1

Bullseye Performance Management
Appraisal Guide

Respect and
Recognition

Development
Confidence and Opportunities
trust in leaders

Performance
Clear Communication Employee

(Employees understand their Engagement Feed baCk
role in success and are

(Employee Appraisals)

empowered to make decisions)

Flexibility/ Work-life

Pay and Benefits

Balance

Diversity Inclusion Innovation Learning

Texas Southern University
Office of Human Resources and Payroll Services
Focusing on What Matters Most._PEOPLE



Table of Contents

HOW TO LOG IN oottt st sttt e e e e bbb b bbb s st st sateateaesbeshe s s abaaaeeeessanans
MANAGERS - HOW TO ASSIGN A SELF-REVIEW TO YOUR EMPLOYEE .....ccceeoeieiieiiniciceeee e
MANAGERS - HOW TO SEND PASSWORDS TO YOUR EMPLOYEES.......cciioiiis et
— HOW TO COMPLETE YOUR SELF-REVIEW......ccicoiiiiiiiiiinin it s e
—HOW TO VIEW YOUR SELF-REVIEW AFTER YOU HAVE COMPETED IT ....occvveiieeeeceereeeeen.
MANAGERS —HOW TO VIEW, SAVE, AND PRINT YOUR EMPLOYEE’S SELF-REVIEW.......ccccoeuireneeenreiereneene
MANAGERS — HOW TO COMPLETE A STANDARD APPRAISAL .....coovviiimiiiiii et
MANAGERS — HOW TO REVIEW AN EVALUATION YOU HAVE ALREADY WRITTEN .....ccccoviniiiininniiciiiniinns
APPROVERS —HOW TO APPROVE OR REJECT AN APPRAISAL ....coceiiitiiiicc ittt
— HOW TO GIVE ELECTRONIC FEEDBACK........cciiiiiiiiiitititint it
& MANAGERS — LOCATING REVIEWS AND APPRAISALS.....coi ittt
& MANAGERS — HOW TO PRINT AND SAVE
HANDLING THE APPRAISAL MEETING — TIPS FOR MANAGERS ....ccooiniiniiiiiicie s
HANDLING EMPLOYEE BEHAVIORS - TIPS FOR MANAGERS .....ccooiiiiininiirn s
HANDLING THE APPRAISAL MEETING = TIPS FOR EIMIPLOYEES iiiiiiiiieiine ittt et e

EFFECTIVE GOAL SETTING ..oviiiiitiittiieiie sttt s ettt s she st bbb e st e s et e sa b e et sbesnsennenns



How to Log In

Use the log in information that has been sent to you.

Website: https://my.bepms.com/login.aspx

The company code is: TSU894

Once you log in for the first time, you will be asked to create a new password.

If you do not have your login information:
e Ask your manager to send it to you OR

e Enter in your username (first initial and last name) and select “forgot password” OR

e Email HRhelp@tsu.edu



https://my.bepms.com/login.aspx
mailto:HRhelp@tsu.edu

How to Assign a Self-Review to Your Employee (3 steps)

The first step of the evaluation process is for you to assign a self-review to all of your staff employees who are
eligible for an appraisal (those who have worked at TSU for at least 6months since the start of the academic
year (between September 1 — August 31).

1. Click: Assign Appraisal
2. Click: Self Review
3. Click: Save

1) Click on “Assign Appraisal”

Home | Edwards, Jessica ¥ | B

TEXAS SOUTHERN UNIVERSITY Business & Financial Services (Brgf07) :%:

Administration Organization Chart Appraisals At a Glance Training Reports Help

My Dashboard My Profile

Pending Appraisals (1) Appraisal Status (0) Pending Approval (0) Rejected Appraisals (0) Drafts (0)

Emp 1D: 9999
Ortiz, Bernardo (Payroll Specialist)
| 2014 (2 Add to Qufiook

Assign Appraisal | @ Skip

Self Review (0) [ElNENETN(1)] Peer Review (0)  Team Review (0)

Mo record found.

Emp ID: 00000

. From January 2014 To September[v| 2014 [v]|  Reporting Employee All
Edwards, Jessica

(HRIS Analyst)

& Human Resources Top Performers

My Appraisals (2)

2012

Prpod TIP: If you have several employees, you

3 might have a link on this screen to “view all

employees”.

Performance Rating



2) Click “Self Review”

TEXAS SOUTHERN UNIVERSITY Business & Financial Services (Br0007) iz

Adminictration Organization Chart Evaluations At 2 Glance Goals Traising

Assign Evaluation @

Home > Assign Evaluation

Select Evaliiigion Options

Ortiz, Bernardo (Payroll Specialist)
Human Resources

D: 9999 x
Ortiz, Bernardo (Payro st

Powered by
Copyright © BuliseyeEvaluation®, LLC. /Nm

Al Rights Reserved. e mo

TEXAS SOUTHERN UNIVERSITY
Adméniztration Organization Chart = V Traiming
Return to the home
Assign Evaluation & page by clicking “Home”

Home > ASSIpN Evaluation

Evaluation has been assigned successfully

Ortiz, Bernardo
Human Resources

2013 {Anrsual)

Let your employee know
that he/she is now able
to log in and complete
his/her self-review.

Powered by
Copryright & BullseyeEv aluation®, LLC. -fhhrbnn
All Rights Reserved. et Butserefralaaben™



Click on Appraisal Status
to check the status of
your employee’s self-
review.

Home | Edwards, Jessica ¥ | ®=English

Business & Financial Services (Br0007) %

Administration raisals At a Glance Goals Training Reports Help

Appgsal Status (1) Pending Approval (0) Rejected Appraisals (0) Drafts (0)

SELF
Ortiz, Bernardo (Payroll Specialist) REVIEW
. 2014 PENDING

Self Review (0) RECIEENEUE()] Peer Review (0)  Team Review (0)

Mo record found.
Emp 1D: 00000

From January [=] 2014 [»]| To September[w| 2014 [*] Reporting Empl

Edwards, Jessica
(HRIS Analyst)
& Human Resources

Top Perform

My Appraisals (2)

2012
Approved

No record found.
If you have several employees, you might

have a link on this screen to “view all”.

Once a self-review has
been completed by your
employee, this box will

turn green and say “self-

review complete”.

Congratulations — You have assigned a self-evaluation to your employee!



How to Send Your Employees Their Passwords (3 steps)

STEP 1: Click “Administration”
STEP 2: Click “Employee Management”

Step 3: Select employees and click “Send Password”

- Home | JessicaTrain ¥ @ Help | = English

Business & Financial Services (Br0007) &
Administration « 7g. Chart Appraisals Goals Training Reporis

—.anagement
My Dashboard My Profile

Document Type Management

RELGIGIET I ETEE NI Appraisal Status (0) Pending Approval (0) Rejected Appraisals (0) Drafis (0)

~ .qouyee Management

Emp ID: T1234574
~—mloyee Privieges Rosa Test (Administrative Assistant)

2015 (3 Add to Outiook [ Assign Appraisal

Performance Wheel Management
EEL RS EUENR(O I 360 Review (0)

Peer Review (0) Team Review (0)

View Email Seffings

Emp ID- 00000 No record found ‘

Jessica Train From January [¥] 2015 [¥] To August [%] 2015 [¥] Reporting Employee All ~]
(HRIS Analyst)
& HR - Test Environment Top Performers

5.00
My Appraisals (3) View All
2014 400
Completed .E
ﬂE 3.00
% No record found.
g 2.00
£
1.00
Home | Jessica Train ¥ OHeIp | E= English
. . . . =
TEXAS SOUTHERN UNIVERSITY Business & Financial Services (Br0007) &

Administration Org. Chart Appraisals Goals

Employee Management | Add Employee | Terminated Employees

Home > Administration > Employee Management

Search
Enter EmplD/ Mame/ Job Title/ Department @ Advanced Search |
[l Emp ID Name Job Title Department Location  Workflow Updated By Action
T7521 HR System Admin_Update ~ SY51ems HR - Test . St Administrator Edit | [ Notes
e _Up Analyst Environment Financial (T00471206) 07/31/2015 09:17 AM
Services
Business
== = Sanya
Administrative  HR - Test & e
T1234574 Rosa Test Assistant it Financial S‘ll'r&gj‘,l-‘ruuﬁ NIA Edit | | Notes
Services ( )

2 employess



For Employees

How to Complete Your Self Review

Step 1: LoglIn

Step 2: Select “View Request”

- Home | Ortiz, Bernardo * | = English

TEXAS SOUTHERN UNIVERSITY Business & Financial Services (Br0007) %

Appraisals Goals Training

My Dashboard [JFPSSRS

Mo record found.

SRR 260 Review (0)  Peer Review (0)  Team Review (0)

D : 9999
Ortiz, Bernardo (Payroll Specialist)
Emp ID: 9999 2014 (97 Add to Outiook

59 View Request
oS

Ortiz, Bernardo
(Payroll Specialist)
@& Human Resources

My Appraisals (3)

o
If the tab says “Self Review (0)” that means D)
that your manager has not yet assigned a self- ) o
y . g ] y g ; @:ullsey@ &
_| evaluation to you. You will not be able to S sEcune LTSS

#100% -

complete your self-review UNTIL your

manager assigns it to you. Select “View

Request”.

Self Review

0.00 Average 0/40 TOTAL

tiz, Bernardo (payroll specialist) 0% completed

(Human Resources )

1= Unsatisfactory [71 2= Marginal [ 3= Satisfactory [ 4= Good [ 5= Exceptional

Job Knowledge Productivity & Quality of Work
Understands and has a working knowledge of all skills of ass...read more Works at expected pace; Work is thorough, neat & accurate an...read more
View Criteria | [7] Mot Observed View Criteria | ] Mot Observed
Dependability & Decision Making Flexibility
Follows instructions; reliable and responsive to assigned ta...read more Easily leams and masters new skills; adaptable and willing ...read more
View Criteria | [7] Mot Observed 1 3 View Criteria | [7] Not Observed
Job Habits and Time Management Teamwork
Wark area is clean and organized; enthusiastic, motivated wo... Practices respectful, honest and direct communication with a...
read more read more
View Critena | [7] Not Observed View Criteria | [7] Mot Observed
Attendance Ownership




Step 3: Complete the Review

Your self-review gives you an opportunity to give clear and honest feedback about your performance. Please
take your time as you are writing your comments and be sure to include examples of accomplishments that
you have achieved this year.

Be sure to point out improvements that you have made over this past year. How have you raised the bar? How
have you improved your processes? How have you been innovative? Be sure to highlight this in your review.

Also — be honest. If you didn’t meet all of your goals or if you can recognize areas in your performance that
you know you can improve on make a note of it. In order to grow you must first be willing to share your
shortcomings.

Bernardo (payroll specialist) 0% compleed | VUUAVErage! '0/40 TOTAL
(Human Resources )

1= Unsatisfactory [ 2= Marginal 5] 3= Satisfactory [ 4= Good 5l 5= Exceptional ‘

‘ Using the key above, select

Job Knowledge Productivity & Quality of Work

Understands and has a working knowledge of all skills of ass.. read more Works at expected pace; Work is thorough, neat & accy| the area in the BU | ISeye that
Vigw Criteria | [7] Not Observed View Criteria | [ Mot Observed q
corresponds with your
performance. The closer to
Dependability & Decision Making Flexibility
Follows instructions; reliable and responsive to assigned 1a...read more Easily leams and masters new skills; 3 the center Of the Bu I |Seye, the
View Crileria | [F] Nol Observed 1 3 View Crileria | [ Nol Observed better the performance‘
Job Habits and Time Management Teamwork
Waork area is clean and organized; enthusiastic, motivated wo... Pracfices respectful, honest and direct communication with a...
read more read more
View Criteria | [7] Mot Observed View Ciiteria | [7] Mot Observed
Attendance Ownership
Practices timeliness in reporting to work; works throughout __read more Demonstrates ownership and accountability for individual per.. read more
View Criteria | [] Mot Observed View Criteria | [] Mot Observed

Comments

i Complete notes for each section

@ hetps 1 butseyeeal. O - @ E C * || 28 log) Tes Sou. | (8 Teus Southem .| ) Teras Southem .| @ Orz semar. < | ¥ 4Viapsto Take . K when o [

of the bullseye. Your notes

- [ Select x Google ~ 3P seach - | Mo Signin X
#

e SN should be specific, honest, and

include examples.

If you are a manager,

yoU’ll notice a small blue
arrow to the right of the
Bullseye. This arrow will

Forced Comments

lead you to a second
Bullseye that you will
need to complete.
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If you are unable to complete your self-review in one sitting, simply save it as you would a regular file. Just
click “SAVE” at the bottom of the screen.

Evaluations 3 Training

Ortiz, Bernardo (Payroll Specialist) PIS A TN s—

( Human Resources - Year 2013 ) Administrative Staff

Inh Knnwledae Productivity & Ouahitv of Wor
wk is thorough, neat

L ATUILY
\  Easiiydoams and
\  willing to

\ \ Not Observed

Understands and has a working }

Click on “SAVE” and then
“OK” if you'd like to save
your review and complete

Evaluation has been saved successfully
o oK

Dependability & Decisivi iruniny
Follows instructions; relable and responsive to
assagned tasks;
Not Observed

— itata later time.

Job Habits and Time Management | / / Teamwork
Work area is dean and organized; enthusiastic, | 4 / / Practices respectful, b d direct communication with
motivated worker, \ / ol O
Not Observed Not Observed
Attendance ™\ — _~ Ownership
Practices timeliness in reporting to work; works \\__ _~~ Demonstrates ownershi accountability for
throughout scheduled e SN g individual performance;

Not Observed Not Observed

LEGEND

4

When you are ready to complete the self-evaluation, log back in to Bullseye and click “Open’

Evalimations Goals Trairing

Progress

CII'T.IZ. B@mﬂ.rdﬂ | L I‘:'.“."«.'-\.*--l.-'._l c 5% P e

2013 - Self Review TN P

160" Resdew (0]  Peer Rendew (0)  Team Revdew (0)

Ortiz, Bermardo (Payroll

F013 G Asd s Oytiosi

B View B t
Click “Open” to return to =

your saved review

My Evaluations (I

2011
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Step 4: Submit the Review.

Evaluations Training

Prnt

Ortiz, Bernardo (rayroll Specialist) 100% comeleted

{ Human Resources - Year 2013 ) LRI Once you have
Job - — Productivity & Quality of Wol

Chndsret amde and hae » warbina basudsdas of all alodle Warke 2t gxpected pace; Work is thorough, neat &

completed the
bullseye, click

o Evaluation has been submitted successfully Observed
" e
Submit”.
oK Flexibility
4 ——— Easdy learns and masters rew skills; adagtabl

assigned tasks;
Not Observed

willing to
Not Observed

Job Habits and Time Management

Work ares s dean and organized; enthusiastc,
motivated worker,

Teamwork
Practices respectful, bonest and drect communication with

Mot Observed  \ \ BN Not Observed
Attendance — l —r < Ownership
Practices timeliness in reporting to work; works ™ I .~ Demonstrates ownership and accountabilty for
throughout scheduled ~_ L=~ indendual performance;
Not Observed Not Observed (@)

View Forced Comenents

“ LEGEND

J |
ae 2o

Congratulations — You have completed and submitted your self-review!



How to View Your Self Review After You Have Completed and Submitted it

On the home page Click on “Appraisals”, then “My Reviews”. Enter in the correct date range, click “Search”

then select “View”.

TEXAS SOUTHERN UNIVERSITY

Home | Jessica Train ¥ OHeIp | = English

Business & Fina

Administration Org_ Chart Appraisals Goals Training

My Reviews

Rejected Appraisals (0) Drafts (0)

M isals
¥ Appraisals al Status (0)  Pending Approval (0)

Pending Appraisals

Appraisal Status ptrative Assistant)
(55 Assign Appraisal | #p Skip

Search Appraisals

Peer Review (0) Team Review (0)

Pending Approval

Emp 1D: 00000 Assign On Demand Appraisals No record found. ‘

To August [v] 2015 [v]  Reporting Employee Al [~

Jessica Train On Demand Appraisal Stalus
(HRIS Analyst)
& HR - Test Environment Search On Demand Appraisals

Top Performers

My Appraisals (3) View All

2014 400
Gompleted

.ating

My Reviews @

Home » Evaluations > My Reviews

Ortiz, Bernardo {Payroll Specialist)

Human Resources

i

From Ta Evatuation Type
Jarwuary [=] 2013 [*]  December [=] 2013 | Al - m
Created For Froquency Period Create Date Evaluation Type Created By Averad Action

bz, Bernarda AN 013 FIUL2003 114051 AM Selfl Review Oriiz, Bermardg 382 Vi
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How to View, Save, and Print Your Employee’s Self Review

Before you get started on writing a standard appraisal for your employee, you’ll need to review their self-
review. Employee self-reviews give managers a unique opportunity to see how employees view their own
performance. In departments with clear communication, and with employees who are honest about their
performance, a self-review will give the manager confirmation that their employee is knowledgeable of the
department goals and initiatives.

Remember -employees do not write their own appraisals.

An employee self-review is just another tool that managers will use when they write the actual appraisal. The
standard appraisal (which is written by the department manager) is the evaluation of record. Standard
appraisals should be based on manager observations and notes during the year, along with considering the
information provided in the employees’ self-review.

Once your employee has completed their self-review you’ll be able to log in to Bullseye and view a copy.
Step 1 - Click on the “Appraisal Status” tab

Step 2 - Click on “Self Review Complete”

Home | Edwards, Jessica ¥ | = English

TEXAS SOUTHERN UNIVERSITY Business & Financial Services (Br0007) %

Administration Organization Chart Appraisals At a Glance Goals Training

My Dashboard My Profile

Pending Appraisals (1) AT RS EL T )] endinaApproval (0}

Er'.:._-. 9999 MANAGER

. Ortiz, Bernardo (Payroll Specia REVIEW
PENDING

/ 2014 &e

LEEEN TR 360 Review ()  Peer Review (0)  Team Raﬁww

No record found.

Rejected Appraisals (0)

Drafts (1)

Emp ID: 00000

From January [=] 2014 [=| To September[+| 2014 [v| Reporting Employee Al =]

Edwards, Jessica
[HRIS Analyst) Top Performers
P p=]
N

@ Human Resources

My Appraisals (2)

2012
Approved




Step 3 - Click the print icon then follow the prompts

Self Review

Em

Ortiz, Bernardo (pa

(Human Resources )

1= Unsatisfactory 2= Marginal 3= Satisfactory 4= Good 5= Exceptional

Job Knowledge . N
Understands and has a working knowledge of all skills of ass.._read more Productivity & Quality of Work
— Works al expected pace; Work is thorough, neat & accurate an...read more D
View Criteria | Not Observed
View Crileria | || Not Observed -

Dependability & Decision Making
Follows instructions; reliable and responsive fo assigned ta...

Flexibility
Easily leams and masters new skills; adaptable and willng .. read more
read more

View Criteria | || Mot Observed
View Criteria | || Mot Observed

Job Habits and Time Management

Teamwork
‘Work area is clean and organized; enthusiastic, motivated wo... Practices respectful, honest and direct communication with 3
more read more

View Criteria | || Not Observed View Criteria | [ | Mot Observed

Attendance Ownership
Practices timeliness in reporling to work; works throughout ._read more: Demansirates ownership and accountability for individual per...read more

View Criteria | [ | Mot Observed View Criteria | [ | Mot Observed

Forced Comments

H100% ~
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How to Complete a Standard Appraisal
Step1-Loglin

Step 2 - Click on “Appraise”

- Home | Edwards, Jessica ¥ | = English

TEXAS SOUTHERN UNIVERSITY Business & Financial Services (Br0007) .=

Administration Organization Chart Appraizals At a Glance Training

My Dashboard My Profile

Pending Appraisals (1) Appraisal Status (1) Pending Approval (0) Rejected Appraisals (0) Drafts (0)

Ortiz, Bernardo (Payroll Specialist)
2014 (3] Acd to Outlook

A Reassign | | ['§ Unassign | | [=] Appraise

360 Review (0)  Peer Review (0)  Team Review (0)

No record found.
Emp 1D: 00000

Edwards, Jessica

From January [] 2014 [x] To September[x] 2014 [v] Reporting Employee Al Em

(HRI: Amly:t) Top Performers <D
E’ uman Resources v
5 N
My Appraisals () iew All
2012 o4
Approved E
g ° I
£ No record found.
E:
£
&

Step 3 — Complete the Appraisal

Manager Review

0.00 YTD 000 Average

Ortiz, Bernardo | ialis completed

(Human Resources )

SELF REVIEW {3388 GOALS TRAININGS

( 1= Unsatisfactory [ 2= Marginal 15 3= Satisfactory [ 4= Good 15 5= Exceptional

Job Knowledge Productivity & Quality of Work
Understands and has a working knovledge of all skills of ass._read more Works at expecled pace: Work is thorough, nea

curate an _read more

View Criteria | D Not Observed View Criteria | D HNot Observed

Dependability & Decision Making
Follows instructions; reliable and responsive to assigned ta...read more

Flexibility
Easily leams and masters new skills; adaptable a

Using the key above,

select the area in the
Bullseye that
corresponds with your
performance. The closer

View Criteria | 7] ot Observed Wiew Criteria | [7] Mot Observed

Click “View Criteria”
so see examples of

Job Habits and Time Management Teamwork
each rating_ area is clean and organized; enthusiastic, motivated wo Pracices respectful, honest and direct communication with to the center of the
tead more tead more Bullseye, the better the
View Criteriz | [] Mot Observed View Criteria | [] Mot Observed
performance.
Attendance OQwnership
Practices fimeliness in reporting to work; works throughout __read more Demonsirates ownership and accountability for individual per.read mo—
View Criteria | [] Mot Observed View Criteria | [] Mot Observed

®100% -



TEXAS SOUTHERN UNIVERSITY

Admiinistration Organization Chart At a Glance Training

Evaluation Forced Comments

Flexibility

Complete notes for each
section of the appraisal.
Your notes should be
specific, honest, and
include examples.

16

If you are a evaluating a
manager, you'll notice a
small blue arrow to the
right of the Bullseye. This
arrow will lead you to a

TEXAS SOUTHERN UNIVERSITY

Administration Organization Chart

Ortiz, Bernardo (payroll Speciatist)

( Human Resources - Year

Evaluation has been saved successfully
Understands and has a worlang kr o

OK .
your appralsal and
' N e > complete it at a later time.
Dependability & Decision Making 74 Flexibility
Follows instructices; relable and responsive to = /\ \\‘ Easily learns and masters rew sk
assigned tasks; ‘4“ \ \ wiltng to

Not Observed

Job Habits and Time Management

Work area s dean and organzed; enthusiastse,
metivated worker,

Not Observed

Attendance ™ ~—_]
Practices timeliness » reporting to work; works
throwghout scheduled
Not Observed

Comments

LEGEND:

second Bullseye that you
will need to complete.

Traiming

Click on “SAVE” and then
“OK” if you'd like to save

Neot Observed

Teamwork
[/ Practices respectful, honest an musication with

all
Neot Observed

/ Ownership

_~" Demonstrates ownership and accountabilty for

inderidual performance;
Not Observed
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When you are ready to complete the appraisal, log back in to Bullseye, click on “Drafts” then click “Open”

ll

Welcome: Edwards, Jessica Horme Log Out ¥ Change Pastword
TSU
LS

TEXAS SOUTHERN UNIVERSITY CIICkf Business & Financial Services (Bl'0007) ;?'.
“Drafts”.

Administration Organization Chart >

Click “Open”
My Dashboard Ny Predile

Pending Evaluations (1)  Eveluation Status (1)  Pending Approval (0)  Rejected Evaluations (0)

Ortiz, Bernardo (Fayroll Spocialist) Progress
13- Standacd Review — vz

340" Review (0)  Peer Review (0) Toam Redew (0)

No record found

From January vl 2013 |» To December (v 2013 |w Feporting Employee NA - “

Top Performers

My Evaluations

Step 4 — Submit the appraisal o

Once you have completed the appraisal, click “SUBMIT”

Job Habits and Time Management
Work area is clean and organized; enthusiastic, motivated wo. ..
read more

Teamwork
Practices respectful, honest and direct communication with .
read more

View Criteria | [] Mot Observed Wiew Criteria | [7] Mot Observed

Attendance
Practices fimeliness in reporting to work; works throughout ..read more

Ownership
Demonstrales ownership and accountability for individual per._read more

View Criteria | [7] Mot Observed View Criteria | [7] Mot Observed

H100% ~

Your evaluation will then be sent to you approver for a final review.

Cancel

4 4 View Job Descripbion View Notes Pt Prnt Critena
Ortiz, Bernardo (payrolt Specialist) GRS 100% completed
( Human Resources - Year a2 Administrative Staff
Evalustion has been sent for 08‘.‘61 Wor
Understands and has a working kr 0 k is thorough, neat & accurate
oK

Dependability & Decision Making
Follows instructions; rebable and responsive to
assigned tasks; /
Net Observed |

\ Flexibility
\  Easily learns and masters new skills; adaptable and
willing to
Not Observed

Congratulations — You have completed and submitted your employee’s appraisal!
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Review an appraisal you have already written

Step 1: Click on “Appraisals” then click “Search appraisals”

Home ogOut ¥ Change Password | I Englich

TSU

o
TEXAS SOUTHERN UNIVERSITY ry

Business & Financial Services (Br0007) .

Adeinistration Organtzation Chart AL s Glance

My Revews

My Das

My Evaluations

Pending Approval (0}

Rejected Evaluations (0)

Pending Eveluations

Ovalaatson Status

Rewdew (0) Team Review (0)

Search Evaluations

Pending Approval

From January To December (w! 2013 |w Reporting Employee N/A

Top Performers

Step 2: Click “View”

TEXAS SOUTHERN UNIVERSITY Business & Financial Services (Br0007) =

Administration ation Chart At a Glance Goals Training

Search Evaluations @

Home > Evaluations > Search Evaluations

Search
First Name Last Name From To
January »! 2010 v| December »] 2013 (>
Frequency Evaluation Status
Emp 1D Name Department Frequency Period Evaluation Status  Action
7777 Doe, Jane Human Resources Anncal 2010 Approved View
brred Doe, Jane Human Resources Arras 8/17/2012 2011 Approved Sew || View Evaluation Review
7777 Doe, Jane Human Resources Anncal 9/11/2012 2012 Approved Ve
2013 Grace, Ofvia Human Resources Arrus 8/1/2012 2012 Approved ew || View Evalustion Review
999 Ker, Clark Human Resources Annual 4/30/2012 2011 Approved e
9999 Ortiz, Bernardo Human Resources Anrwsst 10/4/2011 2010 Approved Yew
9999 Ortiz, Bernardo Human Resources Annad 10/4/2011 2011 Approved Ve
9999 Ortiz, Bernardo Human Resources Anresal 7/11/2013 2013 Approval Pending few || View Evaluation Review

Copyright © BullseyeEvaluation®, LLC.

All Rights Reserved.

Vv Norton

verige

Powered by



For Approvers

Approve or Reject an Appraisal

Step 1: Click on the “Pending Approval” tab
i Welooms: Sinclair, Serya Home LogCht ¥ Change Password | B English

IVERSITY

Evabusations At a Glance Goals Training

Fending Evalustions (3]  Evalustion Status () Rejpected Evaluations ()  Deafis ()

Ortiz, Bernardo |Payroll Specialist)

213 58 Addio Ousicos

| Approve/Reject | 59 View Reguet
o

O

Step 2:Click “Approve/ Reject”

To view the employee’s
original self-review click

on “view Request”.

To REJECT an evaluation

e i 2 . ) =
TEXAS SOUTHERN UNIVERSITY Business & Financial Services (Br0007) Er T

Administration Organization Chart Evaluations At a Glance 3 Training Reports Help

i ( Human Resources - Year 2013 ) Administrative Staff
Job Knowled?e —— === Productivity & Quality of Work
Understands and has a working knowledge of all skills of Works at expected pace; Work is thorough, neat & accurate
assigned and
Not Observed /( M Not Observed
Dependability & Decisit Please provide the reason for rejecting this evaluation Click “REJECT” then
Follows instructions; reliable and re o | masters n q
assigned tasks; OK glve a reason.
Not'o .
Job Habits and Time Management | | TeamWork
Work area is clean and organized; enthusiastic, \ / Practices respectful, honest and direct ¢ cation with
motivated worker. \ /." all
Not Observed '\ Not Observed
Attendan~c Ownership —
Practices timeliness in reporting o0 x; wofk:\ Demonstrates ownership and accountability for
throughout ~licouled res f —— individual performance; read mor

Not Observed Not Observed

Reject Reason View Forced Comments

: 28/40 %

2= Marginal

The Evaluation will then be sent back to the manager to review, edit, and resubmit for approval.
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To APPROVE an evaluation

Weloome: Sinclai, Sanya el | Home | LogOut ¥ Changs Passecrd | B English
r I Tal '[
SU

TEXAS SOUTHERS UNIVERSITY Business & Financial Services (BrO007) P

Click “APPROVE”. You
will also have the
option to leave a
comment.

Click “OK”

Congratulations — You have completed the approval process.
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How to review your appraisal and give feedback

Step1-login

Step 2 - Click on “Awaiting Feedback”

s Welcome: Grace, Olivia Hoame Log Tt % Change Password English
I'SU
TEXAS SOUTHERN UNIVERSITY Business & Financial Services {Bfﬂﬂﬂ?} oo

Evatuntions Trmining

My Deedrbwoard My Erafie

Mo recond folrmd

el Review (0] 0" Reeviarer {0 Peer Review (0) Team Rewvierw (0)

B I 2013
Grace, Olivia

{Administrative Assistant)
@ Humnan Resources

My Evalaaticons !
< Step 2

Step 3 — Review the appraisal. You can do this by clicking on each area of the appraisal to see your manager’s notes,

or you can click on “print” to download the appraisal and review your manager’s notes.

Step 4 - Select either “Agree” or “Disagree” and add in your comments.

TSU

TEXAS SOUTHERN UNIVERSITY Business & Financial Services (Br0007) o5,

Training

Grace, Olivia (Administrative Assistant)
{ Human Resources - Year 2013 )

Job Knowledge
Understands and has 8 working knowiedge of all siilis
assgned

served = -

Dependability & Decision Making
Follows instructions; reliable and responsive to /
assigned tasis: / /

asily learns and masters new skol
willing to

Job Habits and Time Management

\ Teamwork
Work ares is clean and crganized; enthusiastic, \

\ / Practices respectful, honest and direct communication with
motivated worker \ \ all
Attendance ~—— _~ Ownership

Practices timehness = reporting to work; works
throughout scheduled -

Not Observed

" Demonstrates ownership and accountability fog
== indrvndual performance;
Mot Otizerved
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How to find an appraisal - FOR EMPLOYEES

o Toreview all of your past self-reviews:
- Click “Appraise” then Click “My Reviews”
e To review all of your past appraisals

- Click “Appraise” then Click “My Appraisals”

- Home | Ortiz, Bernardo ™ | EE English T

TExXAS SOUTHERN UNIVERSITY Business & Financial Services (Br0007) :%:

Appraisals Training
My Reviews
My Dashboard RFIRTIES
My Appraisals
——

Drafts (0)

No record found.

(SIEETS N 360 Review (0)  Peer Review () Team Review (0)

No record found.

Emp ID: 9999

Ortiz, Bernardo
(Payroll Specialist)

(@ Human Resources

- Home | Ortiz, Bernardo ¥ | EE English

TEXAS SOUTHERN UNIVERSITY Business & Financial Services (Br0007) :%:

Appraisals

My Reviews @

Home > Appraisals > My Reviews Enter in the

E I My Job Description appropriate date range
. Ortiz, Bernardo (Payroll Specialist) )

Human Resources A .
Click “View”

On Demand Appraisals

Manager Reviews

From To Appraisal Type
January [=] 2010 [*]  December [=] 2014 [=] A0 [=]
Created For Frequency Period Create Date Appraisal Type Created By Average

)

Ortiz, Bemardo Annual 2014 9/15/2014 3:49:36 PM Self Review Ortiz, Bernardo 388 ' View ’
Ortiz, Bemardo Annual 2013 7/11/2013 11:40:51 AM Self Review Ortiz, Bernardo 362 View
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How to find an appraisal - FOR MANAGERS

Locating an appraisal you have written for one of your employees:

Home | Edwards, Jessica * | E= English

Business & Financial Services (Br0007) %

pE—

Appraisals taGlance G Training

My Reviews.

First Name [E )y appraisals From To

January [=] =010 [*] December [x] 2014 [=]
Frequency Y. Pending Appraisals Department Feedback Status
: . g

Appraisal Status

Emp ID Name Appraisal Status  Feedback Status  Action
Search Appraisals H “” H 7
777 Doe, Jane J 2010 Approved :;‘dr:(k“m View Click on Appra isals
7777 Doe, Jane QISSCE  Pending Approval 2011 Approved E:;f::‘k“ma View || View Appraisal Review
H " H ”
777 Doe, Jane Human Resources  Annual 9/11/2012 2012 Approved Zi;::(“m View Cl | Ck on search Appl"a 1sa |S
7777 Doe, Jane Human Resources  Annual 7/23(2013 2013 Approved Agreed View
2013 Grace, Olivia Human Resources  Annual 8/1/2012 2012 Approved Zi:ﬂiﬂd‘“m View || View Appraisal Review
2013 Grace, Olivia Human Resources  Annual 7/23(2013 2013 Approved Disagreed View
999 Kent, Clark Human Resources Annual 4/30/2012 2011 Approved :i:ﬂis‘k“m View
399 Kent, Clark Human Resources  Annual 7/23(2013 2013 Approved Disagreed View
9999 Ortiz, Bernardo~ Human Resources  Annual 10/4/2011 2010 Approved Ei;‘dr:(k“m View
9999 Ottiz, Bernarde  Human Resources  Annual 10/4/2011 2011 Approved E:;‘dr:‘k“m View
9999 Ortiz, Bemardo  Human Re View || View Appraisal Review
. Q powered by
Copyright ® BullseysEngagement LLC. “ 7
Pyt & Bl the manager click “View | Bheisere o
ights Reserved. SECURE Engagement o

https://my.bull luation.com/SearchEval asp: H100% -
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Locating your employee’s self-review.

| E= English

- Home | Edwards, Jessica ¥

TEXAS SOUTHERN UNTVERSITY Business & Financial Services (Br0007) =

pE—

Ad o 0 on € Appraisals

My Reviews
Search y

My Appraisals

2014 =]

January [=]| 2010 [*]  December

Pending Appraisals Department Feedback Status
Al

Appraisal Status

Name: Appraisal Status  Feedback Status
Doe, Jane N 2010 Approved :::ﬁ::tk"m View Click on "Appraisals"
Dog, Jane Pz =Rerers 2011 Approved ::ﬁ::c“m view || view Appraisal Review
7777 Doe, Jane Human Resources  Annual 9/11/2012 2012 Approved :::;:;[k""‘e View Click on “Search Appraisals"
7777 Doc, Jane Human Reseurces  Annual 7/23/2013 2013 Approved Agreed View
2013 Grace, Olivia Human Resources  Annual 8/1/2012 2012 Approved ::sﬁgjtk""‘g View || View Appraisal Review
2013 Grace, Olivia Human Resources  Annual 7/23/2013 2013 Approved Disagreed View
999 Kent, Clark Human Resources Annual 4/30/2012 2011 Approved :::ﬁg;“k""‘a View
299 Kent, Clark Human Resources  Annual 7/23/2013 2013 Approved Disagreed View
9399 Ortiz, Bernardo Human Resources  Annual 10/4/2011 2010 Approved z::ﬁg:tk ftime View
9999 Ortiz, Bernarde  Human Resources  Annual 10/4/2011 2011 Approved [ sions View
9999 Ortiz, Bernardo Human Resources Annual 7f11/2013 2013 . .
To view the self-review your employee wrote
Copyriht © BullseyeEngagement LLC. click “View Appraisal Review”

All Rights Reserved. L

https://my.be om/Searc 15.aspx 0% -

Home | Edwards, Jessica ¥ | B English

TEXAS SOUTHERN UNIVERSITY Business & Financial Services (Br0007) :3.
ployee Appraisa ©) -
Emp ID Name Job Title Department Manager Review Self Review  Peer Review 360 Review  Team Review
7777 Doe, Jane g;rr‘"ﬁilsmm Human Resources Complete Complete NotAssigned Mot Assigned Mot Assigned
Click to view the Click to view the
review written by the employee’s self-review
manager
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How to Print/Save

Manager Review - / = | &

Jessic‘a T‘ra‘in (HR 263YTD "Z63Score’ 21.00/00 TO
(

(HR - Test Environment)

GOALS TRAININGS

1.00= Unsatisfactory [12.00= Marginal [ 3.00= Satisfactory [514.00= Good [ 5.00= Exceptional

Job Knowledge (12.50%)
Understands and has a working knowiledge of all skills of ass.. read more

Productivity & Quality of Work (12.50%)
Works at expected pace; completes work in allofted time; Wor...;ead more

View Criteria | [] Not Observed
View Criteria | [] Mot Observed

Flexibility (12.50%)

Easily leams and masters new skills; adaplable and willing ...read more

View Criteria | [_] Not Observed >

Dependability & Decision Making (12.50%)
Follows instructions; reliable and responsive to assigned ta
read more

Wiew Criteria | [_] Not Observed

Teamwork (12.50%)
Practices respectful, hones and direct communication with al...
read more

Job Habits (12.50%)
Work area is clean and organized; enthusiastic, motivated wo..
read more

View Griteria | [] Mot Observed View Criteria | [] Not Observed

Ownership (12.50%)

Attendance (12.50%)
Demonstrales ownership and ility for individual per._read more

Practices timeliness in reporting to work; works throughout ._read more

View Criteria | [_] Not Observed View Criteria | [_] Not Observed

®100% ~

close yx

Group By Employee

Reviews

Performance Rating  Hard Rating

H100% -
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4 4 L Jofzz b B
TSU

TEXAS SOUTHERN UNIVERSITY

]

[100% v | Find | v

=

6

=]

Excel

Manager Review

Jessica Train
00000
(HRIS Analyst)

Click on the floppy disk and click PDF

Click “Open”

Open

Save

A Cancel

®100% v

<
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Handling the appraisal meeting — Tips for Managers

The Appraisal Meeting

8.

9.

Schedule the meeting in advance. Make sure that you have a quiet, private room with no disruptions (a conference
room is a good choice). Be sure to schedule enough time for a discussion (1 — 1.5hrs)

Welcome the employee; put the employee at ease.
Let the employee start
a. Listen and take notes.
b. Maintain good eye contact and attentive posture.
c. Reflect back to the employee your understanding of what the employee said.
d. Don'tinterrupt, but ask questions only for clarification.
e. Apply the 90/10 Rule: the employee talks 90% of the time and you talk 10% of the time.
f. Be non-judgmental

Compare the actual specific performance results and behaviors to the standards. Stay away from an attitude or
personality focus.

Keep the appraisal open to employee input.

Ask the employee for ideas about how to resolve problems.
Focus on the future, not on the past.

Emphasize strengths, as well as areas that need improvement.

Be honest and be prepared to discuss questionable items. Support the employee's effort to improve.

10. Set goals, expectations, and standards together for the next appraisal*.

11. Discuss development/training plans with the employee.

12. Summarize the session and end on a positive note.

*Goals should be SMART: Specific; Measurable; Attainable; Relevant; Timely.



Handling employee behaviors

¢ If the employee becomes defensive or makes excuses:
o Listen to what the employee has to say and paraphrase back. Remain neutral. Maintain eye-contact.
o Ask for specifics with open-ended questions.
° Try to determine the cause:
"Tell me more." "How did you reach that conclusion?"

Ask how the employee will resolve the problem.

e If the employee becomes angry:
o Stay calm and centered. Maintain eye-contact.
o Listen to what the employee has to say and paraphrase back.
o Let the employee "run down" for as long as s/he needs until the employee can listen to you.
o Avoid arguments.
o Bring discussion and focus back to performance and standards.

o Say the employee's name, and ask open-ended questions.

¢ If the employee is unresponsive or withdraws:
° Be patient and friendly.
> Show concern.
o Stay silent, and wait for the employee to say something.
o Ask open-ended questions.
o Note that the employee is unresponsive.

o Encourage the employee that you want to hear his or her input, and this input is important to you.

28
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Handling the appraisal meeting — Tips for Employees

Tips for a successful meeting

8.

9.

Remember that the appraisal meeting is a discussion and a dialog between you and your supervisor.
Maintain good eye-contact, attentive posture, and a professional manner.

Listen and take notes.

Reflect back to your supervisor your understanding of what your supervisor said.

Compare the actual specific performance results and behaviors to the standards. Stay away from blaming others
and making excuses.

Emphasize strengths, as well as areas that need improvement.
Be honest and take responsibility.
Provide your ideas on how to resolve problems.

If you don't agree with your supervisor, ask for specific examples.

10. Set goals*, expectations, and standards together for the next appraisal.

11. Discuss development and training needs.

12. Tell your supervisor what you need to do your job more efficiently

*Goals should be SMART: Specific; Measurable; Attainable; Relevant; Timely.

Be willing to discuss:

What are your major accomplishments?

What could you have done better?

Do you understand what is expected of you? Are performance standards and work rules clear?

What training or professional development do you need?

Would you like to see your responsibilities change? How? Why?

What career goals do you have? What do you need to attain those goals?

How are relationships going with your co-workers? What could they do to help you perform your job better?

What could your supervisor do to help you perform your job better?
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Effective Goal Setting:

The difference between a dream and a goal: Dreams are visions of what you want to achieve or who you want to be.
Goals are clear, specific and measurable and they have a deadline.

A goal is a written statement that clearly describes certain specific actions or tasks with a measurable end result and a
clear deadline.

To make a goal real and tangible, it must be written. This will serve as a reminder to you and others of what you intend
to accomplish. It also serves as a point of reference for you to monitor and evaluate as you progress. Making goals public
also increases your commitment to the goal.

Goals must be specific. By clearly defining your goal, you eliminate any possible misunderstanding as to what needs to
be accomplished.

In order to improve or to track your progress, your goal must be measurable. This ensures that it will be clear once that
goal has been accomplished. If you can’t measure a goal, chances are it will not be met, or you won’t even know when
you’ve met it.

Every goal must have a clear deadline. This will encourage a sense of urgency and give more clarity to what needs to be
accomplished.

Why are goals important?

Goals motivate you to work towards something

Goals make you accountable

Goals challenge you to be your best

Goals increases your pride and confidence when they have been completed

YV VV VYV

Goals help improve and correct deficiencies in performance

What are SMART goals?
Specific
Manageable
Attainable
Relevant

A S

Timely

A specific goal will usually answer the five "W" questions:

. What: What do | want to accomplish?

. Why: Specific reasons, purpose or benefits of accomplishing the goal.
o Who: Who is involved?

o Where: Identify a location.

o Which: Identify requirements and constraints.

Measurable
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If a goal is not measurable, it is not possible to know whether a team is making progress toward successful completion.
Measuring progress is supposed to help a team stay on track, reach its target dates, and experience the exhilaration of
achievement that spurs it on to continued effort required to reach the ultimate goal.

A measurable goal will usually answer questions such as:

. How much?

. How many?

o How will | know when it is accomplished?
Attainable

Goals must be realistic and attainable. While an attainable goal may stretch a team in order to achieve it, the goal is not
extreme. That is, the goals are neither out of reach nor below standard performance, as these may be considered
meaningless. When you identify goals that are most important to you, you begin to figure out ways you can make them
come true. You develop the attitudes, abilities and skills to reach them. The theory states that an attainable goal may
cause goal-setters to identify previously overlooked opportunities to bring themselves closer to the achievement of their
goals.

An attainable goal will usually answer the question:

o How: How can the goal be accomplished?

Relevant

A relevant goal must represent an objective that the goal-setter is willing and able to work towards. This does not mean
the goal cannot be high. A goal is probably relevant if the goal-setter believes that it can be accomplished. If the goal-
setter has accomplished anything similar in the past they may have identified a relevant goal.

A relevant goal will usually answer the question:

o Does this seem worthwhile?

Time-bound

It is important to set a timeframe for your goals, giving them a target date. A commitment to a deadline helps a team
focus their efforts on the completion of the goal on or before the due date. This part of the S.M.A.R.T. goal criteria is
intended to prevent goals from being overtaken by the day-to-day crises that invariably arise in an organization. A time-

bound goal is intended to establish a sense of urgency.

A time-bound goal will usually answer the question:

. When?
. What can | do 6 months from now?
. What can | do 6 weeks from now?

. What can | do today?



