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Learning Objectives

* Request Nominations
* Prepare an evaluation as a Manager
* Review an employee evaluation as a Manager’s Supervisor

e Share the Evaluation with your Employee as a Manager
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1: Preparing an Employee’s
Evaluation as a Manager
Key Terms

The score that a Manager uses to rate Employees in a particular performance
evaluation Category.

A salary increase that Employees may be eligible for if their Overall Rating is
“Satisfactory” (or above) and no Individual rating is “Need Improvement” (or lower).
The average of the Individual Ratings on an Employee’s performance evaluation.

Individual Rating

Merit Increase

Overall Rating

A annual evaluation conducted by a Manager that rates the Employee in various
individual Categories and is the basis for Merit Increases.
A self-rating performed by Employees prior to their Performance Evaluation.

Performance Evaluation

Self-Evaluation

Document Status The current state of the Evaluation - Acknowledged, Available for Review, Cancelled,
Completed, In Progress, Not Started, or Review Held.
Document Type Document Review Type is the type of formatted Performance Evaluation document

being generated in INFORMS. Document Review Type varies based upon which
Employee will be reviewed. “MDC-Annual Review EE” is one example of an INFORMS
Document Review Type.




son 1: Requesting Nominations

* Managers can invite a nominee who will provide additional feedback on
an employee’s evaluation

NOMINATE PARTICIPANT

BUSINESS PROGESS
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Generate Performance Evaluation (Optional) Participants Evaluation
Evaluation
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EMFPLOYEE MANAGER MANAGER
The Employee iz responzible The Manager is rezponzible far The Manager is rezpansible for
far Self-Service functions (ie., reviewing and approving HEM reviewing and aparoving HEM
Life Events, Benefits Module tranzaction types Module tranzaction types
enroliment, Timasheets, (Time & Labar, Abzence, LOA, (Time & Labar, Absence, L0,
[Paycheck, W-2, Direct Deposit, efarformance, Retirement, ePerformance, Retrament,
request beawe, review Terminations, ete) through Terminations, etc. ) through
evaluztions, add aceredited Manager s&lf-sarvice bdamager self-zervice
Licenses/ Certifications). functianality. {functionality.
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on 1: Reasons to Invite a Nominee

Historical Context:

— Nominating a former supervisor, even if they have left, can offer valuable
historical context regarding the employee's performance trends,
achievements, and areas for improvement over time.

Succession Planning:

— If the evaluation is part of succession planning, nominating someone who can
assess the employee's readiness for additional responsibilities or a higher role
is crucial.

* Cross-Departmental Collaboration:

— If the employee's work involves interactions with multiple divisions,
nominating someone from another division can provide insights into their
cross-functional collaboration and impact.

The key is to select nominees based on the specific aspects of the employee's
performance that require evaluation, ensuring a comprehensive and well-
informed assessment.



on 1: Requesting Nominations
Navigation

Navigate to Manager Self-Service > Team Performance
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esson 1: Requesting Nominations

. Select the Employee Name under Current Documents

inferms

|~ Current Documents

ST Ty Related Information
Create Documents |
Current Documents i :
f— Add Analytics
*r Historical Documents o
- i - 3
[ Administrative Tasks - rows
- 11 || [~ Performance Status L
-
) Period Begin /
Name | .Job Title Document Type Document Status Period End Next Due Date
02/028/2021
LErElBles MDC-Profisupenisory Review ME Evaluation In Progress 012372022 »
Human Resources Manager 02/06/2022
res 09072020
b sie Williams MDC-ProliSupervisory Review ME Evaluation in Progress 0&22/2021 >
Administrative Officer 3 09/05/2021
Nec rtiz 11/04/2019
tar O MDC-ProffiSupervisory Review ME Evaluation in Progress 10/1&/2020
Senior Personnel Specialist

11/01/2020 >
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inate Participants hyperlink.

he Add Nominees hyperlink.

e mijerims
Performance Process
Performance Process L Save Submit for Approval |~
MOC-Prof/Supervisory Review ME
Sleps and Tasks o H
Manager Evaluation - Updats and Submit & Pl | £ Nolify
Michollc Lo ichelle Laro
MDC-Proi'Superasory Heviaw M ) P
OHOAR071 - OAMGE2022 e
=S Job Title  Human Resources Manager Manager  Dena Kely
* ® Nominate Parlicipants \?j Document Type  MOC-PravSupendson Review ME Period DZWSZ021 - OIS0
Duwe Catg s
Templale  Employes Performance Eval Docwment 10 52353
'S Review Particpant Evaluations Stotus  Evaluation in Progross Due Date 013002022
* O Pgviow Solf Evaluation * Employes Data
Due Date o 2o

Employes 1D DDDIS495
= © Coamplete Manager Cvakoalion

Due Date o canaoes UDepartment  POOII0I00 PEHSDNHEL MANAGEMENT - SUPPOHR]
¢ W e Enber raings and comments for aach seclion in Ihis evalualion, if applicable Al any poind in lise you can save this evalualion by selecting the Save bullon
= Lxpand Al |

Pendeg &pproval

¢ Collapss All | B Calculate All HRatngs | @ Cancel Evaluation
Shate wilh Employes

= Section 1 - PERFORMANCE OBJECTIVES
= Fxpand | » Collapses

= ACHIEVEMENT OF OILECTIVES

UDescrption - includee productraty of the unit (Ihe quantdy and quaity of output] and accompbahing uid goas,

Managear Rating Ii ;=4
Manager Comments | 1 Foni e | B I U||= = A~ - B0 - -l;'
crsisnfy  Tomplate 1L2F20 T:20AM




Participants hyperlink

yferms
< Manager Self-Service Performance Process -

Performance Process e - Stve |
MOC-ProfiSupervisory Review ME R —
Steps and Tasks o O |
Nominate Participants - Add Nominees £ Notty
Michelle Lazo
MDC-ProfiSupervisory Review ME
02082021 - 02062022 Michelle Lazo
Achons~
*ON Parbcipants
0::: A Job Titke Human Resources Manager Manager Dena Kelly
Document Type MDC-ProliSupervisory Review ME Period 020872021 - 02062022
@M, Template Employee Perdormance Eval Document ID 52353
Status  In Progress Due Date 0210672022
Track Nominations
¥ Participant Role: Participant Minimum Required 0 Maximum Available 2
Nominations
* O Review Parsicipant Evaluations Currenly there are no nominees in your nomination list
Due Date 02 +
* O Review Self Evaluabion
WD‘ navan
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arch criteria for the person who you’re nominating




ckbox beside the applicable search result.

he nominee and then the OK button.

Search Results

Xavicr Alvarez
Xavier Bercy
Xavier Goune
Xavier Borbala
Xavier Bussiera
Xavier Caraballe
Xavier Dixon
Xavier Giraldo
Xavier Cusma
Xavier Hopaing
Xawier Jackzom
Xawer Lightboum
Xavier Meindyre
Xavier Ondarn

Xavier Perssregn




mit Nominations button.

< Manager Self-Service

Michedle Lazo

MDC-ProfiSupervisory
020872021 020672022

* 0 Nomnate Pardopants

Track Nominadons

* © Revew Partopant Evalugtions
Due Date e

* O Raview Self Evaiuation
Due Date NIVEIE

* & Complete Manager Evaluaton
N D* Lls 0

€ Update and Subend

Performance Process

Job Title  Homan Resources Manager Manager Deaa Kely
Document Type  MDC-Prot/Supervisory Revtew ME Period 020082021 02062022
Template Empioyee Performance Eval Document ID 52353
Status In Progress Due Date 02062022

© You have stiected nominabons for 30dibon The nomnabons will be added when the Fansaction i saved

& Participant Role: Participant Minimum Required 0 Madmum Available 3
Nominations

Nomunee Delete

Xavier Avarez (]

+ Add Parscpant

9. Select the Confirm button
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2: Preparing an Employee'’s
Evaluation as a Manager

Managers must complete an annual performance evaluation for their employees in
Miami-Dade County. Managers must rate their employees on four or seven objectives.
An Overall Rating is generated by INFORMS and is based on an average of the
individual ratings. The rating model for both the individual objectives and the overall
objective is the same:

1. Unsatisfactory

2. Needs Improvement
3. Satisfactory

4. Above Satisfactory
5. Outstanding

X. Does not apply
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2: Preparing an Employee’s
Evaluation as a Manager

Navigate to Manager Self-Service > Team Performance

o) ayferms| S8y
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2: Preparing an Employee’s
Evaluation as a Manager

1. Select the Employee Name under Current Documents.

|d Current Documents Related Information
Current Documents
("5 Historical Documents e *
" WS
[i] Administrative Tasks - L - orma ta
. . A( nat d is page
ocumentType = Document Status E:g riod ext D
o . 04/26/2021
'''''''' quez MDC-Annual Review EE Approval - Submitted 04/18/2022
Ch, Hr Comp & Job Analysis 04/25/2022
04/22/2021
Emanuel Sumrall MOG-Annual Review EE Evaluation in Progress
Senior Executive Secretary 04/22/2022

Note: The Current Performance Documents Page displays
documents that are currently listed as “In Progress”.

Note: At this point, you can nominate a secondary preparer
review and comment on the employee’s performance.
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2: Preparing an Employee’s
Evaluation as a Manager

2. Select the applicable Manager Rating from the dropdown.

3. Input the applicable details within the Manager Comments field.
4. Select the Spell Check option, if desired.

S8 mnferms

< Team Performance Performance Process

Performance Process o o«

MDC-Annual Review EE

Steps and Tasks o i
Manager Evaluation - Pending Approval @pint | =Nty
Dixie Enriquez e
MODC-Annual Review EE .
041261200 04/25/2022 Overview ¥ Section 1 - PERFORMANCE OBJECTIVES
= Expand | '+ Collapse

* € Nominate Participants
Due Date owacoz:
* QUANTITY OF WORK
* 0 Review Participant Evaluations

Due Date 0412022 Description : Includes amount of work performad.

@ Review Sell Evaluation ) ) B . =)
Dus Date 041112022 Manager Rating | 4 - Above Satisfactory = Avg Rating 4 - Above Satisfactory 4.00

= ® Complete Managar Evaluation Manager Comments . quantity of work hare

Due Date oamaeozz

& Update and Submit

® Pending Approva

Share with Employee ceamdz [emplale 04/25/2022 12.44PM
Lestwontea sy Dionte Sowers 04/25/2022 3:32PM

Note: Please follow steps 2-4 for each sub-section within section one



2: Preparing an Employee’s
Evaluation as a Manager

5. Input Manager Comments in the Section 3 — Ways an Employee Can

Improve section.
=

inferm:
Performance Process
Performance Process & «

. MDC-Annual Review EE
Steps and Tasks o S

Manager Evaluation - Pending Approval
Dixie Enriquaz

@Pnt | €3 Nouty
L [~
MDC-Annual Rewew EE Manager Rating 4 - Above Satisfactory = Avg Rating 4 - Above Satisfactory 400
0472672021 0472572022 Owerview
* @ Nomnate Participants
Due Dale ourezmz

*'©@ Review Part

tcipani Evaluabons
-

Due Daie 041220

+/® Review Self Evaluaion ~ Section 3 - Ways employee can improve
Duse Data 041120

~ ® Complele Manager Evaluation

Due Date tangzox

Ways employee can improve Summary
-] Update and Submt

&l
® Pending ADDiova Manager Comments anier managar commenis here

Share with Employee
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2: Preparing an Employee’s
Evaluation as a Manager

6. Select the Save button.

7. Select the Submit for Approval button. The evaluation gets routed to the Reviewer.
Finally, select the Confirm button.

_ MOC Asvwst Reves 11

Lape et Tasae ¢
Manager Evaluation - Update 3nd Submit G |
[ ) Lol Damadie
Reves (1
QU1 VD vrvey | M
b Tiw W Specum Wavage Danag oy
P e T ) J Dowwment Type  MOC Aovudt Bpvew £ Perad 1200082 Lt A
Oue D v
‘ Tomgplet  Cmgiores Pertrmance (ve Docwmest © 80202
’ a-'c"r""""’"" Wne  Cvaaton @ Pogms Dur Dt 1295082
0 C Bwvere Laf ! gustior ® | mployee (uta
Cne T v
(ogiopee © 090N
* * Cangate Wanager | siuton
Ove Dome Jepaiment  POSI I PERSONNEL MANLOEWENT - SUPPORT
Do i et
Eoter aings and Communts Br 0acS achon # Bus eudiuation £ apohcatin A2 any Jort 0 I (0w C30 A8 BN Pudiustion By sencing Do Sove bufion
g s

o Dapand M » Colugen M B Comntam A2 Ratngn | () Coent Cutastion
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on 3: Reviewing an Employee’s
valuation (Manager’'s Supervisor)

INFORMS will provide an email notification, with an embedded link to
access the document, for the Reviewer to review and approve the
performance evaluation. Reviewers can also view the document in their
approvals tile in INFORMS.

* Note: The Reviewer cannot edit the evaluation. The Reviewer can only
provide comments when approving or denying the evaluation.
 INFORMS will display a confirmation message once the Reviewer has
approved the Performance Evaluation then route an email notification to the
Manager.
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on 3: Reviewing an Employee’s
valuation (Manager’'s Supervisor)

Navigate to Approvals

5 an
2=} i E] Lot
o
nalytics (OBIA) apital
i
Pl =
cc & _fEE

Human Resources (HCM) Lea LM|
@
oooooooooo
Security Request Form: About

b= inferms
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on 3: Reviewing an Employee’s
valuation (Manager’'s Supervisor)

1. Select the Performance pane. Note, performance
evaluation documents that have been prepared by the
Rater and require approval by the Reviewer are displayed.

2. Select the Performance option for your employee and
then select your employee.

D inferms
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n 3: Reviewing an Employee’s
valuation (Manager's Supervisor)

3. Select the View Document Detail link.
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on 3: Reviewing an Employee’s
valuation (Manager’'s Supervisor)

4. Review all sections of the performance evaluation document
and check to see if the document contains any attachments.

5. Once the Reviewer has reviewed the entire performance
evaluation, select the Approval button on the top left corner of
the screen.

raare inferms

Manager Evaluation - Pending Approval

MDC-Annual Review EE

Manager Evaluation - Pending Approval & Print | 3 Notify
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on 3: Reviewing an Employee’s
valuation (Manager’'s Supervisor)

6. Select the Approver Comments field and enter desired information.
Once desired information is entered, click on Approve button.

Note the reviewer also has the option to deny in which case the reviewer
would provide the reasons for denial. At this point the document will route
back to the Rater (employee’s manager) to be amended and the Rater will
then have to resubmit the evaluation to the Reviewer.

=D iaferis
¢ Appn nce i
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n 3: Reviewing an Employee'’s
valuation (Manager's Supervisor)

7. Select the Submit button.

Cancel | Approve

You are about to approve this request.

Approver Comments
| approve the evaluation for Les Chatham for this evaluation perit
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n 3: Reviewing an Employee’s

valuation (Manager's Supervisor)

8. Select Pending Approvals to check if there are any more approvals
pending.

MIAM

< Pending Approvals Performance

Les Chatham
Accountant 2

& Approved on 02/24/2022
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son 4: Share Evaluation with
Employee as Manager

Navigate to Manager Self-Service > Team Performance

inferms
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son 4: Share Evaluation with

Employee as Manager Continued

1. Select Current Document and then MDC-Annual Review EE.

inferms
iyferms
< anager Self-Service . —]

Team Performance

.~ Current Documents

Current Documents e
2 Delegated Documents
%, Historical Documents =
- -~
. 4
%" View-Only Documents - -
Name / Job Title Document Type Document Status 222: E:g"” Next Due Date
5 Create Documents by Group o1012021
e MDC-Annual Review EE Approval - Approved 12/25/2021
Accountant 2 01/01/2022
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son 4: Share Evaluation with
Employee as Manager Continued

2. Select Share with Employee.

ingferms

< Team Performance Performance Process

Performance Process
MDC-Annual Review EE

Steps and Tasks Cc
Manager Evaluation - Update and Share & Print | E3 Nofify

Les Chatham Les Chatham

MDC-Annual Review EE AcBomaw

01/01/2021- 01/01/2022 Overview

Job Title Accountant 2 Manager Emerald Ritchie
* © Nominate Participants \J Document Type MDC-Annual Review EE Period 01/01/2021 - 01/01/2022
Due Date 12/252021
i Template Employee Performance Eval Document ID 28399
o
: gmtza‘?sr;?" Evaluations Status Approval - Approved Due Date 12/25/2021
* © Review Self Evaluation ¥ Employee Data

Due Date 12102021

= Employee ID 00319256
~ © Complete Manager Evaluation
Due Dale’ 125501 Department FN06020000 ACCOUNTING SECTION

© Update and Submit

© Pending Approval « Expand All | » Collapse All | [g View Graphical Rating

© Share with Employee




son 4: Share Evaluation with
Employee as Manager Continued

3. Select the Confirm button. This will complete the process. The
evaluation will close out (edits can no longer be made) and move to the
employee’s historical folder as well as the manager’s historical folder.

Share with Employee

Select confirm to share this document with the employee. Next you should
meet with the employee to discuss your evaluation.

Upon selecting confirm your electronic signature will be added to this
document.
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Course Summary

Congratulations on completing the overview of Manager Self-Service
ePerformance Management. You now understand how to:

* Request Nominations

« Prepare an Evaluation as a Manager

* Review an Employee Evaluation as a Manager’s Supervisor
» Share the Evaluation with your Employee as a Manager
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dditional Training and Job Aids

Users may be eligible to take the following training courses based on their
INFORMS roles:

* INFORMS Training Webpage:
https://www.miamidade.qgov/global/lhumanresources/training/informs.page

User Productivity Kits (Available on the INFORMS Training
Webpage):

* Prepare an Employee’s Evaluation as a Manager

* Review an Employee’s Evaluation as a Manager’s Supervisor
* Share the Evaluation with the Employee as a Manager

* Request Nominations

For additional information, be sure to visit;
« www.miamidade.gov/informs

MIAMI-DADE
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