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Annual Evaluations

Annual Performance Evaluations are available for all employees who have been with the
university for more than 6 months through the Astatelobs system. Annual evaluations must be
finalized by May 1. The evaluation process provides the opportunity for supervisors and
employees to review specific information on performance, to determine what priorities for
performance should be, and to set future goals for development. The system provides the
specific duties of each position in the evaluation from the position description on record. This
insures that an employee is evaluated based on the expectations of their position as presented
when hired and after any changes in their duties over time.

Annual Evaluations are required for classified employees and are strongly encouraged for non-
classified employees. Some divisions/departments require Non-classified annual evaluations.

The evaluation process must begin with an initiator or hiring manager/dept. chair. The initiator
level is available for use when there are multiple levels of supervision under the dean/director.

Please contact Human Resources (972-3454) to designate an initiator.

Email notifications are sent to each user/approver when action is required. Annual evaluation
approvals are as follows:

Initiator, Hiring Manager, Dean/Director, Employee, Hiring Manger, VP/VC, HR
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Classified Annual Evaluations

e Once logged in, check “Your Current Group” to verify that you are logged in as the
correct user type (Hiring Manager/Dept Chair, Initiator). Your user group may be
changed by selecting “Change User Type” from the ADMIN menu.

e Select “Begin New Evaluation” from the EVALUATIONS menu on the navigation bar.

e  Click “Start Action” under the desired evaluation type.

« Welcome Traci Perrin, You are logged in.
0
four Current GroupiHiring Manager/Dept. Chair. g Wednesday, March 4, 2009

Choose Pelformak?gvaluation Action to Begin

Create New Evaluation

3 Records

Classified - 90 day/6 month Performance Review
Start Action

Classified - Annual Performance Evaluation
Start Action

Hon-Classified - Performance Evaluation
Start Action

e Search by one of the available options. For a list of all positions in your area, search

without providing any criteria. Otherwise, enter the employee’s last name or Position
Number.

Classified - Annual Performance Evaluation

Search Positions to Begin Action On

Classification

Lo o [ —
Department Title
Number Number
C 0
First Name 2

MName

| search || ciearresuits |

I CANCEL EVALUATION I

e The position(s) will display as a list. Select the position desired by clicking “Start Action”.
e Complete the Evaluation Details page.

Supervisory o . _ o
Notes/History
Review < = = SHITLEES

1 CONTINUE TO NEXT PAGE >> |

*Required information is denoted with an asterisk.

Employee First Name Traci

Employee Last Name Perrin

Emore
Classification Title: Pragram Coordinator
Class Code: R144

Working Title: Applicant Tracking Coordinator
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0 Employee— Confirm that the correct employee is listed. If not, select the
employee name from the drop-down list or contact HR. This field directs the
evaluation to the employee for review and approval.
Evaluation Type — Select the appropriate type from the drop-down list.
Date of Evaluation — Enter today’s date.
Division — Indicate the division from the drop down list if not populated.
Department — Verify that the employee is assigned to the correct department.
Other Users with Access — Move your name and the name of the supervisor (if
different) who will review the evaluation prior to submitting to the
Dean/Director, to the “Selected” box.
Hire Date — Enter the employee’s hire date.
Supervisor — List your name.
Supervisor Phone — List your campus phone number.

0 “Continue to Next Page”
e Complete the Standard Evaluation page.

0 Rank each area and or provide comments as needed or required.

O Rank the Duties/Responsibilities by Importance.

0 “Continue to Next Page”
e Complete the Supervisory Performance Review page if the employee has supervisory

responsibilities by ranking each topic.

O “Continue to Next Page”
e Complete the Overall Performance Rating/Comments page.

0 Rank topics and provide comments as needed or required.

0 Select “Preview Evaluation” at the bottom of the screen.

O 0O O0OO0Oo

O O O

&) Printer-Friendly Version

a a
O save

{®) send Evaluation to Dean/Directar

O cancel Evaluation

o

e The Hiring Manager/Dept Chair should select “Printer Friendly Version” and print the
document (Utilize this printed form when holding the evaluation meeting with the
employee).

0 Close the print window.

e Select “Send Evaluation to Dean/Director”, “Continue” and “Confirm”

e Logout of the system from the red navigation bar.

e Schedule and hold an evaluation conference with the employee.

e Instruct the employee to review, add comments as desired, and approve their

evaluation online once received (An email notification will be sent to the hiring
manager/dept chair when completed by the employee).
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Non-classified Annual Evaluations

e Once logged in, check “Your Current Group” to verify that you are logged in as the
correct user type (Hiring Manager/Dept Chair, Initiator). Your user group may be
changed by selecting “Change User Type” from the ADMIN menu.

e Select “Begin New Evaluation” from the EVALUATIONS menu on the navigation bar.

+ Velcome Traci Perrin. You are logged in.

0
‘Your Current Group:Hiring Manager,/Dept. Chair. Wednesday, March 4, 2009|

Choose Performance Evaluation Action to Begin

Create New Evaluation

3 Records

Classified - 90 day/6 month Performance Review
Start Action

Classified - Annual Performance Evaluation
Start Action

Non-Classified - Performance Evaluation
Start Action

N/

Click “Start Action” under “Non-Classified — Performance Evaluation”.

Search by one of the available options, or for a list of all positions in your area, search
without providing any criteria. For one position at a time, enter the employee’s last
name, ID, or Position Number.

The position(s) will display as a list. Select the position desired by clicking “Start Action”
under the Classification Title.

Complete the Evaluation Details page.

Create Non-Classified - Performance Evaluation - Applicant
Tracking Coordinator

1 CONTINUE TO NEXT PAGE >> |

“Required infarmation is denoted with an asterisk.

Emplayee First Name Traci

Employee Last Name Perrin

=
Classification Title: Program Coordinator
Class Code: G195C
Working Tite: [appiicant Tracking Coardinator
Pasition Number:
= Evaluation Type:
** Date of Evaluation: [ ] ooy oo mmoovery

| F& - Human Resources v

= Department:

* Mivicin

0 Employee — Confirm that the correct employee is listed. If not, select the
employee name from the drop-down list or contact HR. This field directs the
evaluation to the employee for review and approval.

Evaluation Type — Select the appropriate type from the drop-down list.

Date of Evaluation — Enter today’s date.

Department — Verify that the employee is assigned to the correct department.
Division — Select the division from the drop down list.

O O 0O
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0 Other Users with Access — Move your name and the name of the supervisor (if
different) who will review prior to submitting to the Dean/Director, to the

“Selected” box.

O “Continue to Next Page”
e Complete the Evaluation page.

O Rank each area and or provide comments as needed or required.

O Rank the Duties/Responsibilities by Importance.
0 “Continue to Next Page”

EVALUATIONS

1 << RETURN TO PREVIOUS || CONTINUE TO NEXT PAGE >> |

Please review the individual in each of the follewing performance areas
Each text box has a character limit of 3900 characters.

“Required information is denoted with an asterisk.

Management:

Program Objectives/Accomplishments:

Individual Objectives:

Summary:

“Required information is denoted with an asterisk.

1 << RETURN TO PREVIOUS | 1 CONTINUE TO NEXT PAGE >> |

e Complete the Comments page as needed or required.
0 Select “Preview Evaluation” at the bottom of the screen.

1 << RETURN TO PREVIOUS | 1 CONTINUE TO NEXT PAGE >> |

“Required information is denoted nith an asterisk.

Supervisor Comments:

“Required information is denated with an asterisk,

[ <<reumnvoerevious | [ conmmuetonexrracess |

[cancer | [ ereview evatvation &

e Select “Printer Friendly Version” and print document. (Utilize this printed form when
conducting the evaluation meeting with the employee. Provide a copy of this form to the

employee.)

0 Close the print document.
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@ Printer-Friendly Version

Evaluation Status

O save
(& send Evaluation to Dean/Director <:|
O cancel Evaluation

CANCEL CONTINUE

e Select “Send Evaluation to Dean/Director”, “Continue” and “Confirm”.

e Logout of the system from the red navigation bar.

e Hold the evaluation meeting with the employee and provide a copy of the evaluation for
the employee. A signed copy may be retained for the department.

e Instruct the employee to review, add comments as desired, and approve their evaluation
online once received (An email notification will be sent to the hiring manager/dept chair
when completed by the employee).

Employee Approval of Evaluation

e Login to AstateJobs at https://jobs.astate.edu/hr using your network username
(username@astate.edu) and password.

User Login

Please login to the system using your User Name and Password. If you do not have a User Mame and
Password assigned, click the Create User Account link on the navigation bar.

serames |
password: ||

You are about to log in to a secure system, When
finished, please click the Logoutlink on the
navigation bar to ensure that others do not gain
access through your account.

e Check your Current User Group as listed under your name at the top of the page. Your
group should be Employee.

« Welcome Traci Perrin. You arc logged in.

Your Current Group:Employes Monday, March 8, 2009 ‘

Online System

Supervisar/Manager's Guide
View | Dovinkoad

No Active Postings

¢ If not, select Change User Type from the menu on the red navigation bar.
0 Select Employee.
0 Click “Change Group”.

e Select “Active Evaluations” from the EVALUATIONS menu on the navigation bar.
0 Select “View” under the classification title of your position and review.
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Your Current Group:Employee.

« Welcome Traci Perrin. You are logged in.

Monday, March 9, 2008

View Active Evaluations

Active Evaluations

1 Record

Trac

Employee Employee
le rst Last
Name Name

valuation | gy Evaluation
Type Tile

c|:ss.ﬁa.|1 - Applicant

Perrin P Tracking
erformance Coordinator
Evaluation

st
Action
Date

03-09-2009

Evaluation
Sent to
Employee

e If you wish to add comments, select “Edit” above the Evaluation Status window.

Evahaliun_ltatus

@ save

) Employes Send Evaluation to Hiring Managsr

CANCEL CONTINUE

18 Printer-Friendly Version

Evaluation Details

Employee First Name

Employee Last Name

Traci

Perrin

e Indicate that comments will be attached by answering “Yes” at the bottom of the page,
and select the Employee Comments tab.

Evaluation Supervisory
Details Performance Review
1 CONTINUE TO NEXT PAGE >> |

Employee First Name
Employee Last Name
Employee
Classification Title:
Class Code:

Working Title:
Position Number:
Evaluation Type:
Date of Evaluation:
Department:

Division

Hire Date:

Supervisor:

(HHH-KHH-HEHK)

Other Users in Department Who Need
Access to this Evaluation:

Supervisor's Phone Number:

Employee Comments Attached?

*Required information is denoted with an asterisk.

Traci

Perrin

Perrin, Traci

Program Coordinator
G195C

Applicant Tracking Coordinator
16013C

Classified Annual
02/10/2010

FA - Human Resources
Finance and Administration

Perrin, Traci

e Select “Attach” next to the memo document option

Revised 04-11
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View/Edit Classified - Annual Performance Evaluation -
Applicant Tracking Coordinator

Overall Performance Employee
Ratin ments Comments

Employees may click the Attach link to submit comments regarding the evaluation. A file in Microsoft
Word or Adobe PDF format may be attached or text may be typed directly into the text box on the

PAGE.
1 Record

page. Select the ATTACH button and then CONFIRM to complete before selecting CONTINUE TO NEXT

Attach /| Remove Document Type Attached Document

Attach f Mema Mot Attached

| << RETURN TO PREVIOUS | | CONTINUE TO NEXT PAGE >> |

| cance | | VIEW EVALUATION SUMMARY >> 1

0 Upload your comments document from your computer files by selecting the
“Browse” button or enter your comments directly into the “Paste a new

document” text

box.

0 Click the corresponding “Attach” button.

0 Click “Confirm”.

Upload a new document:

Browse below to select a document to assodiate.

Y E—n
Comr «

Paste a new document:

Please either copy and paste document text or type from scratch into the box below to associate a
document.

Text:  |You may type comments here or attach a document above.

ATTACH f

View/Edit Classified - Annual Performance Evaluation -
Applicant Tracking Coordinator

Overall Performance Employee

Rating/ Comments Comments

Employees may click the Attach link to submit comments regarding the evaluation. A file in Microsoft
Word or Adobe PDF format may be attached or text may be typed directly into the text box on the
page. Select the ATTACH button and then CONFIRM to complete before selecting CONTINUE TO NEXT
PAGE.

Click the Confirm button belows to attach the document.

GO BACK 'CONFIRM :Z

| << RETURN TO PREVIOUS | | CONTINUE TO NEXT PAGE >> |

e Select “View” in the Attached Document column to view and print a copy of your
comments for your records.
0 Close the print window.
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Employees may click the Attach link to submit comments regarding the evaluation. A file in Microsoft
Word or Adobe PDF format may be attached or text may be typed directly into the text box on the
page. Select the ATTACH button and then CONFIRM to complete before selecting CONTINUE TO NEXT
PAGE.

1 Record

Attach [ Remove Document Type Attached Document

s S0 Overall Performance Employee
Performance Review Rating/ Comments Comments

Remave Memao Att._achad
View
| << RETURN TO PREVIOUS | 1 CONTINUE TO NEXT PAGE >> |

| cancer | | VIEW EVALUATION SUMMARY >3 |

e Select “View Evaluation Summary” Q

e Select “Printer Friendly Version” and print the document for your records.
0 Close the print window.

Please review the details of the evaluation carefully before continuing.

To take the action you have specified, click the Continue button. To edit the evaluation, click the Edit
link. To exit the evaluation without making any changes, click the Cancel button.

Edit @ Printer-Friendly Version

Evaluation Status

O save

® Employee Send Evaluation to Hiring Manager

CANCEL CONTINUE

Evaluation Details

Employee First Name Traci

e Select “Employee Send Evaluation to Hiring Manager”, “Continue”, and “Confirm”.
e Logout of the site using the “Logout” link in the red ADMIN menu.

Hiring Manger Submission

e An email notification will alert that the evaluation has been completed by the employee
and returned to you, the hiring manager.

e Select “Active Evaluations” from the EVALUATIONS menu on the navigation bar.

e Select “View” under the classification title of the desired position and review.

Revised 04-11

View Active Evaluations

Active Evaluations
3 Records
mployee | _ Employee | _ _ Evaluation | _ Last X
i First i Last v} 5"":“""' M Working | K Action | i status
Hame Name P Title Date
Program Classified - Evaluation
a Applicant ar
Coordinator Trad Berrin Annual T 03-09-2000 SentTo Hiring
o |lview Performance Manager From
View . Coordinator
Summary Evaluation Employee
Project
Program Mon-Classified - Director of Evaluation
Specigh Lori Roach Performance Human 02-27-2009 Sent to Humay
View Evaluation Resources Resources
iew
Administrative Classified - 90
. Evaluation
A“'s'ﬁct 1 Margaret Colier gayf"'f MO Gffce Manager  10-14-2008  Sentto
view |1MEN erformance Dean/Director
Summary Review
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e Select “Printer Friendly Version” and print the document for the department file.
0 Close the print window.

@ Frinter-Friendly Version

e Review the details section of the evaluation summary to determine if comments have
been attached by the employee.

Evaluation Details

CLASSIFICATIONS
Employee First Name Traci
CREATE CLASSIFICATIONS
Employee Last Name Perrin
APPLICANTS
Employee ID number: -
et}
Employee ‘Perrin, Traci
Classification Title: Program Coordinator
Class Code: G195C
‘Warking Title: Applicant Tracking Coordinator

Position Number:
Evaluation Type:
Date of Evaluation:
Department:
Division

Other Users in Department Who Need
Access to this Evaluation:

16013C

Classified Annual
02/10/2010

FA - Human Resources
Finance and Administration

Perrin, Traci

Hire Date:

Supervisor:

Supervisor's Phone Mumber:
(M-RHH-KHKK])

Employee Comments Attached? Yes

¢ |If comments have been attached by the employee, review by selecting “Edit” above the

Evaluation Status window.

@ Frinter-Friendly Version

e Select the Employee Comments tab.

g otes/History

Employees may click the Attach link to submit comments regarding the evaluation. A file in Microsoft
Word or Adobe PDF format may be attached or text may be typed directly into the text box on the
page. Select the ATTACH button and then CONFIRM to complete before selecting CONTINUE TO NEXT
PAGE.

1 Record
Attach | Remove Document Type Attached Document

Attached

Memo ven A

1 << RETURN TO PREVIOUS | 1 CONTINUE TO NEXT PAGE >> |

| cancer | | VIEW EVALUATION SUMMARY >> &

Revised 04-11
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0 Select “View” next to the attached memo to review.
0 Print the Employee Comments for the department file.
0 Close the memo print window.

e Select “View Evaluation Summary” at the bottom of the page.

Please review the details of the evaluation carefully before continuing.
To take the action you have specified, click the Continue button. To edit the evaluation, click the Edit

link. To exit the evaluation without making any changes, click the Cancel button.

Edit &) Printer-Friendly Version

Evaluation Status

O save
® Send Evaluation to
O cancel Evaluation

CANCEL CONTINUE
Evaluation Details

e Select “Send Evaluation to (VP/VC or HR as provided)”, “Continue”, and “Confirm”.
e Logout of the system from the red navigation bar.

Approval of Evaluations (Dean/Director, VP/VC)

e Once logged in, check “Your Current Group” to verify that you are logged in as the correct
user type (Dean/Director, VP/VC, etc...) to approve the action. Your user group may be
changed by selecting “Change User Type” from the ADMIN menu.

e Select “Active Evaluations” from the EVALUATIONS menu.

e Select “View” under the classification title of the desired position.

e Review the details section of the evaluation summary to determine if comments have
been attached by the employee.

Evaluation Details

CLASSIFICATIONS
Employee First Name Traci
CREATE CLASSIFICATIONS
Employee Last Name Perrin
APPLICANTS
Employee ID number: - 1
Employee Perrin, Traci
Classification Title: Program Coordinator
Class Code: G195C
Working Title: Applicant Tracking Coordinator
Position Number: 16013C
Evaluation Type: Classified Annual
Date of Evaluation: 02/10/2010
Department: FA - Human Resources
Division Finance and Administration
Other Users in Department Who Need .
Access to this Evaluation: [y, TR
Hire Date:
Supervisor:
Supervisor's Phone Number:
(X0-RXH-XXXK)
Employee Comments Attached? Yes
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e To review comments select “Edit” above the Evaluation Status window.

Please review the details of the evaluation carefully before continuing.

link. To exit the evaluation without making any changes, click the Cancel button.

Edit

O save
(& send Evaluation to Dean|Director
© cancel Evaluation

CANCEL CONTINUE

To take the action you have specified, click the Continue button. To edit the evaluation, click the Edit

Edit (55 rinter-Friendly Version
E\mhmh.;tahls

e Select the Employee Comments tab.
0 Select “View” next to the attached memo.
0 Printif desired and close the memo print window.

View/Edit Classified - Annual Performance Evaluation -
Applicant Tracking Coordinator

oites/History
Employees may click the Attach link to submit comments regarding the evaluation. A file in Microsoft
Word or Adobe PDF format may be attached or text may be typed directly into the text box on the

page. Select the ATTACH butten and then CONFIRM to complete before selecting CONTINUE TO NEXT
PAGE.

1 Record
Attach /| Remove Document Type Attached Document
Attached
Mema
View

1 << RETURN TO PREVIOUS | 1 |

CONTINUE TO NEXT PAGE >>

Evaluation Details

| cancer | | VIEW EVALUATION SUMMARY >3> | f

e Select “View Evaluation Summary”.

Please review the details of the evaluation carefully before continuing.

To take the action you have specified, click the Continue button. To edit the evaluation, click the Edit
link. To exit the evaluation without making any changes, click the Cancel button.

Edit

(55 rinter-Friendly Version

Evaluation Status

O save
& send Evaluation to
© cancel Evaluation

CANCEL CONTINUE

Evaluation Details

e Select “Send Evaluation to (Employee, VP/VC or HR as provided)”, “Continue”, and

“Confirm”.

e Once HR makes the final approval the Hiring Manager/Dept Chair will receive an email
notification indicating the evaluation has been completed.
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