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Printing Performance Reviews By Reviewer Role

Use System Policies for Performance Management to turn on both the supervisor and
incumbent as default reviewers (you can do this for one component of the reviews like
competencies or for all three). Administration>Policies>Employees>Business Objectives,
Competency Reviews and /or Professional Development Objectives

. o Do you want supervisors to be default reviewers for Business
Business Objectives ,
Objectives?

Do you want incumbents to be default reviewers for Business

B Objecti
usiness Objectives -t

Do you want supervisors to be default reviewers for Competency

Competency Reviews ES

Reviews?

Do you want incumbents to be defauit reviewers for Competency
Reviews?

Competency Reviews ES

Professional Development Do you want supervisors to be default reviewers for Professional
Objectives Development Objectives?

Professional Development Do you want incumbents to be default reviewers for Professional

YES

YES

Objectives Development Objectives?

What this will do is cause a user to see an ‘incumbent’ review for one's self; that is, to be completed
during the review period. It will also cause a ‘supervisor’ review to be on the list of reviews that the
supervisor needs to complete for that employee.

E.g. Philip Black is the leader of eRecords and GIS Solutions. Rachel Lee reports to Philip Black.
When Rachel logs in and goes to the Employee>Complete Reviews screen she sees that she has
an incumbent review that needs to be completed for herself:
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Complete Reviews

e = o O = —
pctions: |9/ T = T 5 | |Re‘,ie,,,m5: From 2018-01-01 o To 2018-1231 |5 (5) || View: | print Performance Report for Selected Employee ¥ | gr,j|

Name Role Type Start Date End Date Due Date Status Completed Date Review Id

Lee, Rachel INCUMBENT Competency 2018-01-01 2018-12-31 2019-03-01 Not Started
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When Philip logs in and goes to the Employees>Complete Reviews, he sees that Rachel Lee is
one of the people in his Organization Unit that he needs to do a review for:

Complete Reviews
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ions: ; = eview Dates:  From -01- = o 13- = iew: | Print Performance Report for Selected Employee
Acti G R Dats Fi 2018-01-01 To 2018-12-31 2y || vi Print Perf Report for Selected Empl: > )

Name Role Type Start Date End Date Due Date Status Completed Date Review Id
Black, Philip INCUMBENT [ 2018-12-31 2019-03-01 Not Started
Gae, Rachel SUPERVISOR. Competency 2018-01-01 2018-12-31 201%-03-01 Not Started )
Ovyenet, Elaine SUPERVISOR Competency 2018-01-01 2018-12-31 2019-03-01 Not Started
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Philip sees that it is a competency review that he is expected to complete since he is Rachel’s
supervisor. The reviewer role is ‘supervisor’:

When it comes time to view/print the reviews, Rachel goes to Employees >Print Performance
Review where she will see only herself on the list of people she can print reviews for (if you
were doing full 360 degree reviews she would also see any employees she had completed a
review for e.g. reviewer role- peer or subordinate).

Strategic Algnment Employees Analysis (2] & Rachel ~

Print Performance Reports
- )
[Actions:"” ) [view © 1of 1 employees retrieved

1 Qrganization Unit Job Type Work Group. Lead

O  lLee Rachel eRecords & GIS Solutions Team Information Technology Technical / Advisory

When Rachel prints a review for herself, it will ONLY pick up the review that Rachel did for
herself (reviewer role ‘Incumbent’). 1t does NOT show any of the supervisor review results. This
is hard coded into the system so that an employee can only ever see a review of her/himself.
So, Rachel can go ahead and print this review that shows her results only.
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Actions: = [<] @ ‘Emnlovem Lee, Rachel ‘@ Report Details () DashBoard
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Performance Report

Role: INCUMBENT
From: 2017-04-05 To: 2018-04-05

*** Confidential ***

Generated on 2018-04-05.

Employee

Employee Id: 000021 Job Reference: 0041

Employee Name: Rachel Lee Pay Band: K
Job Title: GIS Analyst Work Group: Technical / Advisory

Organization Unit: Corporate Senices -» Information Services -» eRecords & GIS Solutions Team

Reviewers

. . . . Reviewer Date
Review Type Review ID Work Plan Title Reviewer Role Completed

Rachel Les INCUMBENT  2017-06-09

Compstency 338

Business Objectives

There were no Business Objectives reviewed during this review period.

Personal Development Plans

There were no Personal Development Plans reviewed during this review period.

When Philip Black goes to view/print reviews, he sees all of the people that he has done a
review for —including Rachel Lee.

@ Jobs v Strategic Alignment Employees v Analysis - ©®  &Phip

Print Performance Reports

=
[Actions: 7 J ) || view: ® 3 of 3 employees retrieved

Job Type Work Group Lead
v

O Employes Name Organization Unit
Team Lead

Technical / Advisory
[Technical / Advisory

Black, Philip eRecords & GIS Solutions Team Information Technology

O
O  Lee Rachel eRecords & GIS Solutions Team Information Technology
[}

Oyenet, Elaine eRecords & GIS Solutions Team Information Technology

There are three different things that Philip can print about Rachel from here:

1. The Default — which will print all reviews that have been completed that meet the date
criteria (if selected). From the view/print reviewers screen, the ‘Reviewer Role’ filter is
defaulted to ‘Supervisor . Change the '‘Reviewer Role’ to ‘All' so all reviewer roles are
shown. This means both supervisor and incumbent in your scenario.
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Black, Philip Team Lead
lical / Advisory
Technical / Advisory

eRecords & GIS Solutions Team Information Technology
‘eRecords & GIS Solutions Team 1
‘eRecords & GIS Solutions Team Information Technology

k E Response Reguired...

Reviewer Role SUPERVISOR

Review Completion Date 2017-04-05
INCUMBENT 2018-04-05

PEER
All Reviews Comments

SENIOR

* Indicates required field SUBORDINATE
SUPERIOR
SUPERVISOR

This option will average the results of the incumbent and supervisor reviews together for an
overall performance rating.

Note: that the reviews and reviewers included in the report are identified at the top of the
performance report:

Employee Performance Report

‘miuns: = B & ‘Emph\!ee: Lee, Rachel  ~ ‘ (@ Report Details () DashBoard
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Performance Report

From: 2017-04-05 To: 2018-04-05
*** Confidential ***
Genersted on 2018-04-05.

Employee

Employee Id: 000021 Job Reference: 0041
Employee Name: Rachel Lee Pay Band: K

Job Title: GIS Analyst Work Group: Technical / Advisory
Organization Unit: Corporate Senvices -+ Information Serwvices -> eRecords & GIS Solutions Team

Reviewers

Review Type Review ID Work Plan Title 23:9‘"9[ g?)::plet ed
Rachel Lee INCUMBENT  2017-06-09

Philip Black SUPERVISOR  2017-06-09

Reviewer
Compstency 338

Competency 339

1. The supervisor review only —in order to print just the supervisor review, you would need to
choose the ‘supervisor’ reviewer role for this filter:
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[performancaiv| (2)

L wesws e
Black, Philip & GIS Solutions Team Information Technology Team Lead

Lee, Rachel & GIS Selutions Team ion Technology ical / Advisery
Oyenet, Elaine eRecords & GIS Solutions Team Information Technology Technical / Advisary

L E Response Required...

Reviewer Role SUPERVISOR v

Review Completion Date From*® 2017-04-05

To* 2018-04-05

All Reviews Comments O

* Indicates required field

This will generate the performance report from just the Supervisor’s review.

Employee Performance Re|

ort
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Role: SUPERVISOR
From: 2017-04-05 To: 2018-04-05

*** Confidential ***

Generated on 2018-04-05.

Employee

Employee Id: 000021 Job Reference: 0041
Employee Name: Rachel Lee Pay Band: K

Job Title: GIS Analyst Work Group: Technical / Advisory
Organization Unit: Corporate Senices -» Information Sewvices -> eRecords & GIS Solutions Team

Reviewers

. . ) . Reviewer Date
Review Type Review ID Work Plan Title Reviewer Role Completed

Competency 339 Philip Black SUPERVISOR  2017-06-09

Business Objectives

There were no Business Objectives reviewed during this review period.

2. The third option is that the supervisor can print just the incumbent review by selecting the
appropriate reviewer role in the filter:
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Strategic Alignment Employees +

[performancev] (2)

Black, Philip feRecords & GIS Solutions Team

_—- .

& Philip ~

Team Lead

eRecords & GIS Solutions Team

Technical / Advisory

eRecords & GIS Solutions Team

Information Technology

j Ene-ﬂnnse Required...

Reviewer Role

Review Completion Date

All Reviews Comments

* Indicates required field

SUPERVISOR

)]
2017-04-05
CLIENT

INCUMBENT [ 20160205
PEER

SENIOR

SUBORDINATE

Technical / Advisory

SUPERIOR
SUPERVISOR

This generates the performance report for just the incumbent.
Note: this can be used to print any single reviewer role perspective. If you wanted to print all

the peer reviews for example, then we’d show only peer reviews and average the results for an
overall score by the peers.

Employee Performance Report

’m Employee: I Lee, Rachel h | (@ Report Details () DashBoard
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Performance Report

Role: INCUMBENT

From: 2017-04-05 To: 2018-04-05
*** Confidential ***

Generated on 2018-04-05.

Employee

Employee Id: 000021
Rachel Lee
GIS Analyst

Corporate Services -» Information Services = eRecords & GIS Solutions Team

Job Reference: 0041
Pay Band: K
Work Group: Technical / Advisory

Employee Name:
Job Title:

‘Organization Unit:

Reviewers

Reviewer Date
Role Completed

INCUMBENT ~ 2017-06-09

Review Type Review ID Work Plan Title Reviewer

Competency 338

Rachel Lee

Business Objectives v

So, you see, you can do what you were asking for. The employee prints their own review of
themselves. The supervisor prints the supervisor review only and then they can compare

results. After making any adjustments to the review, the supervisor would then re-print just the
supervisor role for filing.

Note: The same process is followed for doing work plan reviews.
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One last reminder, the determination of the reviewers can be done automatically based on the
organization structure when the system policies for default reviewers are turned on. However,
the reviewers can also be identified manually (if the policies are turned off) through the
Employees > Employee Reviewer/Review. In order to do what you have indicated, someone —
either the employee, supervisor or administrator — would have to go to Employees > Employee
Reviewer/Review and assign all of the appropriate reviewers with the correct reviewer roles.
This requires security access to the Employees > Employee Reviewer/Review module and can
be a significant effort depending upon the number of employees you are talking about.

If you want the default reviewers to be correctly identified, then your organization structure
within enCompassing Visions must be error-free and must not be changed until your review

period is completed or the incorrect reviewers could be identified as the defaults. That is the
one advantage to a manual process.

Lastly, if you find a situation where you have two supervisors that should review the same
employee (maybe the employee changed organization units half way through the year and you
want to have both complete a review), then can add the 2™ reviewer into the system manually
as a supervisor reviewer role if you want the system to average the two supervisor reviews
together or, if you only wanted the current supervisor’s perspective to be shown in the final
printed result you may want to assign the a reviewer role of ‘other’.

Note: that if you had two supervisor reviews, you could use the review completed date filters to
print only one supervisor’s review (review completed date is shown in the generated
performance review so as long as they weren’t both completed on the same day, you would be
able to filter one out).

For example, if you knew that the review you wanted to print was the one completed on
September 6™, 2014, you could enter the following in the date filter to filter out all but the one
completed on September 6th. This will work for any reviewer role or if no reviewer role is
specified:

AN~ L ———— -

- P PR
5rd P T

C—

E Response Required...

Reviewer Role SUPERVISOR R4

Review Completion Date From* 2014-09-05

To* 2014-09-08

This last bit is a little complicated so if you have additional questions, please don’t hesitate to
contact us.

Page |7 It’s All About Accountability




