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Introduction

For the performance appraisal period of@8YJanuary 1, 2008 through December 31, 20@&minole
Community Colleghas launched a new ank performance appraisal todlhistool includes not only a new
appraisal format buglso a fully online mechanism to create, edit, save, routd, store apraisals Thisnw
online appraisal is faall full time and regulapart time nortinstructional employees. Tempary part time
employees are not required to complete this apprai&hployees with primarily instructional roles do not
use this appraisalf you are unsure ifou shoulduse this appraisaplease contact the Human Resousce
Department (ext. 3295).

Seminole Community College Online AppraisalUser Guidev2.0 Jan 6_09 Page4
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Goals

SCGupports a formalizedystem of performance appraisalhe purpose of the appraisa to provide

feedback to employes about their work performance, assist employees in professional development,
identfySYLX 28SSaQ f SlaRiIERKKSNSIj dzZKEALHRE66853SQa A2 fad ¢ K
appraisalre to:

e Maintain or improve each employee's job satisfaction and morale by letting him/her know that the
supervisor is interested in his/her job progress and personal development.

e Serveas a systematic guide for supervisors in planning further training and development for each
employee.

e Assure formulation of a considered opinion of an employee's performance, and focus maximum
attention on achievement of assigned dut@sd objectives

e Assist in determining and recording special talents, skills, and capabilities that might otherwise not be
noticed or recognized.

e Assist in planning personnel moves aracgements that will best useach employee's capabilities and
benefit the College.

e Provide an opportunity for each employee to discuss job concerns and interests with his/her supervisor.

o Assemble substantiating data for use as a guide, although not necessarily the sole governing factor, for
such purposes as wage adjustments, promotiorsgidiinary action, and termination.

Seminole Community College Online AppraisalUser Guidev2.0 Jan 6_09 Pageb



Revised Nonlnstructional Performance Appraisal Online TobUser Guide

Core Values

The Core Vaks of SC@efine the principles of our diverse college community and guide each of us in

promoting an environment where individuals grow, learn, and succeed. Because our core values are

important, they have ber integrated with our new appraisal formator example, the core value of

GYy2gt SRISe Aa AYGSaANIGSR gAGK (RI:02 WIKSIH SWEGAZ HINB\I:
tool that not only addresses what objectives tacamplish but how to accomplish those objectives.

Respect

A We embrace diversity and inclusion in the college community we serve.

A We treat each other with fairness and dignity. We appreciate the unique attributes of all individuals
and recognize their imptance in our world.

A We strive to create an environment of mutual respect.

Integrity
A We adhere to the highest ethical standards in our conduct.
A We ensure that our policies, procedures, practices, and actions are free from bias.

Excellence

A We strive for &cellence in all we do.
A We believe that each of us can provide leadership to deliver outstanding educational experiences,
exceptional student services, and a unigue, distinctive academic environment.

Knowledge

A We believe that everyone should have acdestearning opportunities.
A We are committed to supporting our college community in the pursuit of knowledge.

Academic Freedom
A We are committed to intellectual inquiry, academic rigor, thoughtful exploration, and the civil
exchange of ideas.
A We protect andoster independence of thought and speech, maintaining an atmosphere in which
everyone can explore the full spectrum of ideas, opinions, and beliefs.

Seminole Community College Online AppraisalUser Guidev2.0 Jan 6_09 Page6
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Service Philosophy and Standards

The SCC Service Philosophy provides a foundatigumdoiding servicexcellence to all those we se.

Because providing excellent servisémportant, these standards have been integrated with the new

FLILINF Aalkf F2NXIFEGd C2NJ SEFYLX ST (GKS &ASNWAOS adl yRIN
GLYGSNILISNRAPET ¢KE NBadzZ G A& Fy FLLINYAaFE GKFG aLSC
excellence.

SCC Service Philosophy

We change lives by empowering, inspiring, and educating our stadedtthe community.

SCC Service Standards

Responsive

e Acknowledgag action is needed.

e Acting in a timely manner.

e Providing feedback on how long it may take to address the concern.
e Taking ownership in addressing concern or question.

Courteous

¢ Having a welcoming attitude.
e Making eye contact.

e Greeting with a smile.

e Showimg polite behavior.

e Treating others with respect.

Competent

¢ Knowing the subject matter.

e Providing accurate information.

e Utilizing resources to effectively answer questions and resolve problems.
e Continuously seeking training and development opportunities.

Collaborative

e Caring about the lorterm success of each student.

e Looking at each interaction as an opportunity to build trust.

e Working with others as necessary to achieve stuesritered solutions.
e Developing an understanding of individual responsibditi

Seminole Community College Online AppraisalUser Guidev2.0 Jan 6_09 Page7
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Getting Started

Target Audience
This online appraisal is for full time and reguart time nortinstructional employees. Temporary part time

employees are not required to complete this appraisal. Employees with primarily instructional roles do not

use this appraisalf you are unsure §oushoulduse this appraisaplease contact the Human &wirce
Department ((407) 708299)).

Required Login

YouréMySCE€login (user name and password) is required to access thislfgau do nothave a MySCC
login, please contag/our supervisor. If you experience difficulty logging into TIM, please contaétEhe
Desk (407) 7082000).

TIM System
Thenew onlineappraisal tools part of the TIM system and uses TIM functionality such as automataile

notifications and online routing of information.2 dz OF'y | 00Saa (KS yS¢g (22f¢

dHuman Resourcé®n the TIM home page.

Self-Appraisal

Thedseltappraisat is an information tool to bewritten by the employee andubmittedto the supervisor.
The seHappraisal is not the formal appraisdhe selappraisal gives the emplogehe opportunity to inform
the supervisor abouthe S Y LJ 2 pe&é&ptiba ofhis/her performance and to documerstuccesses and
contributions during the appraist LIS NA 2 R ® ¢CKS F2NNIf FLILINF A&l f
the supervisor and routed to the employe&o learn more about the seffppraisal, see the Creating a Self
Appraisal section.

Employee Appraisal

¢ KSY @S2 & SS | Lafithahapdraisal Supedvisdiskise the salppraisal asesource information
to write the formal employee appraisal.lhe selappraisal and employee appraisal are two separate
documents. To learn more about the employee appraisal, see the CreatingoyEe Appraisal section.

Online Routing

The appraisal process caowbed LI LIS NI S & & cbeiate and¥duie SeBaPpBaisals to their
supervisorand supervisorsreate androute employee appraisals to their employeadine. When an
appraisahas eenN2 dziil SR 0 & & §#&ErSeOdilnofifibationg dedatdm the TIM systento the
recipient to inform him/her that an appraisal is available to reviewhe TIM systemNOTE: Online routing
does not replace the facm-face performance meetingetween employee and supervisor.

Seminole Community College Online AppraisalUser Guidev2.0 Jan 6_09 Page8
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Getting Help

Human Resources offers help sessions aahingcourseson the new appraisabol. Check the Learning
TrainingCalendar(http://www.scc-fl.edwhr/Ic/course-calendar.phpor call (407) 708195 for a schedule.
For general questions about the appraisal tool and process call Bill Fowler at (4€Z)988r Chris
Chellberg at (407) 768692. If you desire oren-one personal assistance, call Bitwler at (407) 702195
to arrange a meeting.

All Fields Required

All fields (whether scoregext boxes, ocomment boxes) are requirgd be completedn the appraisatool.
The appraisatool will not submit without all fields being completedor moe information about what to
enter in the text boxes and comments boxes, see the sections on Creatingffelisal and Creating an
Employee Appraisal.

Discard Changes?Message Window

¢ KS a5A a0l NRpnegshg@vihd®w isa rédgntddr to SAVE yowork.2 KSy G KS a5A a0l NI
/| KFy3aSaKé gAPREDG BIBIGE NB I 2 d2Nd; déIBot disGafdimy ghangd@krdS (22 >
select SAVE and continue to wankd progress through the steps

Remote Access/From Home Access

For Career Servicerployees, gase note that working on your appraissiconsidered work time. You must
work with your supervisor to complete this appraisal during work hours and not exceed your normal work
hours for the week. Noit€Career Service employees may access the online appdaisng noawork hours.

For remote access, log intbe SCC Main home web pagenw.scefl.edu), select Faculty/Stafthen select

TIM System.

Double Login/Cut & Paste Across Appraisals
To open two appraisals simuttaously, and cut and paste from one to the other, follow the instructions
below.
>Log intothe TIMsystemdirectly do not log intoMySCC). Use this patliww.scefl.edu/tim. Bring up the
first appraisal.
>Log into M/SCC(select MySCC on the SCC Main Home web giagew.scefl.edu). Then log intothe
TIM systemand open the second appraisal.

Notethati KS a&{// aeadsSy Kra I aiAY®OK2 aKStined®e , 2dz 4
up messageppears to be able to continue workingMySCC without being timemit. Also, pleas SAVE
often to reduce the chance of losing your work.

Seminole Community College Online AppraisalUser Guidev2.0 Jan 6_09 Page9
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Appraisal Cycle Schedule/Key Dates
Below are key dates for tH&008appraisal period ofahuary 1, 2008 through December 31, 2008.
NOTE: These dates may change. Contact Human Resources for the most current schedule.

(as per January 30, 2009)

Feb 13, 2009 Employees complete and submit saffpraisals.
Supervisors review anmeéceiveselfapprasals.
Feb 13, 2009 Supervisors complete draft employee appraisals.
Mar 13, 2009 Supervisors hold appraisal meetings with employtee®view sefappraisals and

employee appraisals.

Supervisors make final changes to appraisals and submit to employees.
Employees review, accept, and submit employee appraisals back to superviso

March 13, 2009
April 10, 2009

Supervisors submit employee appraisals to Next Level Supervisors.

April 10, 2009

Next Level Supervisors submit employee appraisals to Human iResou

2008 Appraisal Period
Thisappraisal cycle is for thi2008performanceperiod. That isthe period ofJanuary 1, 2008 through
December 31, 2009. When creating an appraisal, make sure to select the appraisal period of 2008.

Creating, Saving, Editing, Submitting , and Storing

An appraisal can be fully created, routed, and completed online. After creating an appraisal, it will not be
deleted from the system unless you select the delete buftea X on the LISTING pagédu can enter, exit,
and reener the system as many times as you need to complete the appr¥isalcan move to any page in

the appraisaht any time You @ not need to complete the stemequentially While in draft statushe

appraisal can only be editeahd viewed by you. Only &it being submitted, can the appraisal be viewed by
someone else. Both the completed saffpraisal and the employee appraisal will be stored online in a secure

area.

Seminole Community College Online AppraisalUser Guidev2.0 Jan 6_09 Pagel0
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Printing Hard Copies

{2 SCC - Task Integration and Management (tim) System: Manage Appraisals - Windows Internet Explorer _l=| x|
0 https: ffwwni-stg.sce-fleduftim?pglt=epm_wizard j|@ Certificate Error ‘
Logged in as William Fowler : FOWLERE ;I

Logout
{0 ayster

Print This Page

Horne

requests that you have not si itted
My Requests

My Reports Appraisals awaiting your approval.
My Preferences

iy STl Manage Appraisals

My Projects g PP

My Professional Developrnent

My Emplayee's PDC Appraisal Listing

Search Criteria

[CETI e e

Help
Quick Start Guide
Frequently Asked Quastions Employee Appraisal Type  Year Last Changed Status Waiting On

- Self Appraisal 7007 11/3/2008 4:12 p.m.  Draft Yau
Other Services
Self Appraisal 2008 11/3/2008 3:15 p.m. Draft You
Request Maintenance
Employee Appraisal z00&  11/3/2008 11:06 a.m. Draft Yau
Approvals Self Appraisal 2008 11/3/2008 10:21 a.m.  Supervisor Approval  Claudia Salvano /'7
Approve Cost Requests Self Appraisal 2008 10/29/2008 4:27 p.m. Completed - £
Bulk Approve Cost Requests
Manage Proxies Self Appraisal 2008 10/29/2008 4:24 p.m.  Completed = E
Approve Supsrvisor Requests . ] )
—. Self Appraisal 2008  10/29/2008 2:19 p.n.  Cornpleted - A
Self Appraisal 2008 10/28/2008 9:29 a.m. Draft ou
Room Utilization Employes Appraisal 2008  10/27/2008 3:00 p.m.  Complsted - Fol

Adjunct Reactivation

Professional Development Mew Appraisal
Logout
Logout

For comments concerning this syskem, use our online support form
Copyright ® Seminale Cammunity Callage , 2006

E
|Done | | ‘ | | F‘“Im&rnet |ﬁ-‘1 W00% ~ o
#:start] ) @ (2 %) Novell Grou... | 21 Mail From: ... |/ Online Appr...| (& Microsoft P... | @scC - Task ... [@scc - Tas.. @7l 10:13 AM

At any time during the process, a hard copy of the afgal can be printed.

>Select the LISTING button.

>Find the appraisal that you want to print, find the PDF icon to the far right (see circle above).

>Click orthe PDF icon, the PDF fildvaippear. You can seleitt print all pages or select just thoseges you
wish to print.

Seminole Community College Online AppraisalUser Guidev2.0 Jan 6_09 Pagell
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Troubleshooting

[ L yQi {dzo YAl

Most of the time this is caused by not having all fields complete. Remember, all scores, dates, text boxes, and
comment boxes must have something in them in order for the tool to submit and tbetappraisal.

Appraisal Routed to Wrong Person

The appraisals are routed based on reporting structure in PeopleSoft. If an appraisal was submitted and
routed to the wrongperson, an HR Action form must be created and sent to the Human Resource
Departmentto formally change the reporting structure and to update PeopleSoft.

Accidentally Created a 2009 Appraisal

If you accidently created an appraisal for the 2008 performance period as a 2009 appraisal, please contact
Bill Fowlerat (407) 70&053o0r Chris @ellbergat (407) 7082692

Seminole Community College Online AppraisalUser Guidev2.0 Jan 6_09 Pagel?2
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Rating Scale
Therevised nonrinstructional performance appraisal tooses a four point rating scale where 1 is the lowest
score and 4 is the highest score. See below for a definition of each score.

1 = Unsatisfactory
Gonsiderable improvement is needed to reach acceptable standards of performance. Meets
few position requirements, expectations and minimum standards. Does not demonstrate
knowledge or ability to perform the majority of assigned duties. Errors are frequeht a
recurring. Constant supervision is required.

2 = Needs Improvemeh
Improvement is needed to reach normal requirements. Minimally meets position
requirements. Demonstrates effort in achieving performance requirements and expectations
and is making mrgress. Requires more supervision than normal. Continued improvement in
performance is required.

3 = Meets Expectations
Fulfills normal requirements and performs the job well. Meets all position requirements,
standards and expectations for this paasit. May exceed expectations in a few, but not a
majority of areas. Is timely and efficient. Requires normal supervision.

4 = Exceeds Expectations
Performs well beyond normal requirements. Performance significantly exceeds position

requirements and is @ll above expectations in terms of completeness, timeliness,
independence and accuracy. Shows initiative and innovation in performance of duties and
responsibilities, and contributes to college goals and objectives beyond position
requirements. An exempla employee who demonstrates leadership skills and a strong
potential for advancement.

Seminole Community College Online AppraisalUser Guidev2.0 Jan 6_09 Pagel3
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Appraisal Process Brief
Below is an overview of thaiggested stepfor completing the appraisal proce$sor more detail, see
sectionsoCreating &elfAppraisabanddCreating an Employee Appraisal.

SelfAppraisal Phase
>Employee creates, edits, saves, and drafielfappraisah ¢ 5 NI FiG¢ &adl 3S
>Employee completes and submite selfappraisal to supervisdy & { 82NIFA a2 NJ wSPA S g ¢
>Supervisor reviewhe eY LI 2 & S-SppraisaBabdt T
HaSt SOl dd thisappraisaliritl agid® it is complefeh & / 2 Y LIstagé S €
This ends the seHppraisal Phase
or
FAaStS00a 4L FY aASyRAYy3 Faaéas NILLING ARIHISD I O
The selfappraisals sent bak to the employee*.

*Supervisors are not to send salbpraisals back suggestiagiployeeschange their scores.
Supervisors are notto use the seIfLILINF A &+ f (G2 GNARGS | NBOdzi-G I €
appraisal is an information tool and NNGhe actual appraisal. The supervisor is to use thetiace
face performance meeting and the formal employee appraisal meeting to discuss performance
issues. Most of the time, the supervisor should accept the information provided iamatéisal

and mo\e on with drafting the employee appraisal and scheduling the performance meeting. A
supervisor might send back the salfpraisal to ask the employee to add additional information

or to include a project or initiative that was not addressed.

Emplo/ee Appraisal Phase

>Supervisocreates edits, saves, drafthie employee apprais&)l a 5 NI} FG¢ adl 3S
>Supetrvisor holds appraisal niieg) andreviewsthe selfappraisalnd a daft employeeappraisal
>Supervisor completes the employee appra(ga formal appraisalnd submisthe appraisato the
employeey ¢EY LJt 2@ SS ! LIINR Gt ¢ adGlk3s

>Employee reviesthis employee appraisal and
hasSt SOG-a 94 appraishiNsBedured to supervisor to be submitted to next level supervisor
or
>seletsd L -b=hi§Bafpraisal is returned to supervisor to address issues**

adl 3

Q\

G2

SLF Ly SYLX 2geeBtBh RSt BD(mE aNB G2 Y Y § pideSafainivitaithg i K S

employee to discuss the appraisafter this neeting, the supervisor can makéarges to the
employee appraisal and submit it back to the employee for apprél@hever, fi after this
meetingthe supervisor does natish tomake changes to the appraistie supervisocansubmit
again to routethe appraisal orio the next level supervisor.

Seminole Community College Online AppraisalUser Guidev2.0 Jan 6_09 Pagel4d
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Navigating the Appraisal Tool

{2 SCC - Task Integration and Management (tim) System: Betsy Whittenbarger's 2009 Appraisal - Windg _|=|x]
T hittpos: Adwoww scc-fledutim findex php Ppglt=epm_wizard j| 5 |

Logged in as William Fowler :: FOWLERE ;I
Logout
system

Print This Page

Harme

Q) You have Appraisals awaiting your approval.
My Requests
My Reports .
My Preferences ey il - - 2009 Appraisal
My Search
My Projects

My Professional Development T ——

My Employee's PDC

Section 1: Competencies i i
[ Hep ] b Top Navigation Buttons
Hel Interparsonal Skills
szk Start cuide Gets along well with the College community including supervisor, subo pspect and Integrity, Service Standard:

X Courteous, Collaborative
Frequently Asked Questions

1 2 2 4

Other Services a. Sets a positive example in work relationships. e el ol ol
Remuest Flnienames b. Maintains self-control. rall ol ol o
Approvals ¢ Accepts constructive criticism and takes responsibility for one's actions, ¢ ¢ ©
Approve Cost Requests d. Interacts appropriately and effectively with co-workers, cCCoCr
Bulk Approve Cost Requests

Manage Proxies comments d

Approve Supervisor Requests

Cost Reports

Room Utilization
Adjunct Reactivation
= Human Resources

Appraisal Wiew |L|-‘ Save H: Back ||: Hext || Listing_|[B@ submit_|

& Professional Development

Malr:(aqe Requests Bottom Navigation Buttons
Bulk Approve
Manaqucredlt

Loakup Employes

Logout

Far comments concerning this system, use our online suppart farm .
® Serninole Community College , 2006-2009

B
|Dune | ,7,7’7‘ | |“ Internet |"‘\ oo - o
Top Navigation Buttons

Each of the 1 through 19 boxes at the top of the page is actaabiygtive button You ca click on a button
to moveto that step in the process.

Bottom Navigation Buttons

Save saves work so far, stays on same page

Back moves back one step

Next moves forward one step

Listing movesto the listing of active appraisalthe Appraisal Home page)
Submit attempts toroute the appraial to thenextperson in the process

Seminole Community College Online AppraisalUser Guidev2.0 Jan 6_09 Pagel5



Revised Nonlinstructional Performance Appraisal Online TobUser Guide

Create a SeltAppraisal

/2 SCC - Task Integration and Management (tim) System - Windows Internet Explorer
0 hittps: fwwewi-stg.sce-fledutim/index . php

_ =]

| certificats Error

tim P

Logged in as William Fowler 1@ FOWLERE

Logout

Brint This Page

-

»Home
& requests that you have not submitted for appre

My Requests

My Reports

My Preferences

My Search

My Projects

My Professional Development

My Employee's PDC

Appraisals aveaiting your approval.

What would you like to do today?

Catering
» Place a catering order

|CET I i tenance

Help b Maintenance Request
Quick Start Guide

Frequently Asked Questions P
9 v = Communications

b Submit news story
} Reguest event publicity
P Request copywriting

Other Services
Request Maintenance

Approvals
Approve Cost Requests

Bull Approve Cost Requests
Manage Proxies

Approve Supervisor Reguests
Cost Reports

cTS
P CTS User Access Request

Human Resources

» pouect Brofessional Development Credit
¥ fppraisals

Media Services
»  Schedule equipment for delivery

Room Utilization
Adjunct Reactivation

Professional Development

Logout Multimedia Technology Services
Logout ¥ Place an arder far media production services
Print Shop

» Teaching Materials
b Exams
P Carbonless Forms

b Business Cards
P Hote Cards
P Other Print Shop jobs

Publications
Place a work order

Rooms
} Request a room reservation

Testing
¥ Use the Teco system ta create and schedule make-up tests

webSupport
b Reguest new, or update existing content on the SCC Web site (www.sce-fledu anly)

TIM Tip

Where did my requests go?
Are requests deleted upon
completion?

all requests created in the
system (except Maintenance)
are maintained in the TIM
system regardless of status. By
default canceled or completed
arders are not shown.

To view canceled or campleted
requests, go to "My Requests"
and click on the "Show or Hide
Search Criteria” link - this will
show your default search far
this page. Check the
appropriate box for items you
wish to see and click "Refresh".
You will now see the entire list
of desired requests. The
selected items now become
your default search criteria.

You may change the criteria at
anytime by selecting the
desired boxes and clicking
"Refresh" again

#'Start| ) @ [ % Novell Grou... | 4 Mail From: ..

Begin - Log Into the Appraisal Tool
>Log into the TIM systerBee TIM home page above.
>Under Human Resources, klmnd ! LILINI{(skescircte abbve)
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Revised Nonlinstructional Performance Appraisal Online TobUser Guide

Step 1 z Provid e Appraisal Information

/= SCC - Task Integration and Management (tim) System: Manage Appraisals - Windows'I _ ol x|
@E} - |ﬁ‘m https: /e sce-fleduftim 2pglt=eprm_wizard j@|§| [x] |Google [2]-]
File Edit View Favorites Tools Help
W BE|‘| & PeopleSoft 8 sessi. .. |EDSCC—Ta5k Inte... xl | 0~ Bl ~ ® v [="Page v & Tools v 27
Logged in as William Fowler :: FOMWLERE 4 |
Back to mySCC
{00 system

Home
Appraisals avaiting your approval.

My Reguests

My Reports

My Preferences

My Search

My Projects

My Professional Developrment

My Employee's PDC

Appraisal Information

Quick Start Guide

Help "Appralsal Instructions
Frequently Asked Questions

Appraisal Instructions
Appraisal Type

Appraisal Type  [Not Specified =1 ¢
Mot Specified

Employes Narme — . |
—_|Employee Appraisal
[Appralsal InformalProbationary I_Employee Appraisal |

\Interim Apprai=al

[Self Anpraisal

Other Services

Request Maintznance

Approvals
Approve Cost Requests IE Save
Bulk Approve Cost Reguests
Manage Proxies
Approve Supervisor Requests
Cost Reports

Room Utilization
Adjunct Reactivation
S Human Resources
Appraisal Yiew

2 professional Development

Manage Reguests
Bullk Approve

Brint This Page

Ad

\ [ [ [ | || mtemet [%100% ~

4

>Click the down arrow to open th@\ppraisal Typedrop down menu (see arrow above).

5/ f A GdliAmvisal
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Revised Nonlinstructional Performance Appraisal Online TobUser Guide

/= SCC - Task Integration and Management (tim) System: Manage Appraisals - Windows = ol %]
% - |€m https: / fveaw sce-ledudtin,Ppglt=eprm_wizard j@|§| (x| |Google |2 -
File Edit View Favorites Tools Help

w 88|‘|@PeopleSoftSsessi... |EESCC—Task Inte... xl | - ~ = v -Page v i Tools v

Logged in as William Fowler :: FOMLERE 4 |

Back to mySCC
(D system

Print This Page

Horme
You have Appraisals awaiting your approval.

My Reguests
My Reports .
My Preferences Manage Appraisals
My Search
My Projects

My Prafessional Development Appraisal Progress

My Employee's PDC

T “°Preloel information

Help "Appralsal Instructions

Quick Start Guide Appraisal Instructions
Frequently Asked Questions ~Appraisal Type

Appraisal Type  [gelf Appraisal =1
r Employee Name

Employee  [william Fowler = |

rAppraisal Information

Other Services
Reqguest Maintenance

Approvals

Approve Cost Reguests
Bulk Approve Cost Reguests Ermployee Name
Manage Proxies Employee Emplid

Approve Supervisor Requests

T — Appraisal Period  [wot Specified l <+—

Current Position Title ggégpecified and Development
Department l

Room Utilization

Adjunct Reactivation
S Human Resources

Evaluator Mame
Date of Appraisal Friday, February 20, 2009

et et (e _cave | B et || Listing |[  Submit |

2 professional Development
Manage Reguests

Bulk Approve LI

‘i: Error on page. ’_l_l_’_’_’_|“ Internet | ®100% Y

>Qick the down arrow to open théAppraisal Periogldrop down menu(see arrow above).

B/ £ A O] 2 Yy aréareating/adéhppraialfor the 2008 performance period.
>Clickorab9 - ¢¢ G2 Y2@S (2 GKS ySEG adsw

B/ t A0l 2y a{!+9¢ (2 al @S &2dzN) g-apphisakedplaiel NId

5

2dz KI €
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Steps 2 to 12 7z Section 1 Score Competencies

{2 SCC - Task Integration and Management (tim) System: William Fowler's 2008 ol x]
@?:v Iﬁﬁhttps://www‘scc—ﬂ‘edu/tim/?pglt=epm_wizard j@ *#|| X IGoogIe 2l
File Edit View Favorites Tools Help

@ SCC - Task Inte... xl | o~ - = v Page v Tools v >
Logged in as William Fowler ;; FOWLERE 4|

Back to mySCC
system

Erint This Page

W 88' '| & PeopleSoft 8 sessi...

Home
Appraisals awaiting your approval.

My Regquests

My Reports

My Preferences

My Zearch

My Projects

My Professional Development

My Employee's PDC

TR °ccton ! Compelencies

A score for each example

rknowledge, skill, ability 1 I
HEI_D . Demonstrates the mental and physical requirerments for performing the job and is able to apply statementIS reqUIred'
Quick Start Guide experience to job performance. Core value: Knowledge, Service Standard: Competent

Frequently Asked Questions

1 2 3 4

a. Demonstrates command of technicalfprocedural requirements of the job and keeps up to date onthese ¢ ¢ ¢
as required

b. Demonstrates required knowledge and skills, understands the subject matter, and appropriately asks o rd—
for help

¢, Shows readiness to try new ways and to meet new requirements sl e ol &

Other Services

Reguest Maintenance

Approvals

Approve Cost Requests

Bulk PR St HegEsis d. Pursues learning opportunities and skill development ol e ol e
Manage Proxies

Approve Supervisor Requests GComments ;|

Cost Reports

Comments are required
Room Utilization
Adjunct Reactivation
S Human Resources

||

Appraisal Wiew

[ld_Szve | B8] Back |[BE] ne:t || Listing |[Z@ Submit

2 Professional Development

Manage Requests

?ulk Applrovej.‘ ﬂ
|D0ne ,_’_,_,_,_,_|“Internet H100% w A

Secton 1, Competenciedncludes stepg through 12. All employeesakie access to stefisthrough 9. Some
employees will have access to pages 10, 11, and 12 depending on their job position.

In Section 1, each stegntainsa competency. For example, st@fsee above) presents the competency of
GYy26f SRAST {{AftX ' oAftAlGRE DE

>Read the competency definition.

>Read each example statement (a through d in the example above).

>For each example statement, give yourself a score (1 is the lowest and 4 is the Higlaisking in the
appropriate circle button (see arrow abov@p see a definition of a score, clickedily on the score itself
(clik on the 1,2,3,0r 4) and a message window will appear with the score definition.

>In the Comments box, type comments tisapport the score that you gave yourself. For example, if you
gaveyourself& ¢ LINE OARS SEI YL S&a 2F K2g¢g &2dz O2y (i NAo6dzi SR
your actual products, outcomes, achievements, or results for the performance period.
PWSYSYOSNI G2 a{!+9¢ 2F4Sy (G2 al @S &2dz2NJ 62NJ @
>Youcanclic 2y dolp@ceddo©r clik on the stepmumber at he top of the screen to continue

>Follow thesesame instructions to complete ste@&through 9 (and 10,11, and 12 if you have those active).
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Step 13 z Section 2 Score Job Duties

/= SCC - Task Integration and Management (tim) System: William Fowler's 2008 App - ol x|
6;: - Iﬂmhttps://www‘scc—ﬂ‘edu/tim/?pglt=epm_wizard j@ *#|| X IGoogIe S
File Edit View Favorites Tools Help
s & 55| | @peaplesoft 8 sessi... | m3CC - Tosk nte... x| | fv B~ @ v Page ~ G Tools +
Logged in as William Fowler ;; FOWLERE 4|
Back to mySCC
(D system

Erint This Page

Home
<% ¥ou have Appraisals awaiting your approval.

My Regquests
My Reports .
My Preferences 2008 APPI'aISal
My Zearch
My Projects

My Professional Developrment Appraisal Progress

My Employee's PDC
_ Section 2: Job Duties/Essential Functions
Help rPerformance of Job Duties Essential Functons during the Appraisal Period

Quick Start Guide Job Duties/Tasks 1 2 3 4 Comments
Frequently Asked Questions a, _I el el el d

Maintain database

Reduced error rate by 10%

L<x

Other Services

Reguest Maintenance h

—p OO

.

Approvals
Approve Cost Requests

Bulk Approve Cost Reguests
Manage Proxies

Approve Supervisor Regquests
Cost Reports

[l Sl ol o

(el ol ol o

-

e. ] cccc

-
-

K 3 K

Room Utilization

Adjunct Reactivation

= Human Resources

] e ] ] e

Kl

Appraisal Wiew

e Gave | (B8 eack |[BE) mest || Listing |[@ Submit_|

2 Professional Development

Manage Requests

Ea.ulk AppArOVP:_‘ ﬂ
| O A T [R100% ~

Section 2, Job Duties/Essential Functjos®n stepl3.

>In the five boxes provideah the left type in the fivekeyjob duties that you were to focus on in 2008ve

are requiredThese were to be agreatrLJ2 Y ¢ A (1 K & 2 dzNJ & dzLJS NJJ A 3cb NutieR deNRA y 3 f
your dayto-day tasks and can be found in your job description.

>For each job duty, give yourself a score (1 éslttwest and 4 is the highest) by clicking in the appropriate

circle button (see arrow above). To see a definition of a score, ctitlgon the score itself (ckaon the

1,2,3,0r 4) and a message window will appear with the score definition.

>In theComments boxes, describe your actual products, outcomes, achievements, or results for the
performance periodC2 NJ SEI YLX SX A Fo =82 deINRPAIASR S 2Sdedkivhitad atla 267 K 2 4
Go¢ fS@Sto

PWSYSYOSNI G2 a{!+9¢ 2F4GSy (G2 al @S &2dz2NJ 62NJ ©®

>Yalz OF y Of AtO procged or dlibk®n tidesstepumber at the top of the screen to continue.
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Step 14 z Section 3 Score Performance Objectives

Completed on time meeting

Create andyenerate a new e
all specifications

monthly PeopleSofteport

Section 3, Performance Objectivé®als,is on page 14.

>In the five boxes provided on the lefigpe the five objectives (three are required) that you were to

I O02YLX A&K RdzNAyYy3 HAny @ ¢tKSaS 6SNB (2 o6S F3INBSR
You can enter more than one objective per box if needed. Objectives are not job. Raither they are

projects or initiatives that had to be completed during the performance period.

>lfyoudonothavallF A @3S 202S8S0GABS4as SydSNI ab! ¢ Ay (GKS GSEG ¢
>For each objectivegive yourself a score (1 is the lowest and 4 is the highest) kinglin the appropriate

circle button (see arrow above). To see a definition of a score, ciimtlgion the score itself (ckaon the

1,2,3,0r 4) and a message window will appear with the score definition.

>In the Comments boxes, describe your actuabpcts, outcomes, achievements, or results for the

performance period.

BPWSYSYOoSNI 2 a{!+9¢ 2F04Sy (2 &l @S @&2dz2NJ g2NJ @

H, 2dz Ol y O fio\pdieedy/click dn $he stefumber at the top of the screen to continue
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