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Objectives

In the Performance Pro Employee Training, we will log into Performance Proemspoyee. By the end
of the training, you will have an understanding of how to comple®edfPerformance Reviewsing
Performance Pro. The key objectives for this training include:

Identify the steps it takes to completePerformance Revieas an employe
AddingSMART Gosll

Discuss the importance of adding commentsaoRerformance Review
Discover the Performance History

E-Signinga Performance Review

D > >



PerformanceReviewQOverview

Employee Information Summary v
Employee: Demo Employee Hire Date: 04-23-2021 Position: ACCOUNTANT
Department: Division: Location:

Review Period: 07-Q1-2020 - 06-30-2021 Direct Supervisor: Manager, Demo 100%
Performance Review Overjiew At

Route Information Expand all comments

Core Value (0%)
Communication 17%
Customer Service 17%
Organizational Com 7%
Professionalism 17%
Collegizlizy 16%
Innovation 16%
Competency (5¢%)
Communicatign 20%
Dependability 20%
Job Knowlefize 20%
Decizion-Jzking/judgment s
Attentioft to Detail 15%
Organigational Skills 10%
SMART Goal (50%)
Training Gosl 100%

Core Values Competencies SMART Goals

- Over-arching - Behaviors - Specific Objectives

Company Values - The “How” - The “What”
- Organization-Centric - Position-Centric - Person-Centric




Performance Review

Performance ReviewProcess with a SefPerformance Review

Finalize
Performance

Complete Process

Performance Revie Performance |
Review
Direct Supervisor

Review

Self Performance Review . .
Direct Supervisor

Direct Supervisor

Merge the Performance

Reviews Performance Discussion

Evaluate Core Values

Mark the Performance

Route for approvals Review Complete

Evaluate Competencies

E-sign Performance

Evaluate SMART Goals Review

EMPLOYEHRhe action of Marking Ready for Meeting for the employe
Add Future SMART will lock the employee out of the Performance Review and from add

Goal(s) future SMART Goals.
Complete Summary | DIRECT SUPERVISTHe action of Marking Ready for the Direct
Comments Supervisortrts the finishing steps for the Performance Review. Thg
Direct Supervisor will still have the ability to edit the Performance
Mark Ready Review until it has been marked complete with the exception of duri

the routing process.

Complging a Performance Review

A Direct Supervisaran completea Performance Reviein 6 easy steps.

1. EvaluateCore ValuesEvaluate assignedore Valuesprovide a rating and add comments.

2. EvaluateCompetenciesEvaluate assigned Competencies, provide a rating and add comments.

3. Evalate SMART Goal Evaluate previously establish&MART Gosi(if applicable), provide a
rating and add comments.

4. Set New(Future)SMART Goal Establish nev6MART Gosilfor the current or future

Performance Revieyeriod.

Summary Comment€Complete Summary Comments section as required by your organization.

FinishPerformance RevieyMark Ready, MergeRoute & Complete)Mark thePerformance

Review & wSI R& @ a S NIBSfPérfir®an& Reviewitd HeDiect Supervis@ &

evaluationand complete théPerformance Review
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Accessing Performance Pro

Access Performance Pom the learner dashboard ohe TakeAimearning management
system(LMS)

o (o | W 2 e

v Welcome!

b Sovberthacigoe com

Take Aim and Target Your Goals

DOWNLOAD TAKEAIM INTRO GUIDE

PerPro Pilot - rogram

LOG IN

My Course Progress

ACCESS



Navigation & Menus

Toolbar

Demo Employee
Athens-Clarke County Unified Government

Employee Vv

Tool Bar Used to navigate the system. It gives you acceshedHome button Alerts, SpellCheck

Language Check, and Role

Roleand Log OutEnsures you have access to the features needed to compl@erformance Review
Click the down arrow to display the roles available to you or to Log Out.

Demo Employee

Athens-Clarke County Unified Government

Employee <

Main Menu

Athens-Clarke County
UNITIED COVERNMENT

El Employee Documents

[EJ Performance Reviews

Menu. Gives you access to the different system features includ
the Performance Review



EmployeeSMART Goadlools

(Employee Documents > EmploggMART Godlools)

SettingSMART Goal

Utilize SMART

A Yecifig Measurable Attainable, Relevant Timely/Time-bound
Sart with the end in mind

A Whatis the end resultMow do we get there? BWher?

Setting S.M.A.R.T. Goals

Specific =What needs accomplished?

Measurable — How do we know when goal is achieved or exceeded?
Attainable - Stretch goals: challenging, yet attainable

Relevant - To the employee, job, career path, line of sight

Timely/Time-bound — When does it heed to be completed by?
® Improve Customer Experience

v/ To increase customer satisfaction by improving customer
satisfaction survey results by 2% (increase from 90% to 92%) by 12/31.




Add Current or Futur&MART Goal

1. From the main menu, under Employee Documents, click EmplBygeRT Godlools.
2. The CurrenSMART Gosiltab will display. Click the FUtuBMART Gosltab if desired.
3. Click the ADBMART Godlutton.

Employee Document= EMployee SMART SMART Goal Tools

Future SMART

E Employee Documents

© NG A

Goals

Weight

Overall Core Value %

Overall SMART Goal %

Employee SMART Goal Tools

WEIGHT NAME

0

50

© Add SMART Goal o

Overall Competency %

Total Weight

100

ADDED BY

ACTION

or click on the calendar icon and select the desired date.
9. Click Savat the bottom of the screen
10. If desired, add specifiSMART Godction Steg by clickinghe + sign in the Action Stejprea Enter a

Name, Description and Due Date for thetion Step
11. Repeat until alAction Steg have been entered.

Note:

You may continue to ed8MART
Goab you have added using the Edit
icon until yourDirect Supervisoor
Administrative User makes changes
to the SMART Goalln addition to
being able to add their owBMART
Goas to the Future sectiorDirect
Supervisos may also edit or delete
SMART Gosthat employees have

added.

SMART Goal Information

* Due Date:

Description

Action Steps O

NAME DUE DATE

Track Progress

Check In Date:

Notes o

NAME

ACTIONS

Enter a newSMART Goalame in the Name box. For gagiewing of the titles, keep them brief.
Enter a detailed description of tf@MART Goah the Description box.
Click Spelling and/or Language Check icons on the toolbar to review your text.
Enter a weight in the Weight bakweights are not hidden
If you would like to assign thBMART Goal due date, enter the date in the Due Date field (rddiyyyy)

DATE EDIT DELETE
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Ad Hoc Emall Alerts

You may enda customized anail message or calendar invite to any other user from several are

within the programby clicking the Ad Hoc Alert icddsers must have anmail address entered on ‘
the Employee Data screen in order to be eligible to receive these alerts. Calendar invites will rc ~
through the user's calendar application (Outlo@gogle Calendagtc.)

The icon isound throughout Perfornance Pro including the CurreBMART Gosiltab, when adding Action Steps,
SMART God&lotes, or Check In Dates, when adding a Form, on the Employee Data tab, and on the Toolbar.

Sending an fnail Alert

1. Click on the Ad Hoc Alert icon from any locatiom =
options will open. pom. [ wkeghrmecedsinn
2. Choose Enail. (You can also choose Calendar Invite frc L le

the next screen if you want it to go out in both formats.)

3. TheFromfield will autofill with the email address from
the Employee Data screen of the sender. Thdield will
auto-fill with the name of the user currently selected in
the employee selection tool.

4. To enter additional recipients, insert your cursor in the
To fieldand make your selection(s) from the popup that :
appears(Only users who have anmail addess entered G s L
on their Employee Data screen will appear in the list.) gt e ‘ :

5. Enter the subject of the alert in the Subject field and the
text of the message in the Body field.

6. Customize the recurrence options according to how
often you would like this message setftyou choose e
Once, no further options need to be selected. Chtkto s
send the message. Origne e-mail messages will be
sent immediately.

7. Clickingview Scheduled Emailwill display a listing of all

recurring email notifications the user has initiadelf a
recurrence has been set on any alert it can be deleted,
necessary, by using the delete icon in the recurrence
column of the log.

Sending a Calendar Invite

Appointment Time

1 The From, To, Subject, and Body fields all function the same whether y
choose EMail or Calendar Invite. However, if you choose Calendar Invit Time Zone:
there is an additional option in the Recurrence section that lets you Lol
specify thetime zone time, and duration of the meeting invitation. 2k

1 The Calendar Invite will go through the usedenda application

(UTC-1

Duration:

(Outlook,Google Calendagtc.)
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EvaluateCore Values

(Performance Reviesw> Evaluat€ore Values OverviewEvaluation)

After selecting theCore Valug/ou want to evaluate, read through the Description aidre Valud.evel
Definitions on the left.Click ona score based on the Behaviorally Anchored Rating Scale details and add
comments. Note that there is no Save button while navigatingRleeformance Reviewcreens as the system
will automatically save your changes

performance Pro ceniral - EV@lUate Core Values

Overview Evaluation

[E3 Performance Reviews

Core Values

Organizational Commitment  17% Back Next
The degree to which the employee collaboratively works with other internal departments, agencies, and/or outside organizations. The Jevel of response to customer

requests, both internally and externally. Anticipation and control of obstacles.

Regularly Exceeds High Standards

Employee
Responsiveness, collaboration, and cooperation are exceptional. Always has a very
positive attitude in helping others and working toward mutually beneficial solutions to
A

Meets High Standards

Responsiveness, collaboration, and cooperation are very good. Continually looks for

situations that could be improved and takes initiative to reach solutions. Effectively

Meets Standards
Employee is responsive in solving problems when they are observed and has a good
attitude while doing so. Works to build cooperative relationships with others.
Inconsistently Meets Standards

Occasionally takes initiative to improve problem situations but often reflects a negative
attitude while doing so. Rarely goes beyond defined job responsibilities or is slow to

Employee: Employee, Demo  ©

v Employee, Demo's Comments

| exemplify this core value by...

12



EvaluateCompetencies

(Performance Reviesw> Evaluat€ompetencies OverviewEvaluation)

After selecting the&Competencyou want to evaluate, read through the Description abdmpetencyLevel

Definitions on thdeft. Click ona score based on thBehaviorallyAnchored Rating Scatketailsand add

comments.

Comments

Why do we add comments?

A Spell CheckScans the Comment section for
misspelled words.

A Language ChecHKighlights potentiallypffensive
or discriminatory language.

Performance Pro Central Mlum Canmes

Overview Evaluation
Competencies
Communication  20% v Back Next

The ability to effectively co
of compuiter technolog

Regularly Exceeds High Standards
Communication skills are superior. Listening and interpersonal communication skills
strengthen others. Effectively uses all available communication technology. Written
Meets High Standards

Communication skills are very good. Listening and interpersonal skills are above

average. Effectively uses most available communication technology. Written documents

Meets Standards
Communication and listening skills are good. Effectively uses some available
communication technology. Written documents convey information appropriately.
Inconsistently Meets Standards

Communication skills are lacking in some areas. Verbal communication skills of listening
and speaking impede job performance. More effective use of communication

Employee: Employee, Demo  ©

v Employee, Demo's Comments

| am great at this...
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EvaluateSMART Goal

(Performance Reviesw> EvaluatSMART Gosl>OverviewEvaluation)

You will use the same process to accomplish the evaluation proceS8#8RT Gosl

Overview Evaluation Set Future
SMART Goals
SMART Goals
.G - Dack Next
Action Steps

Training Course 1

Training Course 2

SMART goal elements were met by the deadline while consistently demonstrating Core
Values

Employee

SMART Goal Percentage Complete

W srsating e Aeuipg

i
s AU

it

ioud

SMART GodProgress

This feature allowemployees andirect Supervisosto indicate progress on their assign&MWART
Goakin 10% incrementsWhen the SMART Goa$ marked100%complete it will stop theSMART
Goalreminders going out from the system to remind tBerect Supervisoand employee to
complete theSMARTGoal



Summary Comments

(Performance Review Summary Comments)

Summarize performance for theerformance Revieweriod. This section is also customizable to fit
the needs of your organization, requiring additional information from the employee

Performance Pro Central SUMMary Comments

s Overall Progress: 92%
@ Perormancefevens Summary ==
m.
ommen

Core Value Progress: 100%

Competency Progress: 100%

TR ==

— SMART Goal Progress: 0%

View Current Performance
Revi

iI

Employee Performance Review
Information

FinishPerformance Review

(Performance Review FinisiPerformance Reviéw

Ready

As anemployee, oncea Performance Revieig marked Ready, it will move into a readly finalized
copy unavailable for future edits.

Performance Pro Central Hnlsh Pﬁformance Rw‘w

Status Overview ~  Ready

E3 performance Reviews

= Your nextstep is to mark the Performance Review "Ready for Meeting" —'

Performance Review Checklist

Status Overview Ready

Read Only

v’ This step has been completed by Employee, Demo {05-06-2021 15:26:31)

=
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Complging a Performance Review

A Performance Reviewn Performance Pro can mmpleted in6 easy steps.

EvaluateCore Values
EvaluateCompetencies
EvaluateSMART Goal
SetNew Future SMART Goal

Add SummaryComments

o g &~ w b P

Finish/CompletePerformance Review

Notes

E-Signature

E-Signatures are generated once tRerformance RevieWwas been marked complet&mployees mark Agree or
Disagree and can also add comments if desired. (If you mark Disagree you will be required to add comments before
saving.)

Blectronic Signature: Adams, Jim{Employee)
SIGNATURE SIGNED DATE ACTION

ooVt SV 1INs sigrative, no A they covmvnerits may te ackded and the

Adams, Jim

Employes

—» =3

11062018 238 pm Sigred
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Widgets & Buttons

Athens-Clarke County Unified Government|

@Demoé'ﬂo{cyee
- ~ Employee v
A m = Q -

Required ~
Assigned v
Welcome Message & 2 © | Company Files L)
Welcome to the PerPro Pilot Group!
Your participation in this unprecedented event is 3 valuable step in § @
ACCGov's transition o a new performance management process. This pilot HR-006 ACCGov Performance Pro Pilot System...

group will use and test the system for usability and unforeseen technical
Corrections that may need to be made.

If you have not attended system training or SMART goal training, please

; @

Iogin to the TakeAim LMS 20 complete the iraining. which has been assigned | SMART GOALS TEMPLATE.docx

£0 you (link to be provided).

For questions on system training or User experience and/or o report any

system glitches, please contact carrie.slaycon@accgov.com. =
Overdue Performance Reviews eC0

The system is currently set to review performance on a quarterly schedule;
however, this does not mean you should be sitting in a 1-hour performance
review meeting every quarter. The system should facilizate a quicker review
process, since you are only reviewing 3 months at a time, and we suggest
you shoot for each quarterly con ion to recap that period in a 10-20
minute meeting. The final year re ill be completed by the system for
you.

Here is & breakdown of the quarterly periods:
o QTRI: May - June 30, 2021

o QTR2:July 1 - September 30, 2021

o QTR3:October 1 - December 31, 2021

® QTR4:January 1 - March 30, 2022

Your feedback in this pilot group is VALUABLE in helping us to not only
understand your user experience and how we might make it better for you,
bur also gives you an opportunity to share your thoughts about how the
performance review process should look and fesl.

We appreciate your willingness to provide quarterly feedback during this
pilot, which will run from May 2021 - March 2022. At the end of each
quarter, you will receive an email with a link to the survey. We hope you will
take 5-10 minutes to share your thoughts with us.

a

DUE DATE NAME

There are currently no overdue items

Overdue Smart Goals L )

View All v Search Q

DUE DATE ITEM  NAME TITLE

There are currently no overdue items

Upcoming Performance Reviews a0

Peer Feedback (#) s
PUEDATE HEW NAME DATE RECIPIENT FEEDBACK

There are no upcoming items. No feedback

Widgets
Widgets are the boxes of information available to you on your Home Scie#re Configure Home
odzii2y A& @QAaA0t ST @2dz Oy Odzali2YAT S | yRsa2 @S
employee you can also add your own widgetschigkingthe tool on the right side of theUser area.
Required Anything that is required of you.

A To Be SignedItems needing an-Signature.
A Form Inbox Forms that have been sent to you aseamployee.

Assigned Widgets that are assigned by the Admin.

GCompany FilesList of files available for download.

Employee Notes An area where you can track your own personal performance management
throughout thePerformance Revieweriod.

Welcome MessageCustomized message from your organization.

> >

>

Buttons

My Curent Performance Review A link to a read only version of your SeHviewf applicable.
Configure HomeAllows you to configure your Home Screen.

> >
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Adding Your User Image

You may upload an image to be linked to your assigned username. The image will be seen by you and any user that
has access to your account including Administrative USarect Supervis® UplineDirect Supervis® and 360

Direct Supervisa The imagevill appear in the top right corner where the login and role information displays. It

will also appear next to the employee selection tool. You will see a generic avatar until you upload your own

Image.
Demo Employee Demo Employee
Athens-Clarke County Unified Governmen Athens-Clarke County Unified Governmen
Employee Vv P’ Employee Vv

To upload an image:

1. Click on the generic avatar that appears in the top right corner of the screen. An Upload Image pop-up
box will appear.

Upload Image

2. Insert your cursor in the Upload Image field or click Browse.

3. Navigate to the location on your computer or network where your image file is saved. Double click on the

file name.
4. Click OK to upload the image or Cancel to exit the Upload Image box.

5. To change the image, simply follow the directions again, selecting a different image.

18



Additional Documents

(Employee DocumentsPerformance History > Additional Documents)

¢ f2FRAY3I YR adG2NAy3I FAtSa Ay ! RRAGAZYIf 520dzySyitas
access tg/our filewill be able to access tlsefiles from any computer with an active internet connection

After selecting the Addocumentbutton, simply enter the required details and Browse out to your computer
(like attaching a file to an email). Locate the file you would like to adgbte file and click Upload

Note:

It is very important when using this section that the files be named with a unique title. Performance Pro will not allow
you to have 2 of the same document assigned in the system. Suggested format: Employe@itiaofeDocument

Date of document.

Notes
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