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This Job Aid walks employees through the process of reviewing and adding comments for the
Goals and Performance Evaluation Process.

Audience: USS Employees with benefits that are required to have an annual or probationary

NOTE:

performance evaluation.
Unclassified Administrative & Professional Employees with benefits in non-
instructional positions that are required to have an annual performance evaluation.

Faculty do not use this process

HRS Web
Resources: See Goals and Performance Evaluation Process for USS and Unclassified

Administrative & Professional Employees for an overview of the performance
evaluation process and information on setting goals and types of goals.
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1. | Logon to GUS Cloud.
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2. E!he GUS Cloud springboard, select the Navigator icon.
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4, Your “My Evaluations” page will open. This page will display all your performance

evaluations that have been completed or will need to be completed.

My Evaluations

Wy Evatuatins ‘

Fr—r—— Fincal Year 2918
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5.

In the gray box next, click on “Provide Final Feedback” under “My Next Task” to
review the performance evaluation and add comments. If more than one review
period is available, you will need to select the appropriate review to complete.

Fiscal Year 20128 My Tasés Left: 1

Mansger Rating: Exceads Expectations
L Wy Next Task:

n
X
Provide Final Feedback

Fiscal Year 2018
» Manager Rating: Exceeds Expectations

My Hext Task:

Provide Final Feedback

The Performance Document page will open. The document will open to the Worker
Final Feedback section. Click on the arrow for each section to open the contents of
each section.

Gealy Worker Final Fesdback
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Please note the Performance Document has four sections.

1. Goals - lists any goals for the review period for the employee

TTATTageT v aTd oI OT TVOTRET S

Goals Goals

Sort By Name B Show All Comments  Add
() / 2 Ratings Entered i Mass Assigned Goal for All Employees
0 /2 Comments Entered

i/ Test Goal for Line Manager Approval

2. Performance Factors

Performance Factors

3. Overall Summary

Overall Summary

4. \Worker Final Feedback

Worker Final Feedback
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Click on the arrow in the Goals section to view a list of goals.

Goals
Goals

S5ort By Name IZI Show All Comments.

i Mass Assigned Goal for All Employees

i Test Goal for Line Manager Approwval

Performance Factors

Click on the goal name to view goal details.

Goals

Sort By Mame IEI Show All Comments  Add

i Mass Assigned Goal for All Employees

i) Test Goal for Line Manager Approval

Click on the arrow in the Performance Factors box to view the rating and comments
for the performance factors.

4 Manager

» Performance factors

DUTIES, RESPON SIBILITIES & COMPETENCIES: Evaluate the employee’s understanding of the purpose of the position and of th tial duties and ibilities. Assess the ampl
competencies {knowledge, skills and abilities} required by the position.

Exceeds Expectations: Volume of work is above average; work is routinely completed prior to deadlines.

ments (A behavioral example{s) must be provided for a rating of “Heeds Improvement” or “Unsatisfactory”. Supervisor should also include examples when the employee exceeds expectations )

QUANTITY OF WORK: Evaluate the amount and timeliness of aceeptable work performed or produced by the employee. Acceptable work is that which is appropriate for the primary purpose, duties and
ibilities of the position

Overall Summary
Excesds Expectations: Volume of work is sbove average; work is routinely completed pricr to deadlines

Exceeds Expectstions &
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comments.

9. | Click on the arrow in the Overall Summary box to view the overall rating and

i Overall Summary

Owerall Rating and Comments

Manager Exceeds Expeciations

Manager Comments Test Comments

Performance Factors

Overall Summary

Exceeds Expectations (2

Performance Rating History

10. Click on the arrow in “Worker Final Feedback” to add comments.

Guals Weorker Final Fesdback

Thase arw my faat commants

Partarmanca Faciors

Enter Worker Comments.

Worker Comments IZ|

2la v B I U

These are my test comments
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Click the box — Note: Submitting the review process does not imply agreement with
the content of the review. If only indicates the employee’s awareness of the
information contained herein.

I:‘ Mote: Submitting the review process does not imply agreement with the content of the review. It only indicates the ploy of the i ion i hersin.

You will not have a “Submit” button until you check the box.

Mote: Submitting the review process does not imply agreement with the content of the review. It only indicates the employee’s swareness of the information contained heresin.

11

Click “Submit” in the upper right-hand corner

| |Fiscal Year 2018

foaais Worker Final Feedback

You will get a Warning message. Click “Yes” to continue. Click “No’ to go back and
edit comments.

A4 Warning

The application will record that the final feedback was provided. Do you want to continue?
[HRA-250188)

You will get a confirmation message. Click “OK”

& Confirmation

The final feedback was provided.

OK
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12. | You will return to the “My Evaluations” page. In the gray box, the status will be
changed to “Complete — Date Completed XX/XX/XXX”
Complete
Date Completed 2/8/18
13. | You have completed the Performance Evaluation.
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