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Home Performance UNMJobs Recruiting Resources

2020 Annual Performance Evaluation

6 Overview Lucy Lobo

‘ 1/1/2020 - 12/31/2020
Left S | d e ba r Job Responsibilities E... - 0%

shows the tasks
yo u h ave Self-Evaluation
CO m p I ete d . 2021 Goal Planning

Overview

Welcome to UNM's annual Performance Evaluation and Planning process!

Manager Evaluation Click the "Get Started" button below to begin. You can also use the links on the left hand side of the page to navigate to later
sections in the evaluation.

Managers, if needed you can use the "Reopen Step" button below to send the self-evaluation back to your employee for editing.

Performance Discussion
Visit the PEP website for detailed instructions on reopening steps.

Job aids, FAQs, and additional materials to help you navigate this process are available by clicking here.
Acknowledgement an...

Review Step Progression

Self Evaluation
Due: 1/31/2021

Manager Evaluation

Performance Discussion
and Submission

Employee
Acknowledgement

The review will open to the Overview page. Click “Get Started” to begin.

Powered by Cornerstone OnDemand, Inc. ©2000-2020

@rners'one All Rights Reserved. Terms - Privacy - Cookies - Feedback
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Home Performance UNMJobs Recruiting Resources

2020 Annual Performance Evaluation

Lucy Lobo

‘ 1/1/2020 - 12/31/2020
Job Responsibilities E... - 0%

Goal Evaluation

Overview

Self-Evaluation

Job Responsibilities Evaluation
2021 Goal Planning

Employee: Complete your self-evaluation of each of the job responsibilities listed below. You can use the comment section to
Manager Evaluation describe exceptional performance. If you selected "Not Successful" for any job responsibility, please address in the comments
section.

i i Manager: Complete your evaluation of each of Lucy Lobo's job responsibilities below. If the employee was exceptionally
Performance Discussion successful in any area, please describe in the provided comment section. If you rated one or more job responsibilities Not
Successful, you must enter an explanation in the comments area.

Acknowledgement an...

Job Ki ledge: Di ates proficiency in

g ge and skills required of the job; contributes to the goals and
mission of the department.

Job Responsibilities Evaluation (e -]

« Select

Successful

b C h Oose “ S U CceSSfU I” 0 r “ N Ot Not Successful ! regular assi in a timely and efficient manner.
Successful” from the drop- Er—
down menu.

Quality of Work: Ensures work is of proper quality; checks for accuracy.
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If employee performed exceptionally in any area(s) above, you may provide additional feedback here:

¢ | If employee performed I Ily in any area(s) above, you may p additional feedback here:

| (] » If you feel you performed exceptionally in any of
77777777777 TR OO YT O O I the areas- you can enter some additional

Overview

Y e XD EEE ME feedback.
Job Responsibilities E...
Goal Evaluation

» If you gave yourself “Not Successful” for any are,
be sure to enter feedback to justify the rating.

Self-Evaluation

2021 Goal Planning

Manager Evaluation

Performance Discussion

If 'Not Successful' was selected for any of the above areas, enter comments addressing each area identified:
Acknowledgement an... ¢

Comments:

BIUSHXSx L i:
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i
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2
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>
8

Y «r XD EEE EAE

* Click “Save and

. Continue” to move
o e I onto the next

section.
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Home Performance UNMJobs Recruiting Resources

2020 Annual Performance Evaluation * For eaCh goal Choose the appropriate

O owren ° Loy Lobo \ rating from the dropdown- “Exceptional
%

Job Responsibilities E... 25 111 LI N14 b 11 .
S | [ Successful” “Not Successful” “Deferred in

Self-Evaluation P rog reSS " ”?

Goal Evaluation
2021 Goal Planning

.

ployee: Complete your self- luation of each of the goals listed below. You are required to select a drop-down rating for [ ] YO u l I I u St Ch Oose a ratl n g fo r each g Oa I
Manager Evaluation each goal. You can use the comment section to describe how goals were accomplished.
Manager: Complete your evaluation of each of Lucy Lobo's goals below. You can also enter comments to more fully explain
your ratings. If you rated one or more goals Not Successful, you must enter an explanation in the comments area.

If the list of goals below is incomplete or any of the goals require modification, please choose "save and exit" and edit [ ] E n te r a n y CO m m e n tS if n e CeSS a ry

your goals before proceeding. Instructions for editing goals are available on the PEP website.

Performance Discussion

Increase Popcorn Sales B

O * C(Click “Save and Continue”.

Start Date: 11/9/2020
Due Date: 12/31/2020

more...

[Erm—
« Select

Exceptional

d: Successful Review: 2020 Annual Performance Evaluation Time: 11/10/2020 2:05 PM
Successful

Not Successful

i
z
I
Il
Il
I
o
g
-
‘
4]
N
5
‘
>
‘
>
T

Deferred/In Progress

DT e e =

Click “Save and Continue”.

4

oo oo

1

HUMAN
RESOURCES




6 Overview

Job Responsibilities E...

Goal Evaluation

2020 Annual Performance Evaluation

Lucy Lobo
‘ 1/1/2020 - 12/31/2020

50%

‘ Changes have not been submitted and will not be finalized until submission

2021 Goal Planning

Manager Evaluation

Performance Discussion

Acknowledgement an...

2021 Goal Planning

Employee: Use this section to develop and propose your goals for 2021. Your manager will review and discuss these with you
during your performance discussion. Start by clicking the 'Add Goals' button. Enter a title and description for your first goal, then
click 'Save'. Continue adding goals until all 2021 performance goals have been added to the system.

Take a moment to review and confirm that all of your 2021 goals have been entered and are correct, then click the 'Submit'
button. You will see another pop-up box asking you to confirm your submission - just click 'Submit' again, which will route your

Self-Evaluation to your manager.

Manager: Review the goals that Lucy Lobo has proposed for 2021 below. You may edit, add, or delete goals as needed. Once
all of Lucy Lobo's goals are finalized, click the "Submit" button below. This does not submit the final review, only advances the

review to the next step in the process, the Di

Visit the PEP website for job aids and additional information on the remaining steps in the process.

Increase Crowd Wave

Status: On Track
Start Date: 1/1/2021
Due Date: 12/31/2021

more..

Comments:
BIUSHXxx I E Font -~ size + A-DB-
H e« AL EEE M@
4
Back Save and Exit

Future Goal Planning

You will enter your future goals on

this page.

To add goals- click on “Add Goals”

Do not click “Submit” until you
have entered ALL of your
Future goals.
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Create Goals

Add your goal using the form below.

All fields marked “*” are required

Goal Name *

14—| Enter your goal. |

Goal Description

BIUSTIL i:

EoiE R

Start Date Due bate ® Make sure dates are
ez @ | e [ @) 1/1/2020 12/31/2021.

M4_| Click “Save”.
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2020 Annual Performance Evaluation

. Lucy Lobo
@ Overview ’ 1/1/2020 - 12/31/2020
Job Responsibilities E... -

Goal Evaluation

Changes have not been submitted and will not be finalized until submission ‘

scrwes | 3021 Goal Planning After you “Save” your goa’l — make
sure you click “Add Goals” to enter

Employee: Use this section to develop and propose your goals for 2021. Your manager will review and discuss these with you
N : during your performance discussion. Start by clicking the 'Add Goals' button. Enter a title and description for your first goal, then ) H 13 R L)
Performance Discussion " 5 G " -
click 'Save'. Continue adding goals until all 2021 performance goals have been added to the system. .
Take a moment to review and confirm that all of your 2021 goals have been entered and are correct, then click the ‘Submit'

Acknowledgement an... button. You will see another pop-up box asking you to confirm your submission - just click ‘Submit' again, which will route your - -
SoEvaion o e until you have entered in ALL your

Manager: Review the goals that Lucy Lobo has proposed for 2021 below. You may edit, add, or delete goals as needed. Once
all of Lucy Lobo's goals are finalized, click the "Submit" button below. This does not submit the final review, only advances the

review to the next step in the process, the Performance Discussion. fu tu re g Oa I S
.

Visit the PEP website for job aids and additional information on the remaining steps in the process.

Increase Crowd Wave >

Status: On Track
Start Date: 1/1/2021
Due Date: 12/31/2021

more.

Comments:
B I USXx|I Font - size - A-DB-

H e XxhB@E ME

‘ Click “Submit” once you have
entered in ALL your future goals.

Back Save and Exit
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Submit Review

You will not be able to modify once you have submitted. Are you sure that you want to

submit now?

The following screen will appear.

* If you need to enter more goals we can
reopen your review.

» Make sure you click “Submit” or your
manager will not receive your review.

11



The Manager Evaluation of the Employee
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No Pending Actions

arch for jobs in the CAREER CENTER!
or jobs on the CAREER SITE!

')j Performance Evaluation Tasks

Due

Complet Performance Evakuation T

Complete Manager Evaluation of Lucy Lobo 3131

Resources:
. 11

et Click on “Complete Manager
| HTML formatting when creating a requisition, see the 'Using HTML' info box within . 9 .
rea's Recruiing Resources tab Evaluation” of your direct report.
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Home Performance UNMJobs Reports Recruiting Resources

2020 Annual Performance Evaluation

6 Overview Lucy Lobo

. 1/1/2020 - 12/31/2020
[0)
Job Responsibilities E... - O A)

Goal Evaluation

Self-Evaluation
Overview

Manager Evaluation

Welcome to UNM's annual Performance Evaluation and Planning process!

2021 Goal Planning Click the "Get Started" button below to begin. You can also use the links on the left hand side of the page to navigate to later
sections in the evaluation.

Preraines Bl Mapagers, if needgd you can ‘use _the "Rgopen Step" but}on below to send the self-evaluation back to your employee for editing.
Visit the PEP website for detailed instructions on reopening steps.

Job aids, FAQs, and additional materials to help you navigate this process are available by clicking here.

Acknowledgement an...

Review Step Progression

Self Evaluation o

Manager Evaluation
Due: 2/15/2021

Your current task is highlighted,
and you can see completed tasks.

Performance Discussion
and Submission

Employee
Acknowledgement

Reopen stop Click “Get Started” to begin.

Powered by Cornerstone OnDemand, Inc. ©2000-2020

@rnerstone All Rights Reserved. Terms - Privacy - Cookies - Feedback
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Lucy Lobo

. 1/1/2020 - 12/31/2020
Job Responsibilities E... - 0%

Goal Evaluation

Overview

Self-Evaluation
Job Responsibilities Evaluation

Manager Evaluation

Employee: Complete your self-evaluation of each of the job responsibilities listed below. You can use the comment section to
2021 Goal Planning describe exceptional performance. If you selected "Not Successful" for any job responsibility, please address in the comments
section.

. . Manager: Complete your evaluation of each of Lucy Lobo's job responsibilities below. If the employee was exceptionally
Performance Discussion successful in any area, please describe in the provided comment section. If you rated one or more job responsibilities Not
Successful, you must enter an explanation in the comments area.

Acknowledgement an...

Job Knowledge: D trates proficiency in knowledge and skills required of the job; contributes to the goals and
mission of the department.

Select - Choose a rating from the dropdown.

« Select

led: Successful Review: 2020 Annual Performance Evaluation Time: 11/9/2020 3:41 PM
Successful

Not Successful

Productivity: Successfully completes regular assignments in a timely and efficient manner.

0’.

Successful v

You are able to see how your
employee rated themselves.

|

‘ Lucy Lobo (Self) Rated: Successful Review: 2020 Annual Performance Evaluation Time: 11/9/2020 3:41 PM
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~— 1 Supervisor Irainin g Has empioyee’'s stam all requirea University and jop-
specific training?. If employee is not a supervisor, please choose "successful."

Successful - @

& Lucy Lobo (Self) Rated: Successful Review: 2020 Annual Performance Evaluation Time: 11/9/2020 3:41 PM

Goal Evaluation

Manager Evaluation

2021 Goal Planning

Acknowledgement an...

S X X G S If your direct report was exceptional- you can

enter comments. It is also recommended that

- if you rated any of the jobs responsibilities as

“‘unsuccessful’- enter comments to justify the
rating.

If 'Not Successful' was selected for any of the above areas, enter ing each area i i

| ' Click “Save and Continue” once you have
e e B rated the job responsibilities.

Powered by C: OnDemand, Inc. 2020
ne’s"one All Rights Reserved. Terms - Privacy - Cookies - Feedback
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Overview ‘ I‘I-/lfl‘;Zyoliglto'l 2/31/2020
14%

Job Responsibilities E... -

Goal Evaluation

Self-Evaluation
Goal Evaluation

Manager Evaluation

Employee: Complete your self-evaluation of each of the goals listed below. You are required to select a drop-down rating for
2021 Goal Planning each goal. You can use the comment section to describe how goals were accomplished.

Manager: Complete your evaluation of each of Lucy Lobo's goals below. You can also enter comments to more fully explain

your ratings. If you rated one or more goals Not Successful, you must enter an explanation in the comments area.

Performance Discussion
If the list of goals below is incomplete or any of the goals require modification, please choose "save and exit" and edit

your goals before proceeding. Instructions for editing goals are available on the PEP website.

Acknowledgement an...

Increase Popcorn Sales E]

Status: On Track
Start Date: 11/9/2020
Due Date: 12/31/2020

more...

Choose a rating for goals from the
dropdown.

Select Y

v Select !

Exceptional

Successful Review: 2020 Annual Performance Evaluation Time: 11/9/2020 3:41 PM

You are able to see how your direct
report rated themselves.

Successful
Not Successful

Font - Size ~

Deferred/In Progress = o=

e XD EBE

N1

HUMAN
RESOURCES




Job Responsibilities E...

Goal Evaluation

Self-Evaluation

Manager Evaluation

2021 Goal Planning

Performance Discussion

Acknowledgement an...

. 1/1/2020 - 12/31/2020 h 4
a 14%

Goal Evaluation

Employee: Complete your self-evaluation of each of the goals listed below. You are required to select a drop-down rating for
each goal. You can use the comment section to describe how goals were accomplished.

Manager: Complete your evaluation of each of Lucy Lobo's goals below. You can also enter comments to more fully explain
your ratings. If you rated one or more goals Not Successful, you must enter an explanation in the comments area.

If the list of goals below is incomplete or any of the goals require modification, please choose "save and exit" and edit
your goals before proceeding. Instructions for editing goals are available on the PEP website.

Increase Popcorn Sales E]

Status: On Track
Start Date: 11/9/2020
Due Date: 12/31/2020

more...

s 9

Comments:
‘ Lucy Lobo (Self) Rated: Successful Review: 2020 Annual Performance Evaluation Time: 11/9/2020 3:41 PM

Font -~ size ~ A~ -

Save and Continue

[ Back } [ Save and Exit

Click “Save and Continue”.
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Overview

Job Responsibilities E...

Goal Evaluation

Self-Evaluation

Manager Evaluation

2021 Goal Planning

Performance Discussion

Acknowledgement an...

Lucy Lobo

. 1/1/2020 - 12/31/2020

Self-Evaluation

29%

Select an overall self-evaluation rating for Job Responsibilities and 2020 Goal Evaluation. The next step is to begin goal planning

for 2021.

Overall Job Responsibilities Rating (Self-Evaluation)

Successful v

- Here is how your direct report
rated themselves.

Overall Goal Rating (Self-Evaluation)

Successful ¥

You can see any comments.

Employee Comments

Back | Savoand i ’ﬁ Click “Save and Continue”.
e
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Lucy Lobo

. 1/1/2020 - 12/31/2020
Job Responsibilities E... - 43%

Goal Evaluation

Overview

Self-Evaluation
Manager Evaluation

Manager Evaluation

Select an overall rating for Job Responsibilities and 2020 Goal Evaluation. The next step is to review and complete goal planning
2021 Goal Planning for 2021.

Overall Job Responsibilities Ratiglg (Manager)

Performance Discussion

Select v 4

Choose a rating from the dropdown.

Acknowledgement an...

« Select

Successful 9

Not Successful

Manager Comments
Comments:

BIUSHXx I |

Font ~ size + A- Q-

H «r @ B

Enter any comments if necessary.

4

o[

Click “Save and Continue”

N1

HUMAN
RESOURCES




Home Performance

Reports  Recruiting Resources

2020 Annual Performance Evaluation Options

Lucy Lobo

. 1/1/2020 - 12/31/2020
0,
Job Responsibilities E... - 57 /0

Goal Evaluation

Overview

Self-Evaluation

2021 Goal Planning Add Goals

. Employee: Use this section to develop and propose your goals for 2021. Your manager will review and discuss these with you
2021 Goal Planning during your performance discussion. Start by clicking the ‘Add Goals' button. Enter a title and description for your first goal, then
click 'Save'. Continue adding goals until all 2021 performance goals have been added to the system.

Performance Discussion|  Take a moment to review and confirm that all of your 2021 goals have been entered and are correct, then click the *Submit
button. You will see another pop-up box asking you to confirm your submission - just click 'Submit' again, which will route your
Self-Evaluation to your manager.

Manager Evaluation

Acknowledgement an... Manager: Review the goals that Lucy Lobo has proposed for 2021 below. You may edit, add, or delete goals as needed. Once
all of Lucy Lobo's goals are finalized, click the "Submit” button below. This does not submit the final review, only advances the
review to the next step in the process, the Performance Discussion.

Visit the PEP website for job aids and additional information on the remaining steps in the process.

Increase Crowd Wave E]

New — Please Review

Status: On Track
Start Date: 1/1/2021
Due Date: 12/31/2021

more.
Comments:

BIUSKXxIL

Font - size - A-@-

Y e AL EBEE

wee | Pem—— Review and click “Submit”

Powered by Cornerstone OnDemand, Inc. ©2000-2020
All Rights Reserved. Terms - Privacy - Cookies - Feedback
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Submit Review

Click “Submit”
You will be able to reopen the
review if needed.



Performance Discussion Step
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Welcome, Louie.

Looking for a Job? Applications and Offer Letters Need Help?

Explore Career Opportunities on the Internal UNMJobs Help for Hiring Coordinators,
Career Site! Click Here to Sign your Offer Letter or Check the Status of Departments, and Applicants:

your Applications.

UNMJobs Support Information
UNMJobs Feedback

annourcaments & Resovrces ; Help with Online Performance Evaluations:
Onboarding Tasks

Visit the Performance Evaluation Website

|nf0 rmatlonal Resou rces. No Pending Actions Send an Email to Human Resources PEP

‘I

UNM Calendars

o Payroll Schedule = N
« Employment Knowledge Base % Performance Evaluation Tasks
o New Employee Toolkit
o For assistance with HTML formatting when creating a Due Date
requisition, see the 'Using HTML' info box within your
employinentiareasiRecruiting|Resourcesita: Complete Performance Evaluation 1/31/2021
Complete Manager Evaluation of Lucy Lobo 2/15/2021

You will see the link reappear on your
tasks. Click to continue with the review

1
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6 Overview Lucy Lobo

‘ 1/1/2020 - 12/31/2020
(o)
Job Responsibilities E... - 0 /0

Goal Evaluation

Self-Evaluation
Overview

Manager Evaluation

Welcome to UNM's annual Performance Evaluation and Planning process!

2021 Goal Planning Click the "Get Started" button below to begin. You can also use the links on the left hand side of the page to navigate to later
sections in the evaluation.

Managers, if needed you can use the "Reopen Step" button below to send the self-evaluation back to your employee for editing.

Performance Discussion
Visit the PEP website for detailed instructions on reopening steps.

Job aids, FAQs, and additional materials to help you navigate this process are available by clicking here.
Acknowledgement an...

Review Step Progression

Self Evaluation °

Manager Evaluation °

Performance Discussion O YO U a re n OW O n th e Pe rfo rm a n Ce

and Submission

Discussion phase of the evaluation.

Employee
Acknowledgement

Click “Get Started”
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Print the Review before the Performance Discussion

2020 Annual Performance Evaluation

Lucy Lobo

‘ 1/1/2020 - 12/31/2020

Options ¥

Add Co-Planners

Attachments
Print Review
Print Reviewee Version

) -

This is a great time to print the review for your
employee. You can review the evaluation with
the employee during the Performance
Discussion to go over any comments, make
any changes, add goals, or address any
concerns.
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Lucy Lobo

‘ 1/1/2020 - 12/31/2020
0,
Job Responsibilities E... - 0 A)

Goal Evaluation

Overview

Self-Evaluation

Job Responsibilities Evaluation
Manager Evaluation
Employee: Complete your self-evaluation of each of the job responsibilities listed below. You can use the comment section to

2021 Goal Planning describe exceptional performance. If you selected "Not for any job ibility, please address in the comments
section.

Manager: Complete your evaluation of each of Lucy Lobo's job responsibilities below. If the employee was exceptionally
successful in any area, please describe in the provided comment section. If you rated one or more job responsibilities Not
you must enter an ion in the area.

Performance Discussion

Acknowledgement an...

Job D p! i in and skills ired of the job; contributes to the goals and
mission of the department.

=T

& Lucy Lobo (Self) Rated: Successful Review: 2020 Annual Performance Evaluation Time: 11/9/2020 3:41 PM

Review the job responsibilities rating.

If performed i in any area(s) above, you may provide additional feedback here:

Comments:

BIUSH®XxTI Font - size - A-DB-
Flear XD B
Enter any comments if you needed to.

T eor XDEEG

Click “Save and Continue”.
L2
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Overview

Job Responsibilities E...

Goal Evaluation

Self-Evaluation

Manager Evaluation

2021 Goal Planning

Performance Discussion

Acknowledgement an...

. |1-/l;72yo|5°0b_°1 2/31/2020 \
P—S 14%

Goal Evaluation

Employee: Complete your self-evaluation of each of the goals listed below. You are required to select a drop-down rating for
each goal. You can use the comment section to describe how goals were accomplished.

Manager: Complete your evaluation of each of Lucy Lobo's goals below. You can also enter comments to more fully explain
your ratings. If you rated one or more goals Not Successful, you must enter an explanation in the comments area.

If the list of goals below is incomplete or any of the goals require modification, please choose "save and exit" and edit
your goals before proceeding. Instructions for editing goals are available on the PEP website.

Status: On Track
Start Date: 11/9/2020
Due Date: 12/31/2020

more...

[ET=rTI— g

Comments:

& Lucy Lobo (Self) Rated: Successful Review: 2020 Annual Performance Evaluation Time: 11/9/2020 3:41 PM

B I USXx x* I, =i

Font ~ Size + A- Q-

F «r» XDhE@E HEE

Increase Popcorn Sales E]

[ Back ] { Save and Exit Save and Con

Review the Goal Evaluation and add any
comments if necessary.

Click “Save and Continue”.
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Lucy Lobo

. 1/1/2020 - 12/31/2020
o 29%

Overview

Job Responsibilities E...

Goal Evaluation

Self-Evaluation
Self-Evaluation

Manager Evaluation

Select an overall self-evaluation rating for Job Responsibilities and 2020 Goal Evaluation. The next step is to begin goal planning
2021 Goal Planning for 2021.

. . Overall Job Responsibilities Rating (Self-Evaluation)
Performance Discussion

Successful he

Acknowledgement an...

Overall Goal Rating (Self-Evaluation)

Successful ¥

Employee Comments

‘ Back ’ ‘ PRSIl S.ve and Continue After reviewing — Click “Save and Continue”.
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Lucy Lobo

. 1/1/2020 - 12/31/2020
(o)
Job Responsibilities E... - 43 /0

Goal Evaluation

Overview

Self-Evaluation

Manager Evaluation

Manager Evaluation

Select an overall rating for Job Responsibilities and 2020 Goal Evaluation. The next step is to review and complete goal planning
2021 Goal Planning for 2021.

X . Overall Job Responsibilities Rating (Manager)
Performance Discussion

*

‘ Successful N

Acknowledgement an...

Overall Goal Rating (Manager)

*

‘ Successful N

Manager Comments
Comments:
BIUSHXx I ==

H e« XDhEEE B

Font ~ size + A- Q-

I Back H Save and Exit Save and Continue ReV|eW and CI|Ck “Save and Contlnue”
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Home  Performance Reports  Recruiting Resources

2020 Annual Performance Evaluation

Lucy Lobo

. 1/1/2020 - 12/31/2020
0,
Job Responsibilities E... - 57 /0

Goal Evaluation

Overview

Self-Evaluation

2021 Goal Planning Add Goals

. Employee: Use this section to develop and propose your goals for 2021. Your manager will review and discuss these with you
2021 Goal Planning during your performance discussion. Start by clicking the ‘Add Goals' button. Enter a title and description for your first goal, then
click 'Save'. Continue adding goals until all 2021 performance goals have been added to the system.

Manager Evaluation

Take a moment to review and confirm that all of your 2021 goals have been entered and are correct, then click the 'Submit'
button. You will see another pop-up box asking you to confirm your submission - just click 'Submit' again, which will route your
Self-Evaluation to your manager.

Acknowledgement an... Manager: Review the goals that Lucy Lobo has proposed for 2021 below. You may edit, add, or delete goals as needed. Once
all of Lucy Lobo's goals are finalized, click the "Submit” button below. This does not submit the final review, only advances the
review to the next step in the process, the Performance Discussion.

Performance Discussion

Visit the PEP website for job aids and additional information on the remaining steps in the process.

- Your direct report will have entered their 2019 goals during their
self-evaluation.

Status: On Track
Start Date: 1/1/2021
Due Date: 12/31/2021

more.

Comments:

Font - size - A-@-

Enter any comments
related to the goal.

; Click “Save and
Save and Continue Continue”.

Back
Powered by Cornerstone OnDemand, Inc. ©2000-2020
Al Rights Reserved. Terms - Privacy - Cookies - Feedback
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Home Performance UNMJobs Reports Recruiting Resources

2020 Annual Performance Evaluation

Lucy Lobo

. 1/1/2020 - 12/31/2020
(o)
Job Responsibilities E... - 71 A)

Goal Evaluation

Overview

Self-Evaluation
Performance Discussion
Manager Evaluation
Once the self-evaluation and manager evaluation are completed, you and Lucy Lobo should meet to review and discuss the
2021 Goal Planning performance evaluation and goal planning.

Using the calendar drop-down, specify the date the m
discussion. Click "Save and Continue" to sign the ev:

Performance Discussion

—— Choose the meeting date from
o 4 the dropdown calendar.

Ackr ment an...

Details of the meeting:

i
s
i
s
i

=
<

BIUSTIL =

Enter comments from the meeting.

\ Back ‘ \ Save and Exit

H Click “Save and Continue”

Powered by Cornerstone OnDemand, Inc. ©2000-2020

@rnme All Rights Reserved. Terms - Privacy - Cookies - Feedback
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Reports Recruiting Resources

2020 Annual Performance Evaluation Options ¥

Lucy Lobo

‘ 1/1/2020 - 12/31/2020
0,
Job Responsibilities E... - 86 /0

Goal Evaluation

Overview

Self-Evaluation

Acknowledgement and Submission

Manager Evaluation

Once the evaluation discussion has occurred, the employee and manager may enter any final comments below and must sign

2021 Goal Planning m_is review, acknowledging the evaluatio_n occurred. e . ;
Signature denotes that you have read, and all in this review; however, does not necessarily
indicate agreement.

Performance Discussion Please refer to UAP #3230, Section 4.5, for i ion on how the may indicate di: with the review's
contents.

Acknowledgement al
Self

Pending Signature

Manager

113 ” o . 11 H b1
ere [ I acknowledge that providing my electronic approval is equivalent to signing this | C | n
and | that my electronic signature is binding.

Comment

BIUSTIL =

Enter any comments if necessary
and click “Submit”

Powered by Cornerstone OnDemand, Inc. ©2000-2020
ners"one All Rights Reserved. Terms - Privacy - Cookies - Feedback
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Submit Review

Remember- we can reopen the review- Click “Submit”.



Trouble Shooting




Common Issues- Manager does not see employee’s review

« Make sure the manager is correct- remember
the PEP goes to the “manager” not the
“supervisor”.
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How to update manager in HR Reports

HR Reports

Click on “Employee Application”.

HR Reports

Welcome to HR Reports. Please make a selection below to begin.

Employee Application Find Your Consultant Affiliate Demographic Form

The Employee Application allows the user to view all current active employees by entering a UNM ID or Find your HR Consultant by Org Code, Level 3 Org, Financial Manager or find organizations by HR Affiliate Demographic Form
selecting by Level 3 Org(s). You can also view current active employees by entering a position class. The Consultant.

user can view an employee that was active during a date range specified. Depending on security, this

application shows Terminated Employees, Ineligible for Rehire, Employee Name Changes, HRS Employee

History and HRS Purged employees.
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L Employee Application v

Dashboard
Active Employees

Archive .
Earnings Detail

Employees By Date Rangs
Employees Salary By Date Ra...
Employee Cvertime

EPAF Reports

ERB Exception

Job Change Reasons by Dats ..
Mandatory Training s
Performance

Reports To

Retirement Eligibility

Employee Dashboard

All Orgs

Charts for:

Mandatory Training Completion

Click “Reports To”.

Complete

@ ncomplete

@ Complete

Performance Reviews Leave Balance Warnings
Incomplete 37 1.5K
B K«
=
(=]
=
£
' 500
Complete
0

@ Incomplete @ Complete ALHigh AlLLow SL
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Choose either All data or
Staff only Data.

Reports Selection

Report type

Select Report Type: | All Data
Reports To

Reports To Data

Q N Go Actions v .
Reports Selection

Select either Level 3 Org
or View All Orgs.

4

Level 2 Or X
2 This report shows the manager information that is associated with each active position. The report a

[«

Level 2 Org Desc

Report type v

- |
8- v

-l ~

- . SelctRepor o
: : [Esepeogs o
l

[«

& Org Desc
o8 Select by Level 3 Org
N ht Mis es 5
-
Reports To Data
Qv Go  ActionsV

v | = Level 3 Org
™ = Level 3 Org Desc
™ E Org

] = Org Desc

Edl 2| Highiight Mismatches
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Reports To

Reports Selection

This report shows the manager information that is associated with each active position. The report also sho,

Report type

Select Report Type:

Select Level 3 Org(s):

Select Org(s):

All Data V.

Select by Level 30rg

Choose the Level 3 Org (s).

ADE Associste VP for Facilities Mgmt
ADG VP Institutional Support Senvices
ADH PPD Administration

AD) Information Technologies

AEA VP Institutional Adv College

AFA VP HSC Administration

AFB HS Library and Informatics Center
AFC School of Medicine

P S

730A Human Resources

73081 HR Administration

73082 HR Benefits

73083 HR Client Services

73084 HR Compensation

73085 HR Service Center

73086 HR Business Senvices

730C0 HR Labor & Employee Relations

T R TTPE N,

Run Report

Run the Report.

Reports To Data

QV Go

Level 30rg

[~

Level 2 Org Desc
[~]

Org

[+~]

Org Desc

Actions

Select the Org(s).

& ADF Human Resources HR

the manager information is different from the person listed as the supervisor on the job record.

(GIGIEIE

1|« =1
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73081 HR Administration
73082 HR Benefits
73083 HR Client Services <
73084 HR Compensation

73085 HR Service Center «

73086 HR Business Services - =

FAACANIN L ke mm B Fommmbmnimm Pimlmaimmm

7308 Human Resources Department I »

v
i€ | €[>

Reports To Data

Qv Go Actions

v [V E Level 3 Org X
o - - Check to make sure the manager is correct.
7 i o ‘
\Z\Eowesc

AR Highiight Mismatches

Level 3 Org : ADF, Level 3 Org Desc : Human Resources HR, Org : 730E, Org Desc : Employee O\

UNM ID Employee Position Status Position Title Position Type Manager Position Update Position Man: . “ ” . .
= When there is a “yes” under mismatch, it
gt . AT I R o & 1) . Tt @ Gemeniing s -0
=3 usually indicates the wrong manager.
sl ot M Tuthan < . i ontgg dregee s -0
Minkus Holmes, Bonnie £ S06730 A Employee & Org Devt Conslent 5 500688 O'Neill, Bryan C. i dit ical Training s 101480840 Rodriguez, John G. SE 504325
ATE R RN Bk CaPaiou T REE . Leghiopmn B Tog Tame Tameitie : e Sl iy Mg Tigiiera B Thg Tame - 16 RTRLET Tositlyguse it T = aerm
S e Predlbia Vwie it . Tovghogmn & oy Cwme ametee - S l@ e il Mg Tougiera B wg e . ERTIEERS Tusliiagume soiten < 2T e
SR Tusltygpune seilen 427 . W Toghieera B g Cae to o8 RN - - i . i ar i .
1-7of 7

If the manager is not correct- Click
“Update”.
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Reports To Update Form

Update Reports To Position

Position:  S06730
Current Manager  S04325
Position:

Current Manager:  Rodriguez

Change Manager Position

Search New Manager Position:

Lookup Position

You can search for the position or
enter the position for the correct
manager and click “Lookup Position”.
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Reports To Update Form

Update Reports To Position

Position:  S06730

Current Manzger  S00688
Position:

Current Manager.  O’Neill

Change Manager Position

Search New Manager Position:
504325

po—" Make sure the position
— — e e is correct.
504325 A Mgr.Employee & Org Devt
Authorization

By clicking on the Update Manager Position button, | authorize this change to be made immediately
in the 'Reports To’ field in Banner (NBAPOSN).

Note: All changes are tracked.

Click “Update
Manager Position”.
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Reports




Click “Reports” and then “Standard
Reports”.

Integration Suite Recruit Recruiting Resources

On Wednesday, November 13, 2019 from 3:00 §  Standard Report® | your portal will be briefly unavailable due to a software update.

Welcome, Bonnie. Custom Reports

: No Pending Actions UNMJobs Help for Hiring Coordinators, Departments, and Applicants:
Staff & Faculty: Search forjobs in. ““P°92%  iTER! 2 ? g £op
UNMJobs Support Information

5 . !
Students: Search for jobs on the CAREER SITE! %,/ e UNMJobs Feedback

Help with Online Performance Evaluations:

Due Date
Visit the Performance Evaluation Website

Announcements & Resources Complete Performance Evaluation 3172020
Send an Email to Human Resources PEP

Complete Performance Evaluation 3172020

Informational Resources:

UNM Calendars

Payroll Schedule

Employment Knowledge Base

New Employee Toolkit

For assistance with HTML formatting when creating a requisition, see the "Using HTML' info box within your are3’s iting
tab.

Powerzd by Cornerst

gornerstone e
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These are the Reports you will see

Repons
Click on 3 report category to view those reports. You may search for any regons by ttle or description.

ith

Performance

Bulk Performance Reviews Performance Review Details Report
L review pri in bulk given a spedific performance review task or date range and user criteria. Define a date range and print one or more performance reviews for a single user.
Goal Details Performance Review Step Status Report
Displays the detsis of each goal during a spedific period for 3 single user where the user is the goal owner. View the status of all steps in a Performance Review task
Goal Status Task User Status

Display a summary of goal statuses for a specific set of users. Displays the status of 1 or more tasks for any arganizatonal unit

Performance Review
View 2 performance review for a single user.
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Standard Reports

You can print/download up to 500
" performance evaluation.

Performance

Bulk Performance Reviews Performance Review Details Report

G P review pri in bulk given 2 spedfic performance review sk or date range and user criteria. Define a date range and print one o more performance reviews for a single user.
Goal Details Performance Review Step Status Report
Displays the detsis of each goal during a spedific period for a single user where the user is the goal owner. View the status of all sleps in a Performance Review Lk

Goal Status Task User Status

Display 3 summary of goal statuses for a specific set of users. Displays the status of 1 or more tasks for any arganizatonal unit

Performance Review
View 2 performance review for 3 single user.
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USER CRITERIA

Bty criteria d a e ; ]
User Criteria: The availability cri hat you select will only include employees who meet the fol
Select C v
Select Criteria

Employment Area
Position Class
ADVANCED Hiring Department
Group

Which performance reviews woy Fosition Number
Job Suffix

® Performance reviews for | Contract Type i=d within the date filters.
Home Performance UNMJobs Reports Recruiting Resources Labor Index

© Performance reviews for { Labor Account rmance review period.

On Wednesday, November 13, 2013 from 3:00 PM MST to 7:00 PM MST, your portal will be briefly unavailable due to a software update. Print Preferences ® Employe Supervisor (x]
Job Change Reason

IPEDS Primary Function
Primary Activity
PROCESS REPORT Employess Group
2 Users
Bulk Performance Reviews " Report Title:

Reports >

Report Criteria

[ ]
{ITno report tille is entered, the tele of the regort will demlm_

Define a date range or specific Performance Review Task and download one or more performance reviews for the selected users. When defining a date range. you may select to print 3l 1 . E n te r d ate Ra n g e . ning a specific Task, you may select to print all Process Report eted today will not
be included as the review is not recorded yet in the dats warshouse. You may select to print all reviews in either the Manager view or the Emgloyee view. Note that thers is a3 limit of 500

REVIEW FILTERS

@® Date Criteria: Sedect ¥ From: [1/1/2019 ) vo: 1273172015 mﬂ

One  EEm - 2. Choose the Task.

USER CRITERIA
User Criteria: T;:I:;a:cm criteria that you select will only include employees who meet the following criteria: (User is or below Louie Lobo)
r— 3. Select the user criteria.

Which performance reviews would you like to print?

® Performance reviews for which the comgletion date is equal to or contained within the date filters.

© Performance reviews for which e epon dtecleaoveaps te peomanc revie 1. 4 Choose Wthh reV|eWS

Print Preferences ® Employee View © Manager View

PROCESS REPORT

ot ———— 5. Give the report a title.

Process Repo“

6. Process report.

Report Name Create Date Last Run Output Options

Processed Reports
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Performance Review for single User

Home Performance UNMJobs Reports Recrul

g Resources

On Wednesday, November 13, 2019 from 3:00 PM MST to 7:00 PM MST, your portal will be briefly unavailable due to a software update.

Reports

Click on 3 report category to view those reports. You may search for any regons by title or description.

Bulk Performance Reviews Performance Review Details Report

Generates perfarmance review printouts in buk given 3 specific performance review task or date range and user criteria. Oefine a date range and print one or more performance reviews for a single user.
Goal Details Performance Review Step Status Report

Displsys the detasis of each goal during # specific period for 3 single user where the user is the goal owner. View the status of all steps in a Performance Review sk

Goal Status Task User Status

Display 2 summary of goal statuses for 3 specific set of users. Displsys the status of 1 or mare tasks for any arganizational unit

Performance Review
View 2 performance review for a

Performance Review
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Performance Review report

1. Choose employee. ‘

2. Choose the Review Task.

3. Report will download as a
PDF that you can save or
print.
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Reports

Click on 3 report catsgory to view those reports. You may search for any reponts by title or description.

Bulk Performance Reviews Performance Review Details Report

Generates performance review priniouts in bulk given 2 spedfic performance review task or date range and user criteria. Define a date range and print one or more performance reviews for a single user.

Goal Details Performance Review Step Status Report

Displays the detsils of each goal during a spedific periad for a single user where the user is the goal owner. View the status of all steps in a Perdormance Review

Goal Status Task User Status

Display 2 summary of goal statuses for a specific set of users. Displays the status of 1 or more tasks for any organizaional unit Step Status Report
Performance Review

View 2 performance review for a single user.
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Performance review step report

B 2

Performance Review Step Status Report
View the status of all steps in 3 Performance Review task.

USER CRITERIA

Home Performance UNMJobs Reports Recruiting Resources

User Criteria: The availability criteria that you selec will only include employees who n
On Wednesday, November 13, 2019 from 3:00 PM MST to 7:00 PM MST, your portal will be briefly unavailable due to a software update. .

Reports >

All Users
Performance Review Step Status Report ADVANCED FILTERS Employment Area

Choose user criteria. retomance Revew Tas: |0 Do a

S Group
Review Steps: i
Position N
Display OU: ‘osition Number

Job Suffix

OUTPUT Contract Type

Labor Index

‘employees who meet the following criteria: {User is or below Lovie Loto) 2 Printable Version 3§ Export to Excel ;‘;:'N" ‘::rw"‘

Job Change Reason
IPEDS Primary Function
AADVANCED FILTERS Frimary Activity
Employse Group

Users

Report Criteria

View the status of all steps in 3 Performance Review task.

USER CRITERIA

User Criteria: e 2vaiabilty criteria that you select will ony

Performance Review Task: | @

v e 0= Choose the task. forerstone

, Printable Version 3§ Export to Excel

IDVANCED FILTERS

F Review Task: | =)

Choose hOW you Want Re;::hs;egs Rewstepswillappearwhenataskisselected

None
OUTPUT Employment Area

information displayed. Pebmn

5 Printable Version 3§ Export to Excel Cost Centar
Hiring Department
Client Account
Position Number
Job Suffix
Contract Type
Labor Index

Labor Account
fornerstone Sapar

Job Change Reason
IPEDS Primary Function
Primary Activity
Employse Group
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Reports

Click on a report catsgory to view those reports. You may search for any reponts by title or description.

for a single user.

_—
Bulk Performance Reviews Performance Review Detzils Report
Generates performance review priniouts in bulk given 2 spedfic performance review Lask or date range and user criteria. Define a date range and print one or more performance reviews for a single user.
Goal Details Performance Review Step Status Report
Displays the detsils of each goal during a spedific periad for a single user where the user is the goal owner. View the status of all steps in a Perdormance Review task.
Goal Status Task User Status
Display a summary of goal statuses for a specific set of users. Displays the status of 1 or more tasks for any arganizatonad unit
Performance Review

View 2 performance review for a single user.
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Performance Review Details Report

>erformance Review Details Report

Report Criteria

Defing 3 date range and print one or more performance reviews for 3 single user. You may select to print 3l reviews occurring during 3 defined date range. or only completed revisws for 3 defined filzering for completed raviews only. reviews comgpleted today will not appear in the print out 3s the review is not recorded yet in the data warehouse.

DATE FILTERS
Date Criteria: [S@adt V] From: [71/2018 T vo: [23072058 ] 1 . D ate . Selectlzec, 2
Search is limited to 1000 records only
Last Name: First Name: D: User Name: Manager's Last Name:
USER CRITERIA ] [ ] [ ] [ ] | [(&search
I/ Include Review dats for inactive Users o T o o S (2 Results)
[ Include Review data for applicants, if avalatle . .
e 2. U t v |
ser Lritena rSelen user . S e r Crl e rl a . toho. twne louizlobo123 louiglobo ONeill, Bryan
obo, Lucy lucylobo lucylobo Lobo, Louie
ADVANCED FILTERS
Which performance reviews would you like to print?
® Performance reviews for which the comgletion date is equal to or contained within the date filters.
O Performance reviews for which the regort date criteria overiaps the performance raview period.
PROCESS REPORT
Report Title: [ | Cancel
(1 no report tile is entered, the tile of the regon will default to Performance Review Datail
Process Report P R
- . FTOCess ~eport.
Processed Reports
Report Name Create Date Last Run Output Options
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Contact:

Email: pep@unm.edu

Web: unmjobs.unm.edu
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