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Roger Williams

Department of Hurman Besgurces

Performance Review Module Instructions for Supervisors

When the Performance Review process begins for the year, please
follow these instructions for each of your direct reports
that have been in their position for at least one year.

For employees in their position less than one year, please establish
Developmental Goals in the Supervisor Review section.
They will still receive the voluntary Self-Evaluation.

1. Log into the system using your RWU Single Sign on at:
o https://sso.interviewexchange.com/rwu/sso.jsp

On the Hirezon/Interview Exchange login page,
enter your email address and then

TAB into the password line.
Hirezon|EXEhange

This step will re-direct you to the
RWU single sign in page.


https://sso.interviewexchange.com/rwu/sso.jsp

Use the same login as Office365

(not necessarily your network password)

You will get a Duo Push

for 2-step verification

B® Microsoft

YOUREMAIL@rwu.edu

Enter password

Check for a Duo Push
Verify it's you by approving the r

notification

Sent to "YOUR DUO SELECTION

Waiting for approval

Other options

B Trust browser

Need help?

2. Click on the Performance Review Module

Hirezon!EXthange

4L

Applicant Tracking System

. ad

Onboarding / Contracts




3. The Performance Review Dashboard

Once you have logged in, you are able to see all reviews you have completed
in the system, including past reviews and those you are working on. You will
also see your personal reviews.

¢ In the system, always use the Year 202X option.
e Do not select Annual or AdHoc Reviews.

To see Reviews you have created, select "My Team Reviews" and the year.

Hirezon|EXchange

Dashboard Performance Rais

Assigned to Me | My Reviews

My Team Reviews
YEAR 2023

My Team Reviews | All Reviews | Start Review |

4. Creating a New Review

e Click on “Start Review”

Hirezon|EXChange

Dashboard
Assigned to Me | My Reviews | My Team Reviews | Start Review |

Performance Review




Here are the Form Categories

e Employee — This field sorts by name and will show a list of all employees.

Please be sure you select the correct employee from the list.
If you do not see your employee please contact HR to have them added.

e Position — If unsure, check the employee listing provided by HR.
e Supervisor — This will usually be you.
e Review Period — Always use the current "Year 202X".

e Department — A drop down list will appear.

e Template — Only appears after you fill in the Department. (rhere is only one option)

Here is what a complete Form looks like.

Create Performance Review

Employee: Jared Smith [Compensation and Benefits Associate] X
Position: Compensation and Benefits Associate

Supervisor: Joyce A Maynard [Mgr. Comp & Benefits] %X
Review Period: Year 2023 i
Department: Human Resources hd
Template: PERFORMANCE PLANNING and EVALUATION hd Iy

You can now click on “Create Form” to start the process.



5. Send fo

r Self-Review/Evaluation

e The first step is to initiate the Employee Self-Evaluation.

e Scroll to the bottom of the page and click

_l :- Send For Self Review

which

generates an email to the Employee informing them the review has begun
and they can now go in and complete their Self-Evaluation.

e The Self-Evaluation is voluntary for employees, but they do need to at

least se

9@l Complete Form

so the Self-Evaluation closes. The review

cannot be completed if the Self-Evaluation is not submitted, even if blank.

e You do not need to wait for the Employee Self-Evaluation to be completed
to begin the Supervisor review. You can start/edit any time.

recn-Scored | Reportable | vis

+ Supervisor Review

teon-Scored | Reportabls

réon-Scored | Reportabls

ron-Scored | Reportable

Hon-Scored | Reportabls

+ Supervisor Review

ron-Scored | Reportabls

recn-Scored | Reportabls

K Add New Section

+ Self Evaluation - Results of Previously Established Goals
ron-Scored | Reportabls | Visibbe for Self Review

+ Self Evaluation - Discussion Questions

+ Self Evaluation - Performance

Hon-Scored | Reportable | Visible for Seif Review

+ Self Evaluation - Future Goals & Objectives

ron-Scored | Reportabls | visible for SeIf Review

+ Supervisor Review -

+ Supervisor Review -

+ Supervisor Review -

+ Supervisor Review -

[ Complote Form _
| [ —
|k view Form q} Clome Lk :. send For s=if Revisw M pelcte & Changs Supervisor artach Fast Reviews

ible for self Review

Here is a visual aide to

show you where to click.

- Employee ID

Behavioral Summary

Performance Summary

Goal Setting (since last review, if applicable)

- Performance/Developmental Goals | (if applicable)

Overall Rating

CLICK HERE
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6. Reviewing and Responding to the Self-Evaluation

® \When the Employee submits the Self-Evaluation, even if they left it blank,
you will receive an email from the system.

® |n the Dashboard banner select “My Team Reviews”
® Click on the Edit Icon next to the Employee’s name

/elcome: RWU Hiring Manager Account Notifications (8) Help Instructions Logout

Switch Module

Dashboard

Assignedto Me | My Reviews | My Team Reviews | Start Review | Action ltems | GuestReview

My Team Reviews

YEAR 2023
EMPLOYEE SCORE APPROVER CREATED UPDATED COMPLETED STATUS ;EEbﬁE‘u‘
_; " RWU Employee 02/23/2023 03:04 PM EST 02/2372023 03:35 PM EST Form - In-Progress Complete

ADHOC REVIEW Edit Icﬂn

This will take you into the Self-Evaluation

Click on the “+” next to the words “Self-Evaluation” to expand each
section and see the Employee’s responses.

RWU Employee

Position: Position Title Here Review Period: Year 2023

Supervisor: RWU Hiring Manager Department: Academic Programs, UC

This form is intended to help you and your supervisor prepare for a meaningful discussion about your performance. Please provide information about performance highlights over the past 12
menths and identify current and/or future development and career growth opportunities by clicking on the + in each section to reveal the evaluation criteria.

If you wish not to participate self evaluation this year, please click COMPLETE Form below.

= Self Evaluation - Results of Previously Established Goals
'Lisz goals established from your last evaluation and the results achieved. If no goals were | Please enter response here. =

set, describe contributions you made during that time

Click + to expand each section

+ Self Evaluation - Discussion Questions
+ Self Evaluation - Performance

+ Self Evaluation - Future Goals & Objectives
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Here is what the Self-Evaluation looks like

e The Employee comments are in the green box.
e Your response, if any, is entered in the purple box.

AU Employes
Pronsticry Periltion Tithe Hece Bareirar Pprion par $20%
e e FoAL R A Dowrgusa P wuersd At ikl P iaaies,
s b et 1 Pl e id) s dabein i’ Bl IS0 B iebaiinegiul cedilion abenst yous piisrmbids. Plads piovide Informatisn Bboul peifarmbids gl onkd Lhe plit 12
Fhnilheh B sl Cuiren? B foF Tulund Sivilopen? Bfd CENei frosth Gpporunithes by dliking of the « B BEch ST DS il L dviluation eiibeila
I vy il S8 16 CRRICRSIES f drwibluiilbon SWS s, Sdaddah CURCK DOMAPLETE Fowrd Depiles,

= Self Evaluation - Reswits of Previously Established Goals

meai-hrcad | RRplrthbdd | PRad o T Bebrein

Lir gaal e abdibeid frge plns Lkt duibeilied bosd 5o sy bl Piwbwil H g goddi edbvd

i, Spucrite contrituticnn you made Suriny that e EMpiosnd Niiastad 1o fToda i ot s Faid

If copy won s clicked, all emplo

R Eimpalonyre [0 IOLD 1:13 Poa) Copy employee comments icon mjee ==

7. The Supervisor Review
® These are the 6 sections to be completed

e Click on the “+” sign to expand each section

+ Supervisor Review - Employee ID

MNon-Scored | Reportable

+ Supervisor Review - Behavioral Summary

Mon-5Scored | Reportable

+ Supervisor Review - Performance Summary

Mon-Scored | Reportable

+ Supervisor Review - Goal Setting (since last review, if applicable)

Mon-Scored | Reportable

+ Supervisor Review - Performance/Developmental Goals | (if applicable)

MNon-Scored | Reportable

+ Supervisor Review - Overall Rating

Mon-5Scored | Reportable



The online review process is based on the existing process.

Below are the sections to complete.

o Employee ID check the employee listing provided by HR if you don’t have that information.
e Behavioral Summary

e Performance Survey

e Goal Setting Since Last Review

¢ Performance & Developmental Goals

e Overall Rating

Completing the Review

You should work with your Supervisor for their input as you are
working on the review. When the Self-Evaluation has been
Submitted, you have completed the Supervisor review portion,
and there are no additional edits to make, click on:

Complete Form

Please remember that all fields in the Supervisor review are “required”
which means all fields need to have something in them for the form to
complete.

For Example, if you only have 2 goals but the system is set up for 5, you can

just enter “N/A” in the other spaces for goals so the form will complete.

Another time-saving feature is that your responses are automatically saved
so you can start and stop working on the form as needed. You will be able
to continue to edit the form until you click on the EEZFE=FISF S button
at the bottom of the page.



8. The Routing Window & Employee Responses

Once you have clicked the Template Routing screen will
appear. Please add to the routing your Supervisor, or the next level up

approver, in the box labeled Department/Office Head by clicking on the
Editicon = and typing the first few letters of their first name and selecting
the appropriate individual from the list. Then click the Save button.

Routing List

By acknowledging this form, the supervisor and employee certify they have read and participated in this performance planning & evaluation process.

Employee: Once you have met with your supervisor, you will be able to add your comments below regarding your evaluation here.

1. Department/Office Head

2. Employee Joyce Maynard Mot Sent

3. Supervisor Jared Smith Mot Sent

4. Human Resources Jared Smith Mot Sent

NEXT LEVEL SUPERVISOR'S NAME HERE

SAVE!

8

X U

X B

X

-
o

Once the routing is correct, click on

Send For Routing

possibly for comment.

This will send the completed form to your Supervisor for review and

You should discuss the review with your Supervisor before this point.
If needed, your Supervisor will return the form to you for editing.

Otherwise, your Supervisor will click on

Acknowledge Receipt

to send

the review to the Employee, for the In-Person meeting.

If your Supervisor returns the form for editin

g, you will need to click

on and ther

< send For Routing

to repeat the process.

Once your Supervisor has approved the form, you will see the Employee

is now listed as “Current Approver” so they can review the evaluation,
and respond if they wish, in preparation for your In-Person meeting.

10.
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Employee Responses & Comments — “Discussions”

In preparation for the In-Person meeting, Employees can leave comments for all parts

of the review, called Discussions.

As part of your preparation for the In-Person meeting, you will need to be sure and
review any comments made on the form to discuss in the meeting. Be sure to let the
Employee know when you are ready to begin your preparation, so they can complete
any comments while giving you adequate preparation time.

You are able to see comments using the View Icon next to the Employee's name in "My
Team Reviews". You will see them in real time as the Employee enters them, but you

will not be notified by the system.

Here is what it looks like when
an Employee leaves a comment.

=Y

4 |- Employee's Name

View Icon

Question
List goals esta

Are there any

L 2 ) List goals esta

Click on the icon to open the
Discussion.
Those in
viewed by you.
When you view the Discussion
the icon will turn black.

have not been

Responding to Employee Comments as Discussions

After the meeting, the Employee may ask that you respond to a Discussion
comment on the review. You respond to a Discussion by clicking on the

“y” sign next to it. Add in your response and then click "Back to Review".

[€ Back to Review

List of Discussions

= EMPLOYEE at 03/24/2023 02:33 PM !," (Editable for another 53 minutas)
| feel that | have achieved more than | am receiving credit for

[ SUPERVISORat 03/24/2023 02:34 PM ',- {Editable for another 54 minutes)
Flease provide examples of why you feel that way so we can discuss this,

Add response here...

<=

11.
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After the In-Person Meeting

At this point, if you have made a decision to change one of the scorings
based on the meeting, the Employee will need to send the form back to
you by clicking on "Edit and Resend" so you can make changes. Once
you have made your changes, you will start the routing again by:

e Scroll to the bottom and click on EEE&F IR EEY 2

e In the Routing screen click on | & sendforrauting | gt the bottom of the page

This will send the updated review to your Next Level Supervisor and then
the Employee.

9. Finalizing the Review

If the Employee requires no changes, or any changes have been made,
any Discussions requiring a response are complete, and the form is in

routing, the Employee will click on which

sends the form back to you.

Once you also click on the form will be routed

to Human Resources.

The Review process is now complete!

DON'T STRUGGLE.
IF YOU HAVE QUESTIONS PLEASE CALL HR.

Roger Williams

Department of Human Resources

12.
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Next Level Supervisors

Work with your Supervisors through the review process.
You see the final review in the system before the Employee.
o You will receive an email from the system.

If you have edits, communicate them outside of the system.

o Discussions are visible to everyone and are permanent.

If applicable, click "Edit and Resend" to have the Supervisor

make edits/changes.

You click on "Acknowledge Receipt"” to send the review to the

Employee.
In-Person Meeting happens.

Employee clicks "Acknowledge Receipt" or:

o If changes are made to the scoring, the Review opens
and is sent back through the routing so everyone can
approve the changes, starting with you and ending with
the Employee clicking "Acknowledge Receipt"

The review then goes to the Supervisor who clicks
"Acknowledge Receipt" to send the review to HR.

13.



Roger Williams

Performance Rating Descriptions

O = Outstanding Performance. Reserved for individuals who

regularly, consistently and substantially exceed overall expectations.
These individuals work with little or no supervision and produce work

that is exceptionally high in quality with an outstanding additional

contribution that deserves special recognition.

E = Exceeds Expectations. Results achieved occasionally exceed

performance expectations regarding this goal, project or behavior.

Demonstrates high level of effectiveness and judgement. Contributes

to the overall objectives of the department.

M = Meets Expectations. Results demonstrate effective

performance. Performance is reflective of a fully qualified and

experienced individual in this position. Viewed as someone who gets

the job done and effectively prioritizes work.

N = Not Meeting Expectations. Regularly has difficulty meeting

expected quality, quantity, customer service goals, behaviors and/or

timeliness standards.

Revised 4/24/2023
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