Performance Management
EMPLOYEE & SUPERVISOR Using Check-Ins

Contents:
Employee Directions: pp. 1-2

Supervisor Directions: pp. 3-5

EMPLOYEE DIRECTIONS

1. Loginto your YC portal
2. Open the Employees card and select My Perform

3. Select Performance from the left menu

My Profile

M Dashboard

Tasks o

People
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Performance
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I][||][| Reports

';;3‘ Training

4. From the My Tasks box, select Midyear Check-in (Optional)

My Tasks

E2 CHECK IN

ﬁ. Midyear Check-in (optional)

For you « Annual-Edward Employee(due:06/30/2022)

5. Select Go to Performance
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You will now be redirected to a Performance

Don't show this message again Go to Performance

6. Answer each question as appropriate by typing in the comment box. Note that your Journal
Entries are available to view on the right side of the screen and can be directly added to the

check-in box by clicking on Add to comment box.

This check-in will be viewable only by the task assignee prior to releasing the evaluation. l r:l [

Question 1 Filters: [Amhor: Myself v] [Dale Past 12 Montl

How are you progressing toward your goals? Please list some examples.

ﬁ Wed Dec 01,2021 01:01PM | Edwar: n shared

B i U A = T =T o @ D 8B More notes

[E] Add to comment box

Wed Dec 01,202112:59 PM | Edward Employee

" Notes

[E Add to comment box

7. To save and submit to your supervisor, click on Publish at the top right

o | [

8. Return to your Dashboard by clicking Dashboard on the top lef

EOGOV I= Dashboara

nployees Performance Evaluations -~ Librar
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SUPERVISOR DIRECTIONS

1. Loginto your YC portal
2. Open the Employees card and select My Perform

3. Select Performance from the left menu

My Profile

>

Dashboard

Tasks o

People

"@’ Performance

@ Training

B

Jil Reports
4. Select My Team’s Evaluations from the top menu

Performance

Overview My Evaluations ‘ My Team’s Evaluations Journal Hub

5. Under All Evaluations, select the appropriate employee’s evaluation

All Evaluations

Annual-Edward Employee(due:06/30/2022)
Due Thursday, June 30, 2022

ﬁ Edward Employee

6. Select Go to Performance

You will now be redirected to Performance

Don't show this message again Go to Performance
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7. To see the employee’s check-in comments, click on the Process tab

Content Process ’

\ 'E;J COMPETENCY SECTIOMN | 3 LEVEL SCALE (SCORED) 2021-22

Relationship Excellence (Staff)
20%

8. Click on the ellipsis to the right of the Midyear Check-in (optional) step and select Print

. . R Status ’
Midyear Check-in (optional) jopriona Due Con:pleted on
Edward Employse Fri, May 20, 2022 12/03/20H Print

9. The employee’s comments will show on the next screen and you can print to your screen, a

pdf, or a printer by selecting Print at the top right

‘ Cancel ‘ W

10. Click Cancel at the top right when you are done

-

11. Back on the evaluation page, click on Check-In

Annual-Edward Employee(due:06/30/2022)
Due Date: Thu. Jun. 30, 2022

W S - | @ pane

12. Answer each question as appropriate by typing in the comment box. Note that your Journal
Entries relevant to the employee are available to view on the right side of the screen and

can be directly added to the check-in box by clicking on Add to comment box.
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gl

Fiters: | Author: Myself v [pate:Pasti2 Mg

This checkein will be viewable only by the task assignee prior to releasing the evaluation

Question 1
How is the employee progressing toward their goals? Please list some example: Wed Dec 01, 202110:33 AM | Melody,
. Edward has been slacking

B i UA F T =0T R 0 @&
E Add to comment box

- Wed Aug 11,202108:34 PM | Melody Manager % shared

Excellent job

[ Add to comment box

13. Click on Publish on the top right

Close

14. Return to your Dashboard by clicking Dashboard on the top lef

EOGQOV ss Dashboara v

nployees Performance Evaluations -~ Librar
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