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Direct Access to Employee Steps:
Step 4: Employee Plan Acknowledgement

Step 5: Employee Self Evaluation

Step 9: Acknowledge Appraisal

Note: Click Link to Navigate Directly
Slide Navigation: Click Return to Index button at any time to return here
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EMPLOYEE: ACKNOWLEDGE PLAN| Login

STEPS

1. Access People Admin

2. Click For UNCSA Employees

3. Login with Microsoft

niversity of North Carolina Sch: X +

o Please login x

University of North Carolina School of the
Arts

For UNCSA Employees - Please click here to login

Guest / Other Users - Login below with the username & password used
to apply:

Log In

Authenticate with single sign-on?SS0 Authentication

@ uncsa-sb.peopleadmin.com ® W o a \"\LJ;JL;L,Q,,, 5/}

W oo
= Sign in to your account

t

%y +

€ C @ login.microsoftonline.com

Q Sign-in options

SCHOOL OF THE ARTS

oy &

% O 2 (update )
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https://employment.uncsa.edu/hr

EMPLOYEE: ACKNOWLEDGE PLAN| Login

S I EPS “ Welcome, Keyona McNeill logout (960004263) Welcome, Keyona McNeill  logout (360004263)
— University of Jiar Group ) Applcont Tracking 5y na User Group:

Employee

£0) Position Mar

Employee Recards

1. Click the three-dot menu

2 Filled Postings

2 Filled Postings
Last 30 days ==

Last 30 days ™=

Inbox Postings  Users 2 Hiring Proposals 1 Position Requests & tngs Users 2 HiingProposals 1 Position Requests

University of North Carolina pecial Handling Lists
School of the Arts Employee

Onboarding Tasks ~ Special Handling Lists

Portal
2. Click UNCSAE | P I
. ick U mployee Porta e
= y Applicant Tracking System [Re——
There are no results to be displayed se displayed .
; Balanced Hiring . o
Performance Management
Watch List Postings Hiring Proposals Position Requests I Postings  Hiring Proposals  Position Requests

Applicants Per Day

Applicants Per Day
LastWeek =<

Last Week *°

There are no results to be displayed se displayed.

Inbox Open
Items Postings

11 11

Inbox Open
items. Postings

11 11

My Links

Applicant Portal

Applicant Porta

KX return To INDEX |22




EMPLOYEE: ACKNOWLEDGE PLAN| Select Employee Plan to Acknowledge

STEPS

Go to University of North Carolina School of the Arts HR Site  PeopleAdmin

Hello, Aretha My Account  Log Out

1. Review Action Items List

Welcome to the Employee Portal, Aretha Sutton

My Reviews

Your Action Items

2. Click Item Link

Item Description Due Date Status

Employee Plan Acknowledgement nia Available

14 W
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EMPLOYEE: ACKNOWLEDGE PLAN| Review & Acknowledge Employee Plan

STEPS

1. Review Instructions & Plan
2. Once Review is Complete, Select
Acknowledge or Return
Add Comment as Needed

3. Select OK on Pop Up if Acknowledging

The Acknowledge Plan Step is Complete!

J Aretha Sutton

Plan for Aretha Sutton

Institutional Goals

OVERVIEW OF INSTITUTIONAL GOALS
+ The expectations below are written at

0 to University of North Carolina School of the Arts HR Site

PeopleAdmin

Hello, Aretha  MyAccount  Log Out

SHRA Performance
Evaluation Test Oct
t P Open

18th
Revie

Goal Name
NEXT
CAUTION ou dlick "Complets orocess: "Second-level Revi
fyou d want to send tr + plan r time.
Talent Development Goals
Develop and strengthen skillsets in the area of application and tools which will improve efficiencies and reduce manual effort:

Comment

14 W

UNCSA



EMPLOYEE: SELF EVALUATION| Login

STEPS

1. Access People Admin

2. Click For UNCSA Employees

3. Login with Microsoft

niversity of North Carolina Sch: X +

o Please login x

University of North Carolina School of the
Arts

For UNCSA Employees - Please click here to login

Guest / Other Users - Login below with the username & password used
to apply:

Log In

Authenticate with single sign-on?SS0 Authentication

@ uncsa-sb.peopleadmin.com ® W o a \"\LJ;JL;L,Q,,, 5/}

W oo
= Sign in to your account

t

%y +

€ C @ login.microsoftonline.com

Q Sign-in options

SCHOOL OF THE ARTS

oy &

% O 2 (update )
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https://employment.uncsa.edu/hr

EMPLOYEE: SELF EVALUATION| Login

Welcome, Keyona McNeill  logout (960004263) Welcome, Keyona McNeill  logout (360004263)
Jser Group: o Applicant Track yst ina User Group:

Employes
£0) Position Mar

Employee Recards

STEPS

1. Click the three-dot menu

2 Filled Postings

2 Filled Postings
Last 30 days ==

Last 30 days ™=

Inbox Postings  Users 2 Hiring Proposals 1 Position Requests & tngs Users 2 HiingProposals 1 Position Requests

University of North Carolina pecial Handling Lists
School of the Arts Employee

Onboarding Tasks ~ Special Handling Lists

Portal
2. Click UNCSAE | P I
. ick U mployee Porta e
= y Applicant Tracking System [Re——
There are no results to be displayed se displayed .
; Balanced Hiring . o
Performance Management
Watch List Postings Hiring Proposals Position Requests I Postings  Hiring Proposals  Position Requests

Applicants Per Day

Applicants Per Day
LastWeek =<

Last Week *°

There are no results to be displayed se displayed.

Inbox Open
Items Postings

11 11

Inbox Open
items. Postings

11 11

My Links

Applicant Portal

Applicant Porta

KX return To INDEX |22




EMPLOYEE: SELF EVALUATION| Select Self Evaluation to Begin

STEPS

1. Review Action Items List

2. Click Item Link

My Reviews

Home (1 Performance ~ Progress Notes

Welcome to the Employee Portal, Aretha Sutton

Your Action Items

Go to University of North Carolina School of the Arts HR Site  PeopleAdmin

Hello, Aretha My Account Log Out

14 W
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EMPLOYEE: SELF EVALUATION | Review Self Evaluation Guidelines

STEPS

1. Review Self Evaluation Guidelines

2. Click Save & Continue

KX return To INDEX |22

Aretha Sutton

Supervisor: Keyona McNei

Position Description: 74!

Department: UNC School of the

Arts
Overview

Plan

Self Evaluation

Approvals &
Acknowledgements

My Reviews

Go to University of North Carolina School of the Arts HR Site

Self Evaluation for Aretha Sutton

STEPS FOR COMPLETING RATINGS ON INSTITUTIONAL AND INDIVIDUAL GOA S

Enter Ratings: For e
Comments: Y:

ach institutional and individual goal, select the appropriate Nying fromy

re not required to enter co

ents for each institutional and indWiddal go
later in the appraisal. Please nof
ting in the Overall Com
Disciplinary Actions:
Resources for additional guidance

hat if you assign a rating of “Not Meeting Expectations” or “Excee

the

ents section

AFTER THE SUPERVISOR COMPLETES THE ANNUAL APPRAISAL

The assigned second-le: ver will initiate the next step: “Second-Level Review of A|

Once the second-le

sor

has approved the appraisal, it will route back to the sup

When the supervisor is ready to i:

ue the appra

o the employee, the supervisor will initiate the next step:

The supervisor also must meet with the employee to review the annual

ppraisal

After the re

v meeting, the e yee will initiate the final step: “Employee Acknowledgement of Appraisal

Next” at the bottom of each page to save the ratings and continue to the next section.

You may select “Save Draft” to s

ve this information and complete the appra some other time.

ng Expectations" you will have to explain the rea

e has an active disciplinary action, then the affected goals must be rated "Not Meeting

Hello, Aretha My Account

comments will be requi

tions.” Contact Human

Send Appraisal to Employee.

PeopleAdmin
Log Out

SHRA Performance
Evaluation Test Oct
18th

Review Status: (2]
Evaluation Type: Annual
Program Timeframe:
03/01/23 to -

Last Updated: November
07, 2022 00:36

Last Completed Step:
Employee Plan

Acknowledgement

10
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EMPLOYEE: SELF EVALUATION | Institutional Goals Self Ratings

STEPS

1. Select Self Ratings for ALL Goals

2. Click Save & Continue

KX return To INDEX |22

Aretha Sutton Self Evaluation for Aretha Sutto
Supervisor: Keyona McNe
Position Description: Required fie e ted wi an ast
Department: UNC School of the Institutional Goals
At

Overview Goal Name:

Description:

Self Evaluation

2. Precision: P

als and documents wi

d. Development: M. ssional credentials.

Weight:

Plan Comments:

* Rating

lease selec
omments

Go to University of North Carolina School of the Arts HR Site ~ PeopleAdmin

emonstrates sufficient analysis and decisi

k appropriately

1-making to meet the requiren

Hello, Aretha MyAccount  Log Out

SHRA Performance
Evaluation Test Oct
18th

Review Status: (Z22)
Evaluation Type: Annua

Program Timeframe:

Last Updated: November
Last Completed Step:
Employ !

11
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EMPLOYEE: SELF EVALUATION | Individual Goals Self Ratings

S I EI S o of North Carolina Schon Go ta University of North Carolina School of the Arts HR Site ~ PeopleAdmin

Hello, Aretha My Account  Log Out

. Aretha Sutton Self Evaluation for Aretha Sutton ::;ialﬁalzieorrf]n;g::rg;
1. Select Self Ratings for ALL Goals — oo oo | i ms )

Review Status

Position Description: Tale Required fields a

e Evaluation Type:
Department: UNC School of the Individual Goals Program Timeframe:
Arts

01/23 to

2. Click Save & Continue

Last Completed Step:

Flan

Plan Streamline HR Pr

Weight:
Self Evaluation
20%

Appri &
Acknowledgements

Plan Comments:

My Reviews Deliver process improvements across UNCSA to drive efficiencies and improvements for all hiring managers and supervisars.
* Goal Rating
Please select v
Comments

KX return To INDEX |22
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EMPLOYEE: SELF EVALUATION | Talent Development Goals Comments

STEPS

1. Add Comments for Development Goal

2. Click Complete

3. Select OK

Self Evaluation is Now Complete!

Aretha Sutton Self Evaluation for Aretha Suton

Talent Development Goals

Description:

Develop and strengthen skillsets in the area of application and tools which will improve efficiencies and reduce manual

0 to University of North Carolina School of the Arts HR Site  PeopleAdmin

Hello, Aretha My Account  Log Out

m SHRA Performance
Evaluation Test Oct
[ 0] 18th
= Checkspelling  Review Status: ({25

A
(oot | oroe

uncsa-training.peopleadmin.com says
Are you sure you want to complete this self evaluation?

cance‘

14 W
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EMPLOYEE: ACKNOWLEDGE EVALUATION | Login

@ Sign in to your account X +

S I E PS @ University of North Carolina Sch: X + .

< C & uncsa-sb.peopleadmin.com ©® % [ & (Update })

1. Access People Admin @ Frease oo x

& C @ login.microsoftonline.com or @ v [ & ( Update

University of North Carolina School of the

Arts
For UNCSA Employees - Please click here to login

3. Login with Microsoft hssa 7 et Utae g ot vl B ot & s oo

to apply:

2. Click For UNCSA Employees

SCHOOL OF THE ARTS

Log In

Authenticate with single sign-on?SS0 Authentication

Q Sign-in options

44 M
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https://employment.uncsa.edu/hr

EMPLOYEE: ACKNOWLEDGE EVALUATION | Login

STEPS

1. Click the three-dot menu

2. Click UNCSA Employee Portal

KX return To INDEX |22

Welcome, Keyona McNelll  logout (960004263)

2 Filled Postings
Postis Users 2 Hiring Proposals 1 Position Requests &
Inbox ot 5 i Last 30 days ==

Onboarding Tasks ~ Special Handling Lists

L]
There are no results to be displayed.
—

Postings  Hiring Proposals  Position Requests

Watch List
Applicants Per Day
Last Week *°

There are no results to be displayed

Inbox Open
items. Postings

11 11

o Applicant Tracking System

£0) Position Managsment

O Employee Records

University of North Carolina
Schaol of the Arts Employee
Portal

Applicant Tracking System
Balanced Hiring
Performance Management

Pasition Management

Welcome, Keyona McNeill  logout (360004263)

ina

Employee

2 Filled Postings
tings Users z  HiringProposals 1 Position Requests 8
€ oditiei . Last 30 days ==

pecial Handiing Lists

e displayed.

Postings  Hiring Proposals  Position Requests

Applicants Per Day
LastWeek =<

e displayed.

Inbox Open
Items Postings

11 11

My Links

Applicant Portal

15
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EMPLOYEE: ACKNOWLEDGE EVALUATION| Select Employee Evaluation Acknowledgement to Begin

STEPS

1. Review Action Items List

2. Click Item Link

Home {1 Performance ~ Progress Notes

Welcome to the Employee Portal, Aretha Sutton

Your Action ltems

Goto

University of North Carolina School of the Arts HR Site  PeopleAdmin

Hello, Aretha My Account Log Out

DDDDDDD
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EMPLOYEE: ACKNOWLEDGE EVALUATION| Review & Acknowledge Evaluation

STEPS

1. Review Instructions & Appraisal
2. Once Review is Complete, Select
Acknowledge or Dispute
Add Comment as Needed

3. Select OK on Pop Up if Acknowledging

The Acknowledge Evaluation Step is

Complete!

Aretha Sutton Supervisor Evaluation for Aretha Suttan

Institutional Goals

Goal Name:

Weight:

Plan Comments:
Rating
Comments

Goal Name:

uuuuu

‘‘‘‘‘‘‘‘

Overall Performance Comments

Emplayee Met Expectations

Was there an active disciplinary action from this performance cycle?

Comment
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