Performance Appraisals in
Totara

Supervisory Introduction for Nonexempt Appraisals
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Click on “Totara”
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Go to the “Performance” tab
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Click “All Appraisals”
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All Appraisals — “As Manager”
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Click on appraisal

All Appraisals namne*
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Mame Appraisal Start date End date Status

2016 MNonexempot Annual Review 23 jan 2017 31 Mar 2017 Active

[Dennette Moul] You are bogged in 3= Mary Didkinson Log out

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



Next, click “Start”
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First page of the appraisal
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Review of Performance

i

Go through each
competency and -
indicate rating. o e e
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Work Quality

Employee’s response
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Employee’s response (— Any rating listed as
\ Does Not Meet
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Problem Solving must have rationale.



Review of Performance...continued

At the bottom of
the page click
“next” to move you

4mmmm——  through the

appraisal.



Home | Team's Appraizals | 2017 Exempt (Administrative) Annual Performance Appraizal TEMPLATE
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Overall Comments

You are viewing John Didkinson's appraisal.
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Signatures
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Upon Completion you will be brought to the
orogress page”

(o

You have completed this stage

You are viewing John Didkinson's appraisal_

2016 Nonexempt Annual Review S m

Job assignment linked to this appraisal

Participants

You can print, save
. a PDF or View from
P this page.

Annual Review e




Congratulations!
You have now completed your review.

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 beginning with
the year for easy recognition in the coming
months.



Creating a Goal for Next Review Period
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Creating Goals, Continued

Find Leaming
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Provide a “Name” and
Create new personal goal brief ”Description" of
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Creating Goals, continued

Select “Goal Scale”
from the drop-down oy Click on the “Enable” box and
list. TR e me (— 1 han select the date you plan to

have the goal completed




Final step is to click
“Save Changes”
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Team Tab

] Dashboard Performance Team Reports Find Learning

Dashboard /' Team / Team Members

Indirect reports will be listed

i with limited access
NAVIGATION ae
Team Members: 2 records shown
Dashboard All members of your team are shown below.
= Home

Mame = Last Login Courses Started Courses Completed Competencies Achieved Extensions
¢ Site pages
» Courses John Dickinson o 0 0 0
Boolgngs | Records
TEAM (of-] Mary Dickinson N . :

Pans | Profie | Bookings | Records | Appraissls | Goals | Requined

FFView My Team (7 staff)
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Dashboard Performance

All Appraizals Courzes
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Find Learning

Direct reports will be
listed with access to
appraisals and goals



Reports

3 Dashboard Performance Team Reports Find Learning

Dashboard ' Reports

Available reports will be listed.

NAVIGATION (o) -
Reports

Dashboard G Appra?sal Detail

= Home & Appraisal status

» Site pages

b Courses
Scheduled Reports

There are no scheduled reports

Add a new scheduled report to the list: Appraisal Detail |~ Add scheduled report

Find Learning

Dashboard Performance Reports




Reports continued
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Dashboard ' Reports ° Appraisal Detail

NAVIGATION (of -]

Select an appraisal

Dashboard

» Home Appraisal Detail

¢ Site pages

v Courses Name Start Learners Status
20716 Annual Review - ADC - 0 Draft
2016 Annual Review - Exempt - 104 Draft
2016 Annual Review - Nonexempt - 237 Drraft

Select the appraisal you would like
to see the detail for your reports



Reports continued
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Reports continued

# Dashboard Performance Team e Find Learning

Dashboard / Reports /| Appraisal 5tatus

Appraisal Status: 2 records shown

Shows only status of appraisals

w Search by
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User's Appraisal Status & is any value |" | Complete
Show/Hide Columns
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John Dickinson Employee Test Human Resource Semnvices Mary Dickinson Annual Review Complete
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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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