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Introduction  
For the performance appraisal period of 2008 (January 1, 2008 through December 31, 2008), Seminole 

Community College has launched a new online performance appraisal tool. This tool includes not only a new 

appraisal format but also a fully online mechanism to create, edit, save, route, and store appraisals. This nw 

online appraisal is for all full time and regular part time non-instructional employees. Temporary part time 

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

use this appraisal. If you are unsure if you should use this appraisal, please contact the Human Resources 

Department (ext. 3295).  
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Goals 
SCC supports a formalized system of performance appraisal.  The purpose of the appraisal is to provide 

feedback to employees about their work performance, assist employees in professional development, 

identify ŜƳǇƭƻȅŜŜǎΩ ƭŜŀŘŜǊǎƘƛǇ ǉǳŀƭƛǘƛŜǎΣ and ŀŎƘƛŜǾŜ ǘƘŜ /ƻƭƭŜƎŜΩǎ ƎƻŀƭǎΦ ¢ƘŜ ƻōƧŜŎǘƛǾŜǎ ƻŦ ǘƘŜ ŦƻǊƳŀƭ 

appraisal are to:  

 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.  

 Serve as a systematic guide for supervisors in planning further training and development for each 
employee.  

 Assure formulation of a considered opinion of an employee's performance, and focus maximum 
attention on achievement of assigned duties and objectives.  

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

 Assist in planning personnel moves and placements that will best use each employee's capabilities and 
benefit the College.  

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

 Assemble substantiating data for use as a guide, although not necessarily the sole governing factor, for 
such purposes as wage adjustments, promotions, disciplinary action, and termination.   
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Core Values 
The Core Values of SCC define 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 been integrated with our new appraisal format. For example, the core value of 

άYƴƻǿƭŜŘƎŜέ ƛǎ ƛƴǘŜƎǊŀǘŜŘ ǿƛǘƘ ǘƘŜ ŎƻƳǇŜǘŜƴŎȅ ŀǊŜŀ ƻŦ έYƴƻǿƭŜŘƎŜΣ {ƪƛƭƭΣ !ōƛƭƛǘȅΦέ  ¢ƘŜ ǊŜǎǳƭǘ ƛǎ ŀƴ ŀǇǇǊŀƛǎŀƭ 

tool that not only addresses what objectives to accomplish but how to accomplish those objectives.  

 

Respect 

Á We embrace diversity and inclusion in the college community we serve.  
Á We treat each other with fairness and dignity. We appreciate the unique attributes of all individuals 

and recognize their importance in our world. 
Á We strive to create an environment of mutual respect. 

 

Integrity 

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

 

Excellence 

Á We strive for excellence in all we do. 
Á We believe that each of us can provide leadership to deliver outstanding educational experiences, 

exceptional student services, and a unique, distinctive academic environment.  
 

Knowledge 

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

 

Academic Freedom 

Á We are committed to intellectual inquiry, academic rigor, thoughtful exploration, and the civil 
exchange of ideas. 

Á We protect and foster independence of thought and speech, maintaining an atmosphere in which 
everyone can explore the full spectrum of ideas, opinions, and beliefs. 
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Service Philosophy and Standards  
The SCC Service Philosophy provides a foundation for providing service excellence to all those we serve. 

Because providing excellent service is important, these standards have been integrated with the new 

ŀǇǇǊŀƛǎŀƭ ŦƻǊƳŀǘΦ CƻǊ ŜȄŀƳǇƭŜΣ ǘƘŜ ǎŜǊǾƛŎŜ ǎǘŀƴŘŀǊŘ ƻŦ ά/ƻǳǊǘŜƻǳǎέ ƛǎ ƛƴǘŜƎǊŀǘŜŘ ǿƛǘƘ ǘƘŜ ŎƻƳǇŜǘŜƴŎȅ ƻŦ 

άLƴǘŜǊǇŜǊǎƻƴŀƭ {ƪƛƭƭǎΦέ ¢ƘŜ ǊŜǎǳƭǘ ƛǎ ŀƴ ŀǇǇǊŀƛǎŀƭ ǘƘŀǘ ǎǇŜŎƛŦƛŎŀƭƭȅ ŀŘŘǊŜǎǎŜǎ ǘƘŜ ƛƳǇƻǊǘŀƴŎŜ ƻŦ ǎŜǊǾƛŎŜ 

excellence.  

SCC Service Philosophy 

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

SCC Service Standards 

Responsive 

 Acknowledging action is needed. 

 Acting in a timely manner. 

 Providing feedback on how long it may take to address the concern. 

 Taking ownership in addressing concern or question. 
 

Courteous 

 Having a welcoming attitude. 

 Making eye contact. 

 Greeting with a smile. 

 Showing polite behavior. 

 Treating others with respect. 
 

Competent 

 Knowing the subject matter. 

 Providing accurate information. 

 Utilizing resources to effectively answer questions and resolve problems. 

 Continuously seeking training and development opportunities. 
 

Collaborative 

 Caring about the long-term success of each student. 

 Looking at each interaction as an opportunity to build trust. 

 Working with others as necessary to achieve student-centered solutions. 

 Developing an understanding of individual responsibilities. 
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Getting Started  

Target Audience  
This online appraisal is for full time and regular part time non-instructional employees. Temporary part time 

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

use this appraisal. If you are unsure if you should use this appraisal, please contact the Human Resource 

Department ((407) 708-3295)).  

Required Login  
Your έMySCCέ login (user name and password) is required to access this tool. If you do not have a MySCC 

login, please contact your supervisor. If you experience difficulty logging into TIM, please contact the HELP 

Desk ((407) 708-2000)). 

TIM System 

The new online appraisal tool is part of the TIM system and uses TIM functionality such as automatic e-mail 

notifications and online routing of information. ̧ ƻǳ Ŏŀƴ ŀŎŎŜǎǎ ǘƘŜ ƴŜǿ ǘƻƻƭ ōȅ ǎŜƭŜŎǘƛƴƎ ά!ǇǇǊŀƛǎŀƭǎέ ǳƴŘŜǊ 

άHuman Resourcesέ on the TIM home page.  

Self-Appraisal  

The άself-appraisalέ is an information tool to be written by the employee and submitted to the supervisor. 

The self-appraisal is not the formal appraisal. The self-appraisal gives the employee the opportunity to inform 

the supervisor about the ŜƳǇƭƻȅŜŜΩǎ perception of his/her performance and to document successes and 

contributions during the appraisŀƭ ǇŜǊƛƻŘΦ  ¢ƘŜ ŦƻǊƳŀƭ ŀǇǇǊŀƛǎŀƭ ƛǎ ǘƘŜ άŜƳǇƭƻȅŜŜέ ŀǇǇǊŀƛǎŀƭ ǘƘŀǘ ƛǎ ŎǊŜŀǘŜŘ ōȅ 

the supervisor and routed to the employee.  To learn more about the self-appraisal, see the Creating a Self-

Appraisal section. 

Employee Appraisal  
¢ƘŜ άŜƳǇƭƻȅŜŜ ŀǇǇǊŀƛǎŀƭέ ƛǎ ǘƘe formal appraisal.  Supervisors use the self-appraisal as resource information 

to write the formal employee appraisal.  The self-appraisal and employee appraisal are two separate 

documents. To learn more about the employee appraisal, see the Creating an Employee Appraisal section. 

Online Routing  
The appraisal process can now be άǇŀǇŜǊƭŜǎǎΦέ 9ƳǇƭƻȅŜŜǎ create and route self-appraisals to their 

supervisors and supervisors create and route employee appraisals to their employees online. When an 

appraisal has been ǊƻǳǘŜŘ ōȅ ǎŜƭŜŎǘƛƴƎ άǎǳōƳƛǘΣέ an e-mail notification is sent from the TIM system to the 

recipient to inform him/her that an appraisal is available to review in the TIM system.  NOTE: Online routing 

does not replace the face-to-face performance meeting between employee and supervisor.  
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Getting  Help 
Human Resources offers help sessions and training courses on the new appraisal tool. Check the Learning  

Training Calendar (http://www.scc-fl.edu/hr/lc/course-calendar.php) or call (407) 708-2195 for a schedule. 

For general questions about the appraisal tool and process call Bill Fowler at (407) 708-2195 or Chris 

Chellberg at (407) 708-2692. If you desire one-on-one personal assistance, call Bill Fowler at (407) 708-2195 

to arrange a meeting. 

All Fields Required  
All fields (whether scores, text boxes, or comment boxes) are required to be completed in the appraisal tool. 

The appraisal tool will not submit without all fields being completed.  For more information about what to 

enter in the text boxes and comments boxes, see the sections on Creating a Self-Appraisal and Creating an 

Employee Appraisal. 

Discard Changes? Message Window 
¢ƘŜ ά5ƛǎŎŀǊŘ /ƘŀƴƎŜǎέ ǇƻǇ-up message window is a reminder to SAVE your work. ²ƘŜƴ ǘƘŜ ά5ƛǎŎŀǊŘ 

/ƘŀƴƎŜǎΚέ ǿƛƴŘƻǿ ŀǇǇŜŀǊǎΣ ǎŜƭŜŎǘ άbƻέ ό¸ƻǳ ŀǊŜ ǘŜƭƭƛƴƎ ǘƘŜ ǘƻƻƭΣ άNo, do not discard my changesέ) and 

select SAVE and continue to work and progress through the steps. 

Remote Access/From Home Access  
For Career Service employees, please note that working on your appraisal is considered 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. Non-Career Service employees may access the online appraisal during non-work hours.  

For remote access, log into the SCC Main home web page (www.scc-fl.edu), select Faculty/Staff, then select 

TIM System.  

Double Login/Cut & Paste Across Appraisals  
To open two appraisals simultaneously, and cut and paste from one to the other, follow the instructions 

below. 

>Log into the TIM system directly (do not log into MySCC). Use this path: www.scc-fl.edu/tim. Bring up the 

first appraisal. 

>Log into MySCC, (select MySCC on the SCC Main Home web page at www.scc-fl.edu). Then log into the 

TIM system and open the second appraisal.  

 

Note that ǘƘŜ aȅ{// ǎȅǎǘŜƳ Ƙŀǎ ŀ άǘƛƳŜ ƻǳǘέ ƳƻŘŜΦ ¸ƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ǎŜƭŜŎǘ άOKέ ǿƘŜƴ ǘƘŜ time out pop-

up message appears to be able to continue working in MySCC without being timed out. Also, please SAVE 

often to reduce the chance of losing your work. 

 

 

  

http://www.scc-fl.edu/hr/lc/course-calendar.php
http://www.scc-fl.edu/
http://www.scc-fl.edu/tim
http://www.scc-fl.edu/


Revised Non-Instructional Performance Appraisal Online Tool User Guide 
 

Seminole Community College     Online Appraisal User Guide v2.0 Jan 6_09 Page 10 
 

Appraisal Cycle Schedule/Key Dates  
Below are key dates for the 2008 appraisal period of January 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 self-appraisals. 
Supervisors review and receive self-appraisals. 

Feb 13, 2009 
Mar 13, 2009 

Supervisors complete draft employee appraisals. 
Supervisors hold appraisal meetings with employees to review self-appraisals and 
employee appraisals. 
 
Supervisors make final changes to appraisals and submit to employees.  
Employees review, accept, and submit employee appraisals back to supervisors.  

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 Resources. 
 

 

2008 Appraisal Period  
This appraisal cycle is for the 2008 performance period. That is, the period of January 1, 2008 through 

December 31, 2009. When creating an appraisal, make sure to select the appraisal period of 2008. 

 

Creating, Saving, Editi ng, 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 button (red X on the LISTING page). You can enter, exit, 

and reenter the system as many times as you need to complete the appraisal. You can move to any page in 

the appraisal at any time. You do not need to complete the steps sequentially. While in draft status the 

appraisal can only be edited and viewed by you. Only after being submitted, can the appraisal be viewed by 

someone else. Both the completed self-appraisal and the employee appraisal will be stored online in a secure 

area.    
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Printing Hard Copies  

 
 

At any time during the process, a hard copy of the appraisal 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 on the PDF icon, the PDF file will appear. You can select to print all pages or select just those pages you 

wish to print. 
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Troubleshooting  
/ŀƴΩǘ {ǳōƳƛǘ 

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 route the appraisal. 

 

Appraisal Routed to Wrong Person 

The appraisals are routed based on reporting structure in PeopleSoft. If an appraisal was submitted and 

routed to the wrong person, an HR Action form must be created and sent to the Human Resource 

Department to 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 Fowler at (407) 708-2053 or Chris Chellberg at (407) 708 -2692. 
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Rating Scale 
The revised non-instructional performance appraisal tool uses 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 

Considerable 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 frequent and 

recurring. Constant supervision is required. 

 

2  =   Needs Improvement 

Improvement is needed to reach normal requirements. Minimally meets position 

requirements. Demonstrates effort in achieving performance requirements and expectations 

and is making progress. 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 position. 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 well 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 exemplary employee who demonstrates leadership skills and a strong 

potential for advancement. 

 

  



Revised Non-Instructional Performance Appraisal Online Tool User Guide 
 

Seminole Community College     Online Appraisal User Guide v2.0 Jan 6_09 Page 14 
 

Appraisal Process Brief  
Below is an overview of the suggested steps for completing the appraisal process. For more detail, see 

sections άCreating a Self-Appraisal άand άCreating an Employee Appraisal.έ 

 

Self-Appraisal Phase 

>Employee creates, edits, saves, and drafts a self-appraisalĄ ά5ǊŀŦǘέ ǎǘŀƎŜ 

>Employee completes and submits the self-appraisal to supervisorĄ ά{ǳǇŜǊǾƛǎƻǊ wŜǾƛŜǿέ ǎǘŀƎŜ 

>Supervisor reviews the eƳǇƭƻȅŜŜΩǎ ǎŜƭŦ-appraisal and 

 ҔǎŜƭŜŎǘǎ άL ƘŀǾŜ ǊŜad this appraisal and agree it is completeέ Ąά/ƻƳǇƭŜǘŜέ stage 

This ends the self-appraisal Phase. 

 or 

ҔǎŜƭŜŎǘǎ άL ŀƳ ǎŜƴŘƛƴƎ ǘƘƛǎ ŀǇǇǊŀƛǎŀƭ ōŀŎƪ ǿƛǘƘ ŎƻƳƳŜƴǘǎ*έ Ą έ5ǊŀŦǘέ ǎǘŀƎŜ 

 The self-appraisal is sent back to the employee*. 

 

*Supervisors are not to send self-appraisals back suggesting employees change their scores. 

Supervisors are not to use the self-ŀǇǇǊŀƛǎŀƭ ǘƻ ǿǊƛǘŜ ŀ ǊŜōǳǘǘŀƭ ǘƻ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǎŎƻǊŜǎΦ  ¢ƘŜ ǎŜƭŦ-

appraisal is an information tool and NOT the actual appraisal. The supervisor is to use the face-to-

face performance meeting and the formal employee appraisal meeting to discuss performance 

issues. Most of the time, the supervisor should accept the information provided in self-appraisal 

and move on with drafting the employee appraisal and scheduling the performance meeting. A 

supervisor might send back the self-appraisal to ask the employee to add additional information 

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

 

Employee Appraisal Phase 

>Supervisor creates, edits, saves, drafts the employee appraisalĄ ά5ǊŀŦǘέ ǎǘŀƎŜ 

>Supervisor holds appraisal meeting and reviews the self-appraisal and a draft employee appraisal 

>Supervisor completes the employee appraisal (the formal appraisal) and submits the appraisal to the 

employeeĄ άEƳǇƭƻȅŜŜ !ǇǇǊƻǾŀƭέ ǎǘŀƎŜ 

 

>Employee reviews this employee appraisal and 

ҔǎŜƭŜŎǘǎ άL ŀƎǊŜŜ-¸9{έĄ appraisal is returned to supervisor to be submitted to next level supervisor.  

or 

>selects άL ŀƎǊŜŜ-bhέĄ appraisal is returned to supervisor to address issues** 

 

** LŦ ŀƴ ŜƳǇƭƻȅŜŜ ǎŜƭŜŎǘǎ άL ŀgree-bhΣέ ƛǘ ƛǎ ǊŜŎƻƳƳŜƴŘŜŘ ǘƘŀǘ ǘƘŜ ǎǳǇŜǊǾƛǎƻǊ meet again with the 

employee to discuss the appraisal. After this meeting, the supervisor can make changes to the 

employee appraisal and submit it back to the employee for approval. However, if after this 

meeting the supervisor does not wish to make changes to the appraisal, the supervisor can submit 

again to route the appraisal on to the next level supervisor. 
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Navigating the Appraisal Tool  

 
Top Navigation Buttons 

Each of the 1 through 19 boxes at the top of the page is actually an active button. You can click on a button 

to move to 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: moves to the listing of active appraisals (the Appraisal Home page) 

Submit: attempts to route the appraisal to the next person in the process 

 

  

Top Navigation Buttons 

Bottom Navigation Buttons 
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Create a Self-Appraisal  

 

Begin - Log Into the Appraisal Tool  
>Log into the TIM system. See TIM home page above. 

>Under Human Resources, click on ά!ǇǇǊŀƛǎŀƭǎέ (see circle above) 
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Step 1 ɀ Provid e Appraisal Information  

 
>Click the down arrow to open the άAppraisal Typeέ drop down menu (see arrow above). 

Ҕ/ƭƛŎƪ ƻƴ άSelf-Appraisal.έ 
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>Click the down arrow to open the άAppraisal Periodέ drop down menu (see arrow above). 

Ҕ/ƭƛŎƪ ƻƴ άнллуΦέ ¸ƻǳ are creating a self-appraisal for the 2008 performance period.  

>Click on άb9·¢έ ǘƻ ƳƻǾŜ ǘƻ ǘƘŜ ƴŜȄǘ ǎǘŜǇ. 

Ҕ/ƭƛŎƪ ƻƴ ά{!±9έ ǘƻ ǎŀǾŜ ȅƻǳǊ ǿƻǊƪ ǎƻ ŦŀǊΦ ¸ƻǳ ƘŀǾŜ ƴƻǿ ŎǊŜŀǘŜŘ ŀ ŘǊŀŦǘ ǎŜƭŦ-appraisal template.  
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Steps 2 to 12 ɀ Section 1 Score Competencies 

 
Section 1, Competencies, includes steps 2 through 12. All employees have access to steps 2 through 9. Some 

employees will have access to pages 10, 11, and 12 depending on their job position.   

 

In Section 1, each step contains a competency. For example, step 2 (see above) presents the competency of 

άYƴƻǿƭŜŘƎŜΣ {ƪƛƭƭΣ !ōƛƭƛǘȅΦέ 

>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 highest) by clicking in the 

appropriate circle button (see arrow above). To see a definition of a score, click directly on the score itself 

(click on the 1,2,3,or 4) and a message window will appear with the score definition. 

>In the Comments box, type comments that support the score that you gave yourself. For example, if you 

gave yourself a άпέΣ ǇǊƻǾƛŘŜ ŜȄŀƳǇƭŜǎ ƻŦ Ƙƻǿ ȅƻǳ ŎƻƴǘǊƛōǳǘŜŘ ŀǘ ŀ άпέ ƭŜǾŜƭΦ ¸ƻǳǊ ŎƻƳƳŜƴǘǎ ǎƘƻǳƭŘ ŘŜǎŎǊƛōŜ 

your actual products, outcomes, achievements, or results for the performance period.  

ҔwŜƳŜƳōŜǊ ǘƻ ά{!±9έ ƻŦǘŜƴ ǘƻ ǎŀǾŜ ȅƻǳǊ ǿƻǊƪΦ 

>You can clicƪ ƻƴ άb9·¢έ to proceed or click on the step number at the top of the screen to continue. 

>Follow these same instructions to complete steps 3 through 9 (and 10,11, and 12 if you have those active). 

  

Comments are required 

A score for each example 

statement is required.  
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Step 13 ɀ Section 2 Score Job Duties 

 
Section 2, Job Duties/Essential Functions, is on step 13.   

>In the five boxes provided on the left, type in the five key job duties that you were to focus on in 2008. Five 

are required. These were to be agreed ǳǇƻƴ ǿƛǘƘ ȅƻǳǊ ǎǳǇŜǊǾƛǎƻǊ ŘǳǊƛƴƎ ƭŀǎǘ ȅŜŀǊΩǎ ŀǇǇǊŀƛǎŀƭΦ Job duties are 

your day-to-day tasks and can be found in your job description.  

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

circle button (see arrow above). To see a definition of a score, click directly on the score itself (click on the 

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

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

performance period. CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ȅƻǳ ƎƛǾŜ ȅƻǳǊǎŜƭŦ ŀ άоΣέ ǇǊƻǾƛŘŜ ŜȄŀƳǇƭŜǎ ƻŦ Ƙƻǿ ȅƻǳ contributed at a 

άоέ ƭŜǾŜƭΦ 

ҔwŜƳŜƳōŜǊ ǘƻ ά{!±9έ ƻŦǘŜƴ ǘƻ ǎŀǾŜ ȅƻǳǊ ǿƻǊƪΦ 

>Yoǳ Ŏŀƴ ŎƭƛŎƪ ƻƴ άb9·¢έ to proceed or click on the step number at the top of the screen to continue. 

 

 

 

 

 

Maintain database Reduced error rate by 10% 
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Step 14 ɀ Section 3 Score Performance Objectives  

 
Section 3, Performance Objectives/Goals, is on page 14.   

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

ŀŎŎƻƳǇƭƛǎƘ ŘǳǊƛƴƎ  нллуΦ  ¢ƘŜǎŜ ǿŜǊŜ ǘƻ ōŜ ŀƎǊŜŜŘ ǳǇƻƴ ǿƛǘƘ ȅƻǳǊ ǎǳǇŜǊǾƛǎƻǊ ŘǳǊƛƴƎ ƭŀǎǘ ȅŜŀǊΩǎ ŀǇǇǊŀƛǎŀƭΦ 

You can enter more than one objective per box if needed. Objectives are not job duties. Rather, they are 

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

>If you do not have all ŦƛǾŜ ƻōƧŜŎǘƛǾŜǎΣ ŜƴǘŜǊ άb!έ ƛƴ ǘƘŜ ǘŜȄǘ ōƻȄŜǎΦ 

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

circle button (see arrow above). To see a definition of a score, click directly on the score itself (click on the 

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

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

performance period. 

ҔwŜƳŜƳōŜǊ ǘƻ ά{!±9έ ƻŦǘŜƴ ǘƻ ǎŀǾŜ ȅƻǳǊ ǿƻǊƪΦ 

Ҕ¸ƻǳ Ŏŀƴ ŎƭƛŎƪ ƻƴ άb9·¢έ to proceed or click on the step number at the top of the screen to continue. 

 

Create and generate a new  

monthly PeopleSoft report 

Completed on time meeting 

all specifications 


