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How Do | Enter Evaluations?

What Can | Do?

I’ This screen will allow Managers and HR Professionals to track
employees’ evaluations and ratings.

™ Employees will not be able to view this screen.

I3 Rating Scale Intervals are between 1.0 to 5.0
NOTE: An error message will be displayed for any ratings below 1.0
or above 5.0.

L 3 To enter a rating of NA, use the number 0.

How Do | Access The Performance Management Screen?

1. Click on under Quick Links. The Management
Menu will display.

2. Clickonthe @ to the left of the employee name for which the
Performance Appraisal is being entered.

3. Select | Performance Appraisal » | option from the Performance
Management drop down menu and click [Ge|. The Performance
Appraisal screen will display.

Need more information? Call the People First Service Center at 1-866-ONE HRFL (1-866-663-4735), M-F, 8:30 AM - 5:30 PM Eastern
or access dms.myflorida.com to view User Guides, Quick Reference Cards and/or Web Demonstrations.

1. Click on the Mew button in the Performance Appraisal Overview
section. The Performance Appraisal Detail section will display with
fields open for editing.

2. Complete all fields in the Performance Appraisal Detail section.

3. Click on the button. The information will be saved.
NOTE: Managers will receive a warning message that the record will
become read only upon saving. They will need to click on the Save
button again to complete the action.

4. Return to Step 1 to enter another Evaluation.

5. Click on the button to exit the screen and return to the
Management Menu screen.

How Do | Enter Due Dates?

1. Click on the Mew button in the Performance Appraisal Overview
section. The Performance Appraisal Detail section will display with
fields open for editing.

2. Complete the Evaluation Type and Due Date fields in the
Performance Appraisal Detail section.

3. Click on the button. The information will be saved.
4. Return to Step 1 to enter a due date for any additional evaluation
types.

5. Click on the button to exit the screen and return to the
Management Menu screen.
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How Do | Edit An Employee’s Record On The Manager’s How Do | View An Employee’s Appraisal History?
?
Eehalf: 1. Click the @ for the appraisal being viewed in the Overview section.

1. Clickon under Quick Links. The Management Appraisal information will display in the Details section of the screen.
Menu will display.

2. Use the Search by Employee functionality (name or ID number) to
locate manager. The manager’s record will display in the Results
section.

3. Click onthe | T located to the left of the manager's name. The
direct reports for that manager will display in the Results section.

4. Clickonthe @ to the left of the employee name for which the
Performance Appraisal is being entered.

: Did You Know?
Management drop down menu and click . The Performance d You Kno

2. Repeat Step 1 to view details on another appraisal.

3. Click on the button to exit the screen and return to the
Management Menu screen.

Appraisal screen will display. I3 No history will be available relating to edits made to records on this
6. Clickthe @ for the appraisal being viewed in the Overview section, screen. Only the most recent information will display on a record.
Appraisal information will display in the Details section of the screen. L 3 Only A and H roles will be able to edit records once they have been
Click on the button. The fields will open for editing. saved. Managers will only have access to view saved records.
Change the appropriate fields. L 2 Either the Evaluation Date or the Due Date must be entered for the
. Click on the button. The information will be saved. e record to be saved.
10. Click on the button to exit the screen and return to the k.4 Evaluations can be entered for the years of 2006 to 2010.
Management Menu screen.
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