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Self Service: Performance Management
Completing the Orientation Review Summary

Overview

This document describes the steps to completing the Orientation Review Summary for new employees as they complete
their orientation period (also known as the 90-Day Review). Like any other performance management procedure, the
employee and manager will also meet to discuss the form and provide verbal feedback.
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Guidelines for Completing the Orientation Review Summary
You and your manager can follow these guidelines when completing the Orientation Review Summary:

a) Your manager completes the form by answering the questions and providing an overall summary of your job
performance.

b) You review the document and discuss it with your manager. Your manager marks the document as having met
with you.

c) You enter any additional comments, then acknowledge that you have reviewed the document and met with your
manager.

d) Your manager reviews your comments, and marks the document as Completed.

e) Both you and your manager can be view the completed document in the historical documents page (Self Service
for the employee, Manager Self Service for the manager).
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Navigating to the Goal Setting Document
Once your manager has marked the document as ready for your review (“Share With Employee” status):
1. Access the Orientation Review Summary through Quick Links or the PeopleSoft Menu:

Menu [=I || Quick Links - Self Service (=]
Search: 8s i Personal Information
| @ =¥ Personal Information
[ My Favorites =l Confidentiality Aqreement
[» Harvard Processes =] Home & University Mailing Addr
[ Harvard Reports =] Emergency Contacts
|- Self Senvice
[ Manager selt Service E?’; n;gsﬂ;ngﬂpa:mll
[ Workforce Administration - yro
[ Compensation [=] Benefits Enroliment
[> Time and Labor I=| View Paycheck
[ Payroll for Morth America I] Direct Deposit
[> Global Payroll & Absence Mgmt =] W-4 Tax Information
I Workforce Development = View W-2/W-2c Forms
> Enterprise Learning el Time and Absence
[ Workforce Monitoring o Time and Absence
[ Set Up HRMS
[» Enterprise Components I=] Absence Reguest )
I» Reporting Tools g %ﬂsﬂ‘
[ PeopleTools =
— MessageMe 8 Performance Management
— Privacy Statement i7=¥ Performance Management

=] v Pe 3 e Nioles
Iy Current Documents
1=l My Historical Documents
Il Evaluation Reguests for Others
[=| Current Evaluations for Others
I=] Historical Evals for Others

Menu Navigation: Self Service > Performance Management > Performance Documents >
Current Documents

2. Access the form by clicking Orientation Review Summary in the Document Type field (noted in the image below).

Note the status is “Share w/Employee.” You cannot access the details of the document until it is in this
status.

Current Performance Documents
Daniels,Caroline

Listed below are your current performance documents.

Performance Documents Personalize | Find | View Al B8 | 3 First £ q2072 [0 Last

:E;'pme Document Type Begin Date End Date Job Code Description  Status Manager

90909090 [Orientation Review Summary 08132013 111342013 Cuoordinator Share wiEmployee Susan Spinelli
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3. The Document Details screen appears. Click View.

Current Performance Documents
Document Details

Caroline Daniels, Financial Administration Dir
Orientation Review Summary: 08/13/2013 - 11/13/2013

Performance Document Details

Employee: Caroline Daniels Job Code Description:Financial Administration Dir
Document Type: Orientation Review Summary Period: 08/M3/2013- 111312013
Template: FY14 - Orientation Review Document ID: 7740
Manager: Susan Spinelli Status: Share wEmployee
Document Progress
Step Status Due Date Action Hext Action
Review Manager's Document L} share 11/08/12013 View

wiEmployee

Review the Document
4. Review the form as described below, and if you choose to enter comments, click lﬂl
Employee Information

Gener_al ir_lformation about the qocumem: Performance Document - Orientation Review Summary
including its current status, is displayed.

Manager Evaluation

Caroline Daniels, Financial Administration Dir

e Click Return to Document Detall to go Orientation Review Summary: 08/13/2013 - 11/13/2013
back to the document detail page. Author: Susan Spinelli Role: Manager
Status: Share wiEmployee Due Date: 11/08/2013

Approval: Mot Required

e Click Expand All to view the full detail of

ea_Ch Section of the document_ The status of this evaluation is Share With Employee, meaning that your manager has completed
their evaluation and made it available to you for review. In this status, you may enter comments in

the Employee Comments section, if applicable.

[ Click % to print a PDF copy of the At any time you can save any entries you make on the evaluation by selecting the Save button.
document.

| save | =1 Return to Document Detail

o Click %3 it you enter any
comments. Expand All Collapse All Expand Sections

Feedback Topics

= Section Header

e Click II to expand an individual topic to [ Feedback > summary - Comments
reVieW the description and your The Orientation and Review period is a critical time to ensure you discuss and clarify your staff
y member's job goals and your expectations
manager’s feedback.

Please click on expand to view andior provide your comments in the following areas:
Expand Collapse

¥ Areas of Strength

e Click Expand to open all three topics.

« Areas of Improvement

Description : Are there any areas of improvement? What additional training/support is

needed to make these improvements?

Comments: Caraoline needs to continue to gain knowledge about our department and where it
intersects with our internal Harvard clients. She can accomplish this through on-the-job
informal training with other members ofthe team

Created By Templatz 09/05/2013 10:49AM
Last Modified By Susan Spinelii 05/08/2013 10:40AM

} Job Responsibility
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Overall Summary

+ Qverall Summary

Review the rating your manager selected

and the overall summary comments. - Summary | Comments
_ @ WMeeting Expectations Mot Meeting Expectations Partialty Meeting Expectations
. =l . .
o Click [ to view a description for each Rating: Mesting Expectations B
ratlng. Comments: COverall, Caroline is doing a terrific job as she learns about her

responsibilities. Her positive attitude and excellent work ethic are a great
penefitto the department.

Employee, Manager Comments

¢ Employee Comments: You can enter — Employee Comments
any comments now, then click

Save ‘: Summa
| Sae ) ry

Employee’s comments before acknowledging the evaluation.

Before you “Acknowledge” the Comments: E
document, you will have another
opportunity to add or edit the comments.

A

e Manager Comments: View-Only. If
managers have additional comments = Manager Comments

after meeting with you, they will display

here.
Managers comments before completing the evaluation.

Comments:

Meeting with your Manager

Once you have reviewed the document, you can meet with your manager for review. No action is required in PeopleSoft.
After you have met, your manager will mark the document “Met with Employee.” The next step is for you to “Acknowledge”

the document.

Acknowledging the Document

Once your manager updates the document status to indicate that you have met to review the document, you will receive
an email to acknowledge that you have reviewed the document and have reviewed it with your manager as well.

Current Performance Documents
5. From the Document Details page, Document Details
click View or Acknowledge.

Caroline Daniels, Financial Administration Dir
Orientation Review Summary: 08/13/2013 - 11/13/2013

Performance Document Details

Employee: Caroline Daniels Job Code Description: Financial Administration Dir
Document Type: Orientation Review Summary Period: 08M13/2013- 111372013
Template: FY14 - Orientation Review Document ID: 7740
Manager: Susan Spinelli Status: Met w/Employee
Step Status Due Date Action Next Action

. , Met ;
Review Manager's Document €O wiEmployee 11/08/2013 View Acknowledge
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Performance Document - Orientation Review Summary

6. Click MMWERWW}_ Manager Evaluation

Caroline Daniels, Financial Administration Dir

. 1 . . Orientation Review Summary: 08/13/2013 - 11/13/2013
oK
7' CIICk |—| on the Conflrmatlon Author: Susan Spinelli Role: Manager

page. Status: Met wiEmployee Due Date:  11/08/2013
Approval: Mot Required

8' Once yOUr ma‘na‘ger has completed The status of this evaluation is Met with Employee, meaning that your manager has met with you to
the document, you will be able to review the performance document. In this status, you may enter comments in the Employee

review it from the Historical comments section, fappliesole
DOCU ments page in Self Service At any time you can save any entries you make on the evaluation by using the Save button. If you are

ready to acknowledge the evaluation, select the Acknowledge button.

| sae || MkﬂoMedgeReﬁeﬂI =3 Return to Document Detail




