performance Documents = > Curent Documents

Home Worklist Add to Favorites Sign out
ORACLE All | Search 3 Advanced Search
Performance Process 0 « Annual Review-July/June Return to Current Documents | Sunm%proval
Steps and Tasks 2 o~ Manager Evaluation - Submit

§Frint | &1 Notify | @Etuort
| |

Created By Template 041372015 2:12FM

Annual Review-July/June -
07/01/2014 - 06/30/2015 Cverview

Geal 3: Personal Development Goals/Objectives

Deseription : (including measurement criteria and target dates for completion) Areas of desired growth (personal &

Due Date  0S/01/2015 professional) during the upcoming review period

4 Review Participant Evaluations Manager Comments ]
Due Date  D5/15/2015 (Cverall you did an A+ job this year.

* @ Review Self Evaluation
Due Date  05/01/2015

- Complete Manager Evaluation
Due Date  D6/D5/2015

& Update and Share

& Request Acknowledgement .
Section 12 - Employee Comments

@ Pending Acknowledgement

Submit for Approval

Pending Approval Employee Comments

Complete
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4. Then select ‘confirm’. Look for green check mark confirming success. At that time you should also receive an e-

mail confirming document submission (similar to below).

Favorites ~ | Main Menu~ » Manager Self Service ~ » Performance Management ~ 3> Performance Documents = » Current Documents
Home Worklist Add to Favori
ORACLE All | Search # | Advanced Search
Submit for Approval
Performance Process o PP
Steps and Tasks S (v

Select confirm to submit this document for approval.

Once you select confirm the document will be routed to the appropriate individuals for approval. You

Annual Review-July/June will be notified when this document has been approved.Upon selecting confirm your electronic

07/01/2014 - 06/30/2015 Cverview signature will be added to this document
v O Nominate Participants Data
Due Date  0S/01/2015 Job Title Department Supervisor Name Company
» O Review Participant Evaluations ® Department Manager - OPNS Learning & Development Deborah Zelinski Moody Bible Institute

Due Date  0S5/15/2015
PT Faculty Adjunct Undergraduate School Larry J. Davidhizar Moody Bible Institute

' @ Review Self Evaluation
Due Date  0S/01/2015

hd Complete Manager Evaluation Aﬁn Cancel

Due Date  DG/0S/2015

@ Update and Share

@ Reguest Acknowledgement

@ Pending Acknowledgement
Submit for Approval

Pending Approval

Complete

Favorites ~ | Main Menu~ » Manager Self Service = » Performance Management ~ » Performance Documents = » Cument Documents

ORACLE All = | Search 3 | Advanced Search

Pethwmanee Pocet e Annual Review-July/June

Steps and Tasks 2 s~ Confirmation - Approval Submitted %

@ You have successfully submitted this document for approval.
Annual Review-July/Jung
07/01/2014 - 06/30/2015 Overview

» O Nominate Participants
Due Date  05/01/2015

v O Review Participant Evaluations
Due Date  05/15/2015

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

= Complete Manager Evaluation

Mue Nate DRGNS

Request submitted for approval

Candra Garrett
Sentt Wed 8/26/2015 11:13 AM
To Candra Garrett

The following request was successfully submitted for approval(s). You will be notified when it is approved or denied by each approver.

Submitted Request

Employee I1D:

Employee Mame:

Transaction: Performance Document

Please visit the following url for detailed information about the reguest:

hcm92te.moody.edu/psp/HCMI2TE/EMPLOYEE/HRMS/c/ROLE_MANAGER.EP_APPRAISAL STAT.GBLPPage=EP_APPRAISAL_EE&Action=U&EP_APPRAISAL ID=1932

This communication was sent via Oracle Workflow Technology. Please do not reply to this email.
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5. Select URL link provided in e-mail body to check on approval status of your submitted document.

Favorites - Main Menu~ > Manager Self Service ~ > Performance Management ~ > View Approval Status

ORACLE Al ~| Search » | Advanced Search [&] L

View Approval Status Detail

Feview the status of each transaction request.

Empl ID
Performance Document
Doc Type
Author
Period Begin Date 09/01/2013 Period End Date 06/30/2014
Rating
Performance Document Details
Evaluation Approval Chain
Review Employee:Approved
Evaluation Approval Chain
Approved
Approuad ¢ gPerformance HR Administrator
08/05/14 - 1:07 PM
« ePerformance Approving Mgr SHPPQd

O7/08M14 - 1:26 PM .
ol
—+ ePerformance HR Administrator
O7/08M4 - 1:26 PM

Appraval Summary

6. Once your manager has made a decision to approve or deny your submitted document you will receive an e-
mail notification regarding their decision.

From:
Tao:
Co
Subject: Request processed by approver
Below is the latest activity with regard to this self service request.
The request has been approved by
Employee Id:
Employee Name:
Transaction: Performance Document

Please visit the following URL for detailed information about the request:

hcm3a2te.moody.edu/psp/HCMI2TE/EMPLOYEE/HRMS/c/ROLE_ MANAGER.EP_APPRAISAL STAT.GBL?
Page=EP_APPRAISAL_EE&Action=U&EP_APPRAISAL_ID=1932

This communication was sent via Oracle Workflow Technology. Please do not reply to this email.
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7. Given your manager approves the document, you will receive a similar e-mail regarding approval or denial by

the ePerformance HR Administrator. In the event it is approved by HR you will have completed your
performance review and no additional steps are required of you in regards to the ePerformance process.

Request processed by approver

Tue 4/14/2015 %03 AM

Below is the latest activity with regard to this self service request.
The request has been approved by
Employee Id:

Employee Name:
Transaction: Performance Document

Please visit the following URL for detailed information about the request:

https://hem.moody.edu/psp/HCMI2PD/EMPLOYEE/HRMS/c/ROLE MANAGER.EP APPRAISAL STAT.GBL?Page=EP APPRAISAL EE&Action=U&EP APPRAISAL ID=1438

This communication was sent via Oracle Workflow Technology. Please do not reply to this email.

F. Approving Submitted Documents - If you have managers’ performing reviews this performance review period you
will be prompted by the system to approve or deny documents submitted for approval. Upon approval documents
will be automatically routed to HR for approval. If denied, the document will be reset to “Evaluation in Progress” and
no prior work will be lost.

1. When your direct report submits a document for approval you will get an email notification providing a URL link
for you to access the document.

The following request has been submitted by This request requires your approval before the performance document can be finalized.
Submitted Request

Employee 1d:

Employee Name:

Transaction: Performance Document

Please visit the following URL for detailed information about the request:

https://hem.moody.edu/psp/HCMI2PD/EMPLOYEE/HRMS/c/ROLE. MANAGER.EP APPRAISAL XFR.GBL?Page=EP APPRAISAL XFR&Action=U&EP APPRAISAL ID=1435

This communication was sent via Oracle Workflow Technology. Please do not reply to this emal.

2. Select the document you want to work with in your approve transaction list.
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Favorites - | Main Menu~ > Manager Self Service = » Performance Management -~ » Approve Documents

OoORrRACLE All =| Search 3 | Advanced Search

Select Transaction to Approve

The hyperlinks below indicate employees which require your participation in an approval process.
Select on a hyperlink to see details about what needs to be approved for each employee

Filter Criteria

Performance Document Personalize | Find | & | E First ‘& 1 0f1'&' L ast
Name Begin Date End Date Document Status  Approval Status Submitted By Document Type
0712014 06/30/2015 Approval Submitted Annual Review-July/June

On the approval page you can view the document in its entirety by selecting the blue hyperlink ‘Performance

Document Details’. Once you have reviewed the document you can return to your approval page by selecting the

blue hyperlink at the bottom titled ‘Return to Performance Document Approval’.

Favorites ~ | Main Menu~ ;> Manager Self Service ~ » Performance Management ~ > Approve Documents

ORACLE All  ~| Search 3 | Advanced Search

Approve Document

Apprave or deny the proposed information for the employee listed below. You may
also enter optional comments about each approval choice. When you are finished,
select the Approve or Deny button at the bottom of the page.

Empl ID
Actions =
Performance Document
Doc Type Annual Review-July/June
Author
Period Begin Date 07/01/2014 Period End Date 06/30/2015
Rating

Performance Document Deta%

Evaluation Approval Chain

Review Employee:Fending
Evaluation Approval Chain

Pending Not Routed
—» @ Multiple Approvers

G) ePerformance Approving Mgr ePerformance HR Administrator

Comment ]
A
Approve Deny
GoTo Approval Summary
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¥ Section 12 - Employee Comments

Employee Comments

Attachments
File Name Description Attachment Audience Last Update Date/Time Uploaded By
Innovation.pdf Innovation Employee and Manager 04/13/2015 2:33:00PM

Audit History

Created By

Last Modified By
Manager Signed By
Acknowledged By

Return to Performance Document Approval m’

4. Back in the approval page you can make comments and, based on your review of the document then select to
either approve or deny the document.

Approve Document

Approve or deny the proposed information for the employee listed below. You may
also enter optional comments about each approval choice. When you are finished,
selectthe Approve or Deny button atthe bottom ofthe page.

Empl ID
Actions =
Performance Document
Doc Type Annual Review-JulyiJune
Author
Period Begin Date 07/01/2014 Period End Date 06/30/2015
Rating

Performance Document Details

Evaluation Approval Chain

Review Employee:Pending
Ewvaluation Approval Chain

Pending Not Routed

—b Multiple Approvers
=]

G) ePerformance Approving Mgr ePerformance HR Administrator

Comment|“ery well done (E

~
w;)prmre Deny%

Approval Summary

5. You will receive a confirmation of your decision and your direct report will receive notification (similar to below)
of your action taken.
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Approve Document

Save Confirmation

V The Save was successful.

Close

Request processed by approver

It Tue 4/14/2015 9202 AM

Below is the latest activity with regard to this self service request.
The request has been approved by

Employee Id:

Employee Name:

Transaction: Performance Document

Please visit the following URL for detailed information about the request:

https://hem.moody.edu/psp/HCM92PD/EMPLOYEE/HRMS/c/ROLE MANAGER.EP APPRAISAL STAT.GBL?Page=EP APPRAISAL EE&Action=U&EP APPRAISAL ID=1438

This communication was sent via Oracle Workflow Technology. Please do not reply to this email.

6. Tip: In the event that you cannot access by e-mail. You can always access documents awaiting your approval by
selecting ‘Main Menu’ > ‘Manager Self Service’ > ‘Performance Management’ > ‘Approve Documents’.

Favorites = | Main Menu ~| »> Manager Self Service = > Performance Management > Approve Documents
Search Menu

ORACLS [©) % | Advanced Search

Moody Custom Applications 4

Company Directory
Select Tre " Dashooars
The hyperlinks £ lznagerbashooan ation in an approval process.

Select on a hype Talent Summary for each employee
»
Filter Critd 0Org Chart Viewer
Self Service 4

Manager Self Senvice

5]
=]
5]
=}
Performance | £ Recniting 3 Time Management L ET| lE] First @ 10f1 @ Last
b i 3
Name 03 Workforce Administratic 8 Joband Personal Informalion dBy Document Type
& Benefits 3 Compensation and Stack 4
Candra Garrstt 3 Leaming and Development 3 Management
3 Compensation !
& sock 3 Team Learning 4
. 3  Performance Managem
&1 Time and Labor o ) 3 |Performance Documents r
3 Payroll for North Americ Career Planning
o 5 s . . 3 Development Documents 4
3 Global Payroll & Abseni Succession Planning
. = N (3 Business Objectives 4
1 Payroll Interface D Manager Dashboard
¥ |_D Approve Documents I
0 Work Devel D Talent Summary
vvorkiorce Uevelopmen D View Approval Status
£3 Organizationsl Develop ] R2¥ew Transactions
D View Status Summary
A »
& Administer Training [£]  Maintain Performance Notes
3 Workforce Monitoring 4
40 Pension r
O SetUpHCM r
3  Enterprise Components 4
0 worklist r
32  Application Diagnostics 4
3 Tree Manager 4
3 Reporting Tools 4
3 PeopleTools 4
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G. Performing Supplemental Functions — Reopening, Adding Attachments to, Canceling, Deleting, and Viewing Status
of Documents

1. Reopening a Document: Reopening a document sets it back to its original status “In-Progress” allowing you to

edit the document further. When you reopen a document your saved work will remain intact. You can re-open a
document by going to ‘Performance Management’ > ‘Performance Documents’ >’Administrative Tasks’ >

‘Reopen Document’. Select the document you would like to reopen and select ‘Continue’, review your selection
and hit ‘Save’ to confirm. You should get a confirmation page indicating success.

| Favorites - Main Menu~ > Manager Self Service = » Performance Management ~ > Performance Documents = > Current Documents

Home Worklist Add to Favorites Sign out
ORACLE Al ~| Search % | Advanced Search

Performance Process o « 5 ; Return to Current Documents | Save |
Annual Review-July/June

Reguest Acknowledgement
& o~ Manager Evaluation - Request Acknowledgement

Steps and Tasks §Prmt | E7 Notify | @Expar{

Actions =
Annual Review-JulyiJune
01012015 - 06/30/2015 Overview Job Titie Manager
J Document Type Period
3 gumci:n?la P Template Document ID
R J Status Due Date
13 Review Participant Evaluations =
Due Date  DS/15/2015
v+ % Review Sel jation Employee Data
Due Date 0! 015
Empl ID
= Complete Manager Evaluation Department
Due Date 512015
. This document is currently shared with the employee. After you have completed your discussion with the employee select the Request Acknowledgement
@ Update and Share button to netify the employee that this document is ready for their acknowledgement.

Reguest Acknowledgement

~ Expand All | » Collapse All | ('\Reo%

Pending Acknowledgement

Submit for Approval

Section 1 - Mission Statement

Cumand | v Fallanes

Pending Approval

Favorites - Main Menu~ > Manager Self Service ~ » Performance Management ~ > Performance Documents = > Current Documents

ORACLE All ~| Search % | Advanced Search
Reopen Evaluation

Performance Process O « P
You have chosen to reopen this document. Select confirm to have

Steps and Tasks o av the document status set back to Evaluation In Progress.

Confir e Cancel

Candra Garrett %

Annual Review-July/June

01/01/2015 - 08/30/2015 Overview

¢ Nominate Participants

Due Date  05/01/2015
4 Review Participant Evaluations

Due Date  05/15/2015

» ¥ Review Self Evaluation
Due Date  0S/01/2015
Favorites - Main Menu -~

> Manager Self Service ~ » Performance Management = » Performance Documents = » Current Documents

b
ORACLE All | Search

# | Advanced Search

Performance Process O o«

Annual Review-July/June
Steps and Tasks o

2 &~ Confirmation - Reopen Evaluation ‘/

Candra Garrett @ You have successfully reopened this document and changed the status back to Evaluation In Prograss

Annual Review-July/June

01/01/2015 - 08/30/2015 Cwverview
L MNominate Participants
Due Date  DS/D1/2015

2. Adding Attachments to a Document: As part of your review you may want to add attachments that contribute to
the performance review of the employee. ePerformance accepts a variety of documents which include but aren’t
limited to PDF, Word, Excel, JPG etc. In order to do this you will scroll to the bottom of your manager document

and select the link titled ‘Add Attachments’. Browse your files, select file and upload to your review. You may
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then type a description of the document and select the appropriate audience by file. You can delete any

attachment by clicking the trash can icon next to the file. You can add more attachments by selecting ‘Add
Attachments’ at the bottom.

Performance Process & ¥ | annual Review-OttoberiNoverTiber Return to Current Documents | Save | | | Share with Employee
 Steps and Tasks o s~ Manager Evaluation - Update and Share Print | £ Natify | 8] Export

™ Section 3 - Employee Goals
- Expand | ¥ Collapse

Annual Review-October/November
10/01/2014 - 093072015 Owerview

| P Goal 1. Job-related Goals/Objectives

(r' @ Nominate Participants
Due Date  08/31/2015

¥ Section 4 - Employee Comments

v @ Review Patticipant Evaluations P!
Due Date  09/11/2015

v @ Review Seif Evaluation
DueDate D9H1/2015 Employee Comments [ -

= © Complete Manager Evaluation
Due Date  10/02/2015

& Update and Share
Request Acknowledgement

Pending Acknowladgemant

‘Submitfor Approval
Pending Approval Aftachments
Complete File Name | Description Attachment Audience Last Update Date/Time Uploaded By
Geeeerafijog pic | [Manager Only v || 08252015 11:43:02Am il |
ePerformance_14.15_Daily_Message.docx word | '\ Employee and Mana; v [} 08/25/2015 11:43.024M il |
Ticket_Tracker_CMG.xlsx [excel | [Employee and Manay v || 08/25/2015 11:43:02AM i |
ePerfromance_Doc_Submission_Error_Guide pdf |POF | [Employee and Mana; v || 08/25/2015 11:43:02AM it |
#‘ Add Attachment
| Audit History
Created By 082572015 11:17:51AM
Last Modified By 08i25/2015 12.08:23FM
Acknowiedged By 08/25/2015 12:07:37PM
Reopened By 08i25/2015 12:00:10PM
L= ef Search ePerformance Guides 0

Organize * MNew folder =~ 0 @

¢ Favorites & Date modvi ‘s
B Desktop f & Manag Review - Managers Guide ~ 8/28/2015
|l¢ Downloads f e Manag Review - Employee Guide /28,2015 ]
ﬁ Recent Places Helpful Tips - ePerformance April 2015 8/28/2015 ]

@ ePerformance Manager's Guide August 2015 8/27/2015!

Libraries @ ePerformance Employee Guide August 2015 8/27/2015!
Documents ePerformance Employee Guide Front Page - 8/27/2015;
& Music Table of C - ePerf & Manag, pri.. 8/27/2015¢
[E5] Pictures ePerformance Manager's Guide Front Page 8/27/2015:
B videos X ePerformance Process August 2015 PDF 8/27/2015!

@ ePerformance Employee Training Guide w. Front Page P...  4/21/2015:

18 Computer @ ePerformance Manager's Guide w. Front Page PDF 2015 4/20/2015.

ﬁ Windows7_05 () m ePerformance Manager Training Guide Full PDF 2015 4/20/2015. 7
8 HRDertnrmancaReviews 7| (M

File name: |

File Attachment
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Attachments

File Name Description Attachment Audience Last Update Date/Time Uploaded By =
ePerformance_Manager_s_Guide_August 2015 pdf |—'| 0B8/28/2015 11:35:13AM m
Geeeseraffjpg _p_ic 08252015 11:43:02AM E[
ePerformance_14.15_Daily_Message.docx yvor_d 08/25/2015 11:43:02AM ﬁ[
Ticket_Tracker CMG.xlsx oxcel 08/25/2015 11:43:02AM ﬁ[
ePerfromance_Doc_Submission_Error_Guide.pdf PDF DE/25/2015 11.43:02AM E[

[#]  [Add Attachment

3. Canceling a Document: (*Note: You may need to reopen a document before you can cancel it) To cancel a
document go to ‘Performance Management’ > ‘Performance Documents’ > ’Administrative Tasks’ > ‘Cancel
Document’. Select the document you would like to cancel and select ‘Continue’ then review your selection and
hit ‘Save’ to confirm. You should get a confirmation page indicating success.

Favorntes ~ | Main Menu~ > Manager Self Service ~ > Performance Management ~ > Performance Documents ~ > Administrative Tasks - » Cancel Document
Search Menu: |
ORACLE @ > | Advanced Search [ Last Search Results
B3 Moody Custom Applications
Cancel Dol E|  company Directory
To cancel a perf El  Manager Dashboard ayee and select the Continue push button. Documents in
Define Criterial & Tajent summary
03 Org Chart Viewer v e
Performance [ ot sorvce ) Personalize | Find |22 |E  First 4 1071 & Last
Employee 5 = . .
D Manager Self Service . Period Begin Period End Job Title
Time Management 4
— 3 Recruiting ¢ ini "
[ 4052511 = . » 07/01/2014 06/30/2015  PT Training Assistant
B9 Workorce Adminisiraic Job and Persanal Information
3 compensation and Stock 4
Select All O Benefis
) 3 Learning and Development 4
—ceririe 1 &3 © 1
Continue ompensation ) N
- 1 Team Learning
8 stock
) Performance Managem
03 Time and Labor 01 Caresr Planning % Performance Documen
81 Payroll for North Americ ] Deve\opmentDocumerﬁ Administrative Tasks 5 TransferD t
& 3 succession Planning [H create Documents ranster Locumen
Glabal Payroll & Absen £3  Business Objectives B Reopen Document
[E manager Dashboard B creaed ts By ¢ P
8 Payroll Interface E  Approve Documents reate Documents By ) R
=] B Tatent summary B cumentDocuments cancel bocument
‘Workforce Developmen ) D View Approval Status D Delsle D t
o D Review Transactions D - elete Documen
3  Organizational Develop, D View Status S Historical Documents
1w STEs summary . D Enter Preliminary Ratings
8 Administer Training ' E  waintain Performance 1 D View-Only Documents
3 workforce Monitoring 4
&3 Pension 4

ORACLE

% | Advanced Search [Tl Last Search Results

Cancel Document

To cancel a performance document, select the checkbox for the Employee and select the Continue push button. Documents in
"Define Criteria or Track Progress or Evaluation” can be canceled.

Performance Documents Personalize | Find | (Bl | First'&' 1 of1 ‘&' Last
E)mproyee Name Document Type Document Status Period Begin Period End Job Title
Mwszsn Annual Review-July/June Evaluation in Progress 07/01/2014 06/30/2015  PT Training Assistant
Select All Deselect All

i—asm;
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Favorites - | Main Menu~ > Manager Self Service - > Performance. Management - > Performance Documents ~ > Administrative Tasks = > Cancel Document

ORACLE

| AN ~| search

Cancel Document
Confirm Cancellation
Performance Documents

Employee
D Name

Document Type Document Status

Annual Review-July/Jung Evaluation in Progress

You have chosen to cancel the performance documents listed.
To confirm this cancellation, select the Save button.

| 53\’% Return to Previous Page

; 3 | Advanced Search  [Gl Last Search Results

Personalize | Find | (B |
Period Begin

First ‘& 1of1 &' Last

Period End  Job Title

070204 06/30/2015  PT Training Assistant

(You can also cancel the document right on the main document page as seen in the pictures below.)

Favorites - | Main Menu~ 5 Manager Self Service ~ » Performance Management = 3 Performance Documents ~ » Current Documents

Home

‘Waorklist Add to Favorites | Sign oul
ORACLE" | Al v Search | »  Advanced Search [l Last Search Resulis
Performance Process o Annual Review-JulylJune . Return to Current Documents | Save i | | Share with Employee |
Steps and Tasks o e~ Manager Evaluation - Update and Share &Print | 7 Notity | ] Export
P —
. Actions =
Annuzl Review-July/June
01042015 - DB/R0/2015 Overview Job Title Manager
Document Type Period
» O Nominate Participants Template Document ID
Due Diaty 5/01/2015
ve Bt paonE0t | Status Due Date
r O Review Participant Evaluations
Due Date  05A15/2015
* ¥ Review Self Evaluation ¥ Employee Data
Due Date  05/01/2015
. Empl ID
=~ ' Complete Manager Evaluation Department
Due Date  D&/OS/2015
Enter ratings and comments for each section in this evaluation, if applicable. At any point in time you can save this evaluation by selecting the Save button.
Update and Share
Request Atkhowledgemant - Expand All | v Collapse All | [F] Calculate All Ratings | @CancelEva\uat\%
Pending Acknowledgement
S L Ao Oval ¥ Section 1- Mission Statement
Pending Approval » Expand | » Collapse
Favorites - | Main Menu~ > Manager Self Service ~ » Performance Management ~ > Performance Documents = » Current Documer
OoORACLE | All v| Search » | Advanced Search [Gl Last Search Results
Cancel Evaluation
Ferformance Process O o«
Are you sure you want to cancel this evaluation? If so, selectthe Yes
Steps and Tasks S o push button. If you do not wish to cancel this evaluation, select the
Mo push button.
Candra Garrett | Yes | No
Annual Review-July/June
D1/01/2015 - 08/30/2015 Cverview

* O Nominate Participants
Mue Nate nomqnd g
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Favorites ~ | Main Menu~ > Manager Self Service ~ » Performance Management = > Performance Documents ~ » Curent Documents

ORACLE All ~| Search

% | Advanced Search  [g] Last Search Results

Performance Process & «

Annual Review-July/June
Steps and Tasks 2 o~ Confirmation - Cancel Document ‘/
Candra Garrett
Annual Review-JulylJune
010172015 - 06/30/2015 Overview

@ You have successfully canceled the selected evaluation

' O Nominate Participants
Due Date  05/01/2015

8] Review Participant Evaluations
Due Date 051512015

} ¥ Review Self Evaluation
Due Date  05/01/2015

Armmndaba bannaas Fualoafan

4. Deleting a Document: (*Note: Only previously cancelled documents can be deleted) To Delete a document go to
‘Performance Management’ > ‘Performance Documents’ >’Administrative Tasks’ > ‘Delete Document’. Select
the document you would like to delete and select ‘Continue’ then review your selection and hit ‘Save’ to
confirm. When you get a confirmation page, click ‘OK’.

Favorites ~ | Main Menu ~ » Manager Self Service ~ > Performance Management ~ > Performance Documents ~ > Current Documents
Hnme Waorklist

OoORACLE Al ~| Search | 3 Administrative Tasks

1 D Create Documents D Transfer Document

D Create Documents By GI D Reopen Document
Current Performance Documents [E  cumentDocuments
Listed are the current performance documents for which you are the Manager, D Historical Documents L
e oo D View-Only Documents Enter Preliminary Ratings

| » | Advanced Search [l Last Search Results

Mew Window | Pers
Delete Documents

To delete a performance document, selectthe checkbox next to the Employee's Name and then select the Continue push button.
Only "Canceled” performance documents can be deleted.

Performance Documents Personalize | Find |IEI | First 4

1of1 'Y Last
E}mploy&e Name Document Type Document Status Period Begin Period End  Job Title
“ Annual Review-July/June Canceled D3/01/2015 D6/30/2015  PT Training Assistant
Select All Deselect All

i_mmin_%
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Favorites - | Main Menu~ > Manager Self Service ~ > Performance Management - » Performance Documents ~ > Administrative Tasks - » Delete Document

ORACLE All ~| Search | % | Advanced Search [l Last Search Results

Delete Documents

Confirm Delete

Performance Documents Personalize | Find | First ‘&' 1.0f1 ‘&' Last
I%mployee Name Document Type Document Status Period Begin Period End Job Title
Annual Review-July/June Canceled 03/01/2015 06/30/2015  PT Training Assistant

You have chosen to delete the performance documents listed.
To confirm this delete, select the Save button.

Sa% Return to Previous Page

Delete Documents

Save Confirmation

V The Save was successiul.

=

5. View Approval Status of a Document: (*Note: You must have submitted a document for approval to use this
function). In order to view approval status go to ‘Performance Management > View Approval Status. Use search
fields to find the document. Select the document to see who is included in the approval chain and whether their
decision is pending, approval or denial.

Favorites ~ ‘ Main Menu +
Search Menu:
DRACLE @ . rch 3 | Advanced Search
3 Moody Custom Applications 4
Menu [E company Directory s (o
Search: [  manager Dashboard
5 Talent Summary
My Favarites
Y 3 Org Chart Viewer »
Moody Custom _
Self Service Seli Service '
Manager Self § Manager Self Service
3
Recruiting 01 Recruiting 09 Time Management
| Job and Personal Information L4
Workforce AdM ) oriorce Administratd
Benefits £ Benefis 3 Compensation and Stock 4
Compensation 3 Learning and Development 4
Stack 3 Compensation
Team Leamning 4
Time and Labol (3 Stock
Payroll forNortl 3 Time and Labor 5 Performance Managen] [ Performance Documents »
Career Plannin:
Global Payroll { 32  Payroll for North Americ a (3 Development Documents N
Payroll Interfac £ Global P & An {3  Succession Planning
Warkforce Deve obalayre e D Manager Dashboard £ Business Objectives '
Organizational| (1 PayrollInterface B Talentsummary [5  Approve Documents
Administer Trail 3 Workforce Developmen - . w View Approval Status
Workforce Mon = organizational Develo B RevewTransactions ;
Pensi g £ E" view Status Summary
ensian 3  Administer Training 3 i
Set Up HCM [E  Maintain Performance Notes
Enterprise Corr 3 Workforce Monitoring 3
Worklist & Pension 4
Application Dia 3  SetUp HCM 4
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Favorites - | Main Menu~ > Manager Self Service = > Performance Management ~ > View Approval Status

ORACLE’ | an vSearch

i 3| Advanced Search [l Last Search Results

View Approval Status Summary

Enter some Selection Criteria and then select Search to find employees for which you are a

participant in the approval process. Then, select a hyperlink to see details about the status of each
transaction.

¥ Filter Criteria

First Name |

Last Name
Manager First Name | Last Name |
Document Type Qu Approval Statusl T i
Period Between | & - )
|_Seach | | Clear |

Performance Document

Personalize | Find | 2 | First ‘&' 1-3 of 3 ‘&' Last

Name Begin Date End Date Document Status  Approval Status Submitted By  Document Type
% 09/01/2013 06/30/2014 Completed Approved
07/01/2014 06/30/2015 Approval Submittad

Annual Review-JulylJune

Favorites - | Main Menu~ » Manager Self Service ~ » Performance Management ~ > View Approval Status

ORACLE | All v|Search

# . Advanced Search

View Approval Status Detail

Review the status of each transaction request.

EmplID 0033014

Performance Document
Doc Type Annual Review-October/November
Author

Period Begin Date 10/01/2014 Period End Date 09/30/2015
Rating

Performance Document Details

Evaluation Approval Chain

" Review Employee:Approved (& View/Hide Comments
Evaluation Approval Chain
Approved Approved
4 : —| v
ePerformance Approving Mgr ePerformance HR Administrator

08/28M5- 10:25 AM 08/28M15 - 10:43 AM
» Comments

Approval Summary
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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.

32

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

33
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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.
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