myPerformance Quick Reference Guide (QRG)
Annual Review (for Employees)

How Does Your Annual Review Work?
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You and your manager will use the online forms contained in SuccessFactors to E " pemralns
conduct your annual review. In this guide, learn how to complete and submit the ot
form. Performance Farms Welcome to SuccessFact... My Goals ~
) Calibration yllsicnmi fn.ynurSuccss.sfam‘ws sy:si‘sm - FY14 - JHM Goal Plan
Getting Started
. . . . . . e A\, JOHNS HOPKINS
Your annual review performance form will be available in your inbox following ‘- i gy
your mid-year checkpoint meeting; you can use this form to track notes on your Reviews
perfqrmancg ’aII 'the way up to your annual review meeting. You will receive an My Forms
email when it's time to begin the annual review process. T
To access your Annual Review Performance Form, follow these steps: InProgress [ emepersege 10 T Shoing 1212
Inbox Mass Route Options  ~ | GO
e Click Home in the upper left corner of the screen. i Search
Completed ] Display Options
L CI|Ck Performan ce Forms from the drop down menu. fonine [# Form Title Employee [¥] Step Date Assigned Step Due Date [¥] Form Start Date Form End Date Form Due

Date [¥] LastModified [¥] SentFrom

e Click the link to your Performance Form from the list of forms. It will _ Date | Stepiue Form i | Form bue | Las '
begin with FY##, with ## representing the fiscal year being reviewed. vy mm 3

J7 FY14 - JHM JamesM  Annual O0BM6/2014 DB/30/2014 07/01/2013 08/30/2014 08i30/2014 0B/19/2014 James M
Performance Form  Dickinson  Review Dickinson
(5) for James M B
. . Dickinson
Completing an Annual Review Performance Form

The top of the performance form displays which review is currently pending —
either mid-year or annual review. The form works the same for either, but you Perfc James Dickinsen (dekins) ~ [ CHIEEORE A3 JOENS HOPKINS
should be aware of which review you are working on. This guide is intended to be S

used for your annual review at the end of the performance period. There is a
separate guide for mid-year reviews.

Back to: Inbox
. . L FY14 - JHM Performance Form (5) for James M SIEIREIES B O [ (@

The top of the performance form shows your employee information, which is Dickinson ) BEE a = o

populated automatically from SAP. If you see any errors, contact your manager

to have them corrected.

Due: 06/30/2014
Annual Review

- -
To complete the form, you will rate yourself and provide comments on your I . e o S e
performance during the rating period in three primary areas: :

[l »

FirstName: James
LastName: Dickinson

e Goals: The priority outcomes or results that you and your manager o _ . ... e
agreed that you WOUId aCCOmpI'Sh. These WI" be tranSferred to the ‘ Orgamzatlr:;aﬁneli :A::Dr:YEE\;EE‘:ISre;:maIETra\mng Community Relations
review directly from your Goal Plan in SuccessFactors. ————— Personnsl Ares: Jofns Hopians Heallh Gars

Position Begin Date:  10/15/2012

If your Goal Plan was not completed or did not add up to 100%, you will T O W P
. . . . . . nginator. uccessFactors Test System min_.
have one final opportunity to edit it in the annual review form. You can do e Review Peroc. 0710112012 - 08302014

Due Date: 06/30i2014

this by clicking the Edit Goal button (ﬁ) at the top right of any goal. Any
changes you make here will be audited in the system for your manager
to see.




If you did not enter any goals or need to add another one, you will need
to close and save the performance form and return to your goal plan.
You can access your goal plan by selecting Home in the upper left coner
and then Goals. These goals must add up to 100%. Once goals have
been entered you may return to your performance form.

Major Responsibilities (Essential Job Functions): The ongoing job
requirements and duties that are included in your job description.

Core Values: Behavioral standards expected of every Johns Hopkins
Medicine employee.

Your Overall Rating will be based on the degree to which you accomplished
your goals and major responsibilities while demonstrating our Core Values. You
will not be evaluated based on your professional development goals.

Entering Ratings and Comments

Scroll down the form and enter a self-rating for each Goal, Major Responsibility,
and Core Value.

To enter your ratings and comments:

Employee Rating: Click the drop down menu next to Employee Rating
and select the rating that you believe applies. You may also click the text
“Employee Rating” to see a detailed definition for each level of
performance.

Comments: Whenever you see a comments area, you may add
descriptive details about what you have accomplished. Comments are
required for every goal in your Goal Plan and optional in other areas of
the review. Type in the box to add comments that support your rating.

Complete this process for all sections of the review.

myPerformance Quick Reference Guide (QRG)

Back to- Inbox

FY14 - JHM Performance Form (5) for James M BEE #FELE B e @ e
Dickinson
Due: 06/30/2014
Annual Review &

3.1 Achieve a customer satisfaction rating of at least 90 percentile for services provided during
the second quarter
Category: Patient and Family-Centered Care

less detail | more
detail

‘Goal Name : Achieve a customer satisfaction rating of at least 90 Start Date : Weight : 50.0% Status : ‘;‘
percentile for services provided during the second quarter 07/01/2013 Complete L=
‘Goal Description : Satisfaction survey score Due Date : % Complete :

06/30/2014 100.0%

Rating by James M Dickinson:
Employee Rating: ' Sglact One... -

James M Dickins¢Select One. .

Maura E Walden's Comments:
Too New To Rate

1.0 - Unsatisfactory

2.0 - Needs Improvement

3.0 - Meets Expectations

% 4.0 - Exceeds Expectations

5.0 - Highly Exceeds Expectations

No comments

B 7 U

Size -

JHM 5 Point Scale

Scale value Description Detailed Information

Performance must improve significantly within a reasonable pericd of time if the

1.0 Unsatisfactory  individual is to remain in this position. Employee is not performing to the
requirements of the job.
Performance is noticeably less than expected. Usually performs to and meets job
Needs - : :
2.0 requirements, however the need for further development and improvement is
Improvement .
clearly recognized.
Performance clearly and fully meets all the requirements of the position in terms of
2.0 Meets quality and quantity of work. It is described as good, scolid performance. Minar

deviations may occur, the overall level of performance meets or slightly exceeds
all position requirements.

Expectations

Performance frequently exceeds job requirements. Accomplishments are regularly

4.0 EXCEEEJS above expected levels. Performance is sustained and uniformly high with thorough
Expectations .
and on time results.
Performance levels and accomplishments far exceed normal expectations. This
5.0 Highly Exceeds category is reserved for the employee who truly stands out and clearly and

consistently demaonstrates exceptional accomplishments in terms of quality and
quantity of work that iz easily recognized as truly exceptional by others.

Expectations

Close Window
Rating by James M Dickinson:
Employee Rating: 3 - Meets Expectations -

James M Dickinson's Comments:
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| was able to meet this target for all weeks of the second
quarter.




Submitting Your Performance Form

When you reach the bottom of the form, you may enter Overall Comments on
your performance. Then, you have three options:

Save and C.Iuse” Close Without Sauing] [‘c?' Send To Manager's Name J

e Save and Close the form so that you can review or revise it later.

e Close without Saving if you want to start again later. You will lose any
edits you have made.

e Send the form to your manager, so he/she can complete an evaluation
of your performance. Your self-evaluation is not complete until you
have clicked this button and confirm that you would like to Send the
form on the next page.

After you have sent the form to your manager, he or she will complete an
evaluation of your performance while being able to see your self-ratings and
comments.

Holding Your Annual Review Meeting

Once your manager has completed a review for you in the system, he or she will
schedule an Annual Performance Review meeting with you to go over your
progress from the previous year and share your final ratings with you.

Signature

After your Annual Performance Review meeting, your manager will route the
Performance Form back to your Performance Forms inbox. You will now be able
to review all of your manager’s ratings and comments on your own and add any
final comments you may have.

Once you have entered your comments, there are four options:
e Save and Close the form so that you can review or revise it later.

e Close without Saving if you want to start again later. You will lose any
edits you have made.

e Return to Evaluation if you believe something is inaccurate and would
like to return to the evaluation stage. This will route the form back to your
manager.

e Add Electronic Signature to sign the form and complete the evaluation
process. Please note that your annual review is not complete until
you add your signature by clicking this button and verifying the
choice on the next screen. Your signature does not imply
agreement or disagreement with your final rating.
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Back to. Inbox.

FY14 - JHU Performance Form (4) for Edward Employee 8 vEEE B @ [7)

|48 Retum 1o Evaluation
# Agd Electronic Signature
g
03l 1 Provice adminisivative suppon 1o gasionad faculty and stal 4.0-Top Performer 500% |-
G0al & Order and malntaln sugples and egyipmant 4.0~ Top Performer 400%
COre VaESICOmESIEnclEs 36140 30.0%
Ve Eg 2 3.0 - Above Average Performer
30 Above Muteage Pedommer
40 - Top Perdormes
4.0-Top Performer
4.0 - Top Perormer

re Valug: Equite, chlity

Signature of this form by the employee acknowledges that an Annual Review meeting has taken place. Signature does not iIndkcate that he employese is
inagreeminl with all manages commenls or alings

Emplayer
Edward Cmployee
Manager:
Magqgie Manager

Section Comments;
Managers Commenis:

Edward Empioyes's C :
Mo carmers B 7 U EE®E @@ G s - ¥

3

I agree with my managers ralings and comments.

Save and Close || Close Without Saving | 4 Retumn to Evalustion || Add Electronic Signature |3 1.1
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After the form is signed, the annual review process is complete and the
performance form is no longer accessible in your inbox.
Reviewing Completed Forms

If you would like to review any of your performance forms following submission,
locate them by following this path:

e Click Home in the upper left corner of the screen.
e Click Performance Forms from the drop down menu.

e Click Completed to view a list of all previous forms that have been
completed.

e Click the link to the Performance Form that you would like to review.

At this point, you cannot edit the ratings or comments in the form, but you can
review the details.




