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Click Reports and Standard
Reports
1MW fevisics STAG P

Home Performance UNMJobs Reports Recruiting flbsos

Welcome, Louie. Standard Reports
Looking for a Job? Onboardmg Tasks Need Help?

No Pending Actions UNMJobs Help for Hiring Coordinators, Depart
UNMJobs Support Information

Staff & Faculty: Search for jobs in the CAREER CENTER!

. i 1
Students: Search for jobs on the CAREER SITE! Br';'/ e T UNMJobs Feedback

e Help with Online Performance Evaluations:

Visit the Performance Evaluation Website
Announcements & Resources Complete Performance Evaluation 3/15/2020

Send an Email to Human Resources PEP

Informational Resources:

* UNM Calendars

= Payroll Schedule

« Employment Knowledge Base
« New Employee Toolkit

« For assi with HTML

when creating 3 isition, see the "Using HTML'" info box within your arsas
tab.
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M ek STAGE

Reports
Click on a report category to view those reports. You may search for any regonts by title or description.

u

Performance

Bulk Performance Reviews
Generates performance review priniouts in buk given s speciic performance review tazk or date range and user criteria.

Goal Details
Displarys the details of each goal during 2 spedific period for 3 single Lser where the user is the goal owner.

Goal Status
Display a summary of goal statuses for a specific set of users.

Performance Review
View a performance review for a single user.

Performance Review Details Report
Define a date range and print one or more performance reviews for a single user.

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

Task User Status
Displays the status of 1 or more tasks for any organizatonal unit

These are the reports
that you will most likely
have access to.
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Reports

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

You can print/download up to 500 e

. Bulk Performance Reviews Performance Review Details Report
performance evaluatlon_ G P review pri in bulk given & speciic 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 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
Displary 2 summary of goal statuses for a specific set of users. Displays the status of 1 or mare tasks for any organizatonal unit
Performance Review

View a performance review for a single user.
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Bulk Report

Home Performance

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 >

Bulk Performance Reviews
Report Criteria

Define a date range or specific Performance Review Task and download one or more parformance reviews for the selected users. When defining a date range. you may select to print all rev,
be included as the review is not recorded yet in the dats warshouse. You may select to print 3ll reviews in either the Manager view or the Employee view. Note that thers is 3 limit of 500 o3

1. Enter date range.

ing a specific Task, you may selzct to print all reviews or

USER CRITERIA

User Criteria:

@® Dpate Criteria:  [Seiect Y] From: [1/1/20
= 2. Choose the task.
— User
User Criteria: TTe 2vakabity crera that you select wl only ingg#e emoloyees who meet the foliowing criera: (User is o beiow Louie Lobo) C r| te r| a
— 3. Select the user criteria.

Which performance reviews would you like to print?

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

© Performance reviews for which the regort date criteria overlaps the performance review period.
Print Preferences ® Employee View O Manager View

4. Choose which reviews.

PROCESS REPORT

® Performance ravisws for

) Performancs raviews for

PROCESS REPORT

Which performance reviews woy

The availability criteria that you select will only include emgloyees who meet the foll

Select C
Select Criteria
Employment Area
Position Class
Hiring Department
Group

Position Number
Job Suffix
Contract Type
Labor Index

Labor Account

Print Preferences @ Employe Spervisor

Job Change Reason
IPEDS Primary Function
Primary Activity
Employse Group

Users

v

fed within the date filters.

rmance review period.

Report Title:

Process Report

]
(I no report title is entered, the title of the report will default to

R '(p.,mmm'mﬁm—l 5. Give the report a title.

Process Report.

Processed Reports

6. Process report.

Report Name

Create Date

Last Run
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Performance Review for single User

Performance MJol Reports Recruiting 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 catagory to view those reports. You may search for any regons by title or description.

ul}

Performance
Bulk Performance Reviews Performance Review Detzils Report
Generates periarmance review prinouts in buk given = soecfic performance review Lz ce date range and user criteria, Oefine a date range and print one or more performance reviews for 3 single user.
Goal Details Performance Review Step Status Report
Displizys the detals of each goal during & =pedific periad for a single Lzer where the user is the goal owner. View the status of all steps in 3 Performance Review sk
Goal Status Task User Status
Displry » summary of goal statuses for a specific set of users. Displizys the stali= of 1 or mare tasks for any arganizational unit

Performance Review _> PetormmseReview
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Reports

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

Bulk Performance Reviews Performance Review Details Report

G perk review pri 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 detais 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 Step Status Report
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 a performance review for a single user.
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Performance review
Step Report

Kepuns >

Performance Review Step Status Report

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

USER CRITERIA

Report Criteria

User Criteria:

The availability criteria that you select will only include employees whe n

=
Select Critenia
All Users
Employment Area
Position Class
Home Performance UNMJobs Reports Recruiting Resources Pesformance Review Task: giring Department -
2 2 ; Review Steps: o ]
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. Display OU: Position Number (x]
* | Job Suffix
Reports > OUTPUT Contract Type —
Performance Review Step Status Report Labor Index
5, Printable Version 3 Export to Excel Labor Account
. - Supervisor
e oose user criteria i ]
. . ’
View the status of 2ll steps in 3 Performance Review task. :'E "?asryF:;:%Funwcn
Employee Group
USER CRITERIA Users
. The availability criteria that you select will only ‘employzes who mest the ollowing criteria: {User is or balow Louie Loko)
e Gornerstone
ADVANCED FILTERS
Performance Review Task: | @
Review Steps: Review steps will appear when 3 task is selected K
R — Choose the task
ouTPUT "
i, Printable Version 3 Export to Excel DVANCED FILTERS
Performance Review Task: | =
Review Steps: Review steps will appear when 3 task is selected
DisplayOu: [Nene V]
None
OouTPUT Employment Area
. " Fosition Class
s Printable Version 3§ Export to Excel Cost Centar

Choose how you want oo™
information displayed. g
piay gornerstone “‘32#255"50

1

HUMAN
RESOURCES




Reports

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

Print one or more Performance
Reviews for a single user.

—
=

Bulk Performance Reviews Performance Review Details Report

Generates perfarmance review priniouts in buk given @ spedfic performance review Lask or date range and user criteria. Define a date range and print one or more performance reviews for 3 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 task.

Goal Status Task User Status

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

Performance Review

View a2 performance review for a single user.
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Performance Review Details Report

>erformance Review Details Report

Report Criteria

Define 3 date range and print one or more parformance reviews for 3 single user. You may select to print all reviews occurring during 3 defined date range. or only completed reviews for 3 defined date range. This report is asynchronous. When fitering for complzted reviews only, reviews comgleted today will not appear in the print out as the review is not recorded yet in the data warehouse.

DATE FILTERS

Date Criteria: [Saect Y] From: [[/1/20 0] vo: [12/31/20 0 1 D ate = .
. .

Search is limited to 1000 records only

Last Name: First Name: D: User Name: Manager's Last Name:
USER CRITERIA = ] [ ] ] [ ] | [&searen
I Include Review data for inactive Users o =5 s o (2 Resulis)
| Include Review data for appicants, if avaiabis . R | © =< =< —
User Criteria: |§eleﬂ user 2 | | r r t r Lobo, Louie louielobo123 louiglobo ONeil, Bryan
. S e C I e I a . Lobo, Lucy lucylobo hicylobo Lobo, Louie
ADVANCED FILTERS

Which performance reviews would you like to print?
® Performance reviews for which the comgletion date is equal to or contsined within the date filters.

© Performance reviews for which the regort date criteria overiaps the performance raview period.

PROCESS REPORT

Report Title: |
(I no report tile is entered, the tile of the regon will default to Performance Review Datail

Process Report

3. Process Report.

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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