Performance Appraisals in
Totara

Supervisory Introduction for Exempt Appraisals
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MENU DiCkiI‘]S()n REQUEST INFO VISIT APPLY ALUMNI GIVE

@ CATEWAY: HOME / &=

Gateway: Home

APPLICATION LAUNCH PAD

b

My Gateway

Employees

= «®» P -
=1d]ld K2 E
Email Office365 Moodle SSB OrgSync CLIQ SiSo
AJFEINJ¥]OIX]®
SALT INB Nolij Totara Quest Facilities Help

£ B PASSWORD RECOVERY CAMPUS BALANCES
CONFIGURATION

Campus Documents Gateway

Faculty Meetings

Alumni Directory




Click on “Totara”
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Go to the “Performance” tab
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Go to the “All Appraisals”

Team Reports Find Leaming

Click “As Manager”*
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*Appraisals will populate under the “As
Manager” tab once the employee has
completed the self-appraisal



Performance Appraisal
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Next, click “Start”
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Home | Team's Appraizals | 2017 Exempt (Administrative) Annual Performance Appraizal TEMPLATE
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Upon Completion you will be brought to the
orogress page”
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Congratulations! You have now completed.

CONGRATULATIONS

N/

BUT WAIT THERE’S MORE!!




Creating Goals for Next Review Period

Goals should only be put into the system upon
total completion of the review process!

It is recommended to title goals with the year
for easy recognition in the coming months.



Creating a Goal for Next Review Period
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Creating Goals, Continued
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Creating Goals, continued
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Provide a “Name” and
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the goal to be worked
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Creating Goals, continued

Select “Goal Scale”
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downlist.
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Creating Goals, continued

Final step is to click
“Save Changes”
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Team Tab
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Reports
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Available reports will be listed.
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Reports continued
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Select the appraisal you would like
to see the detail for your reports



Reports continued
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Reports continued
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For assistance contact:

Dennette Moul — 245-1026;
mould@Dickinson.edu

Carol Shaffer— 245-1503;
shaffeca@Dickinson.edu
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