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Process Employee Reviews the Define Criteria Module: ePerformance
Business Process: 3.00
Date Created: 05/13/2018
Date Revised: 05/15/2020
Purpose Employee Reviews the Define Criteria in Evaluation
Navigation | Self Service > Performance Management >My Performance Documents> Current

Documents

Prerequisites

Manager Must Notify the Employee about the Define Criteria

Helpful
Hints
STEP DESCRIPTION EXPECTED RESULTS COMM ENTS/
ACTUAL RESULTS
1. Log into iRattler: Navigate to Evaluation Page Displays

Self Service > Performance
Management > My Performance
Documents > Current Documents

Option 2:

Log into iRattler on the Employee
Self Service Tile.

Click on The Performance Tile
Click on the Current Document
for the Employee

with Side Menu

S Bl et B o sue B
[P TSR

Page 1 of 4 - 05/15/20

g e — B




FLORIDA A&M
EENTI VERSITY

STEP DESCRIPTION EXPECTED RESULTS COMM ENTS/
ACTUAL RESULTS

2. Employee clicks on Expand under
. . Performance Process #
the Behavioral expectations that | . 5 or Al oot
are set by the university and Defie Crieia - Update
Amresal USPS Evaluaton 1. Add the performance criteria (goals andlor respans
REViEWS them 0 w1 Oy 2. Once you have completed this step select the notif
Y Z-,A":E're'a S+ Long Format
o Behavioral Responsibilities Employee (
¥ Section 1 - FAMU Behavioral Expectat
FAMU Behavioral Expectations will be evaluated by: £
« Expand | » Colapse
} Compliance/Organizational Commitment
3. Employee Clicks Responsibilities L1 st

Define Criteria - Update
Templaie

tab, click expand and reviews the
responsibilities given by the
manager from employee’s
Position description.

(To view each Responsibility
details, Click on the Title of the
Responsibility).

4. Employee has no access to edit
the Behavioral Expectations and
Responsibilities.

Employee has access to add
Goals and Accomplishments if

appropriate.
Adding Goals and
accomplishments are optional.
5. To add a goal, Employee Clicks Employee Goals Section Employee should be able
on Employee Goals and clicks on | Displays to add a Goal

Add Item under Employee Goals.
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STEP

DESCRIPTION

COMM ENTS/
ACTUAL RESULTS
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Employee chooses Add your own
Item option.

Performance Process © “  Annual USPS Evaluation

©  Additem
® y

Employee Clicks on Employee
Goal and clicks on Add Item
under Employee Goals.

(Title and Description are
required. The other options such
as Measurement, Status, Due
Date are optional.)

Page Saves

[—

" aaa vour oum b

Employee Clicks on
Accomplishments and clicks on
Add Item under
Accomplishments.

Confirmation Page Displays
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Employee clicks on Add your
own Item and edit appropriate
areas and click Add.

Accomplishment/s get added to
the evaluation
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DESCRIPTION

COMM ENTS/
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10.

Employee Clicks Save on the Top
right Corner.

Define Criteria has been
Reviewed by the Employee.

Comfirmation Completion
Displays
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