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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://www.interviewexchange.com/login.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.

My Team Reviews

YEAR 2023
R nian =

YEAR 2024

YEAR 2025 ‘/

If you or your Employee's job titles are incorrect.

Stop creating the form and correct the job title(s) first, using the 5 simple steps
to changing your job title in Interview Exchange. |~
Both titles should be corrected before el g

you "Create Form". e
r vounn.qu}( : ) Notif E;::mm .

02809

e | Action tems | Guest Review

Registration

= Edit Profile

2 YOURNAME 4_. so0) nd unders s tha Torme and Condltons
Next




4. Creating a New Review

Hirezon|EXthange

Performance Review Admin

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

e Click on “Start 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 — Same as the Directory. Copy & Paste from the Employee line.
e Supervisor — This will usually be you.
e Review Period — Always use the current "Year 2024".

e Department — A drop down list will appear.
e Template — Only appears after you fill in the Department. (there 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 & Benefiis] X
Review Period: Year 2073 w
Department: Human Resources l
Template: PERFORMAMCE PLANMING and EVALUATION i _-:’.,~

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



5. Send for Self-Review/Evaluation

e As soon as you create the form, immediately scroll to the bottom of the
page and click

4: J— Send For Self Review

e Here is a visual aide to
S e o v show you where to click.

Mon-Scored | Reportable | isible for Ssif Review

+ Self Evaluation - Performance

Mon-Scored | Reportable | isible for Ssif Review

+ Self Evaluation - Future Goals & Objectives
Hon-Scored | Reportable | Visible for Seif Review

+ Supervisor Review - Employee ID

Mon-scored | Reporeable

+ Supervisor Review - Behavioral Summary

rion-scored | Reporzable

+ Supervisor Review - Performance Summary

Hon-scored | Reporeable

+ Supervisor Review - Goal Setting (since last review, if applicable)
rion-Scored | Reportable

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

ron-Scored | Reporuable:

+ Supervisor Review - Overall Rating

reon-Scored | Reporuable

nAddNewsec:'CLICK HERE

[ viewrorm  Mcione [ e sendForselfreview  Mopsiste & changs supervisor

REPEAT THAT FOR ALL OF YOUR EMPLOYEES

1. 2. 3.
Hirezon EXhange Freste Ferformance fevie CLICK HERE!

Assigned o Me | My Reviews | My Team feviows | Al Reviews  Start Rnview

-l L Send For Self Review

e The Self-Evaluation is voluntary for employees, but they do need to at
least Complete the form. The review cannot be submitted for routing if
the Self-Evaluation is not submitted, even blank.

e Do NOT create two reviews for the same person. All you're doing is
creating more work for yourself because you will have to transfer everything you
did on the second review to the version that has the Self-Evaluation. Check your ¢,
Dashboard to make sure nobody is there twice in the same year.
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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

Hirezon| EXChange

Mankboowrd

FockpadiaMa | Uy Rusoet | Wy Team Rudows | Blot Blaviow | Ackssloms | Duccl Paview

My Team Reviews
YE&E #0532

ERFLGVER SCORE AFFRJOYER CEEATEDN IFDATER COMPLETED STATIS

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 i to help you and you mance. Please provide information about performance highlights over the past 12

urrent and/or future 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

'List 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




Here is what the Self-Evaluation looks like

e The Employee comments are in the green box.

e You do not need to respond to the Self-Evlaution.
o However, if you feel the need to leave a response, enter it in the purple box.

Pronstice Periition Titke Hers Barerbrar Pprioa par 2203
e T AL i M [ ] At Sy Pr oy nedy, L
T b it 10 Belp i G pour ludervties Brapiie 17 B iesanirefTul oftugilon Mboutl youd pREsrmais. Pl Brovide IASmation Bboul peifaimbite Rlgalghes o the pait 12
oiLPr Bl DSy Ourend B MO Tolord SdreiSieen ] CANRET roelh OGPPSR Dy DU S DS v B SECH SRCEESS DO ARl T R B D STIDRT
I v il S 10 G R ICREIES Jl g uuli e ShG b i, Sd el UK DOMAPLETE Fisrd Depies,

= Self Evaluation - Reswits of Previously Established Goal's

Peat-hotedd | RRporihDhd | VRSt B T Bree

L el e abdiibed Prge® pdes Lild fo bbbt dotd T svfaltd. o Pontril. H i bl i e -
i, dprite Contribution you made Surny that Hime ErMposntd Db bO=tad 10 SaTod biitann Qoo 3 Fabd -
If copy wan is clicked, all empla SONSES are
copied into superysory area. These gin be edited
Employee seff-evaluation b the s mpmn
A Dempnionrr [ERR 20 SO F 80 1 ) Erpioyre rrapossr Fo sritf rvoiustion ot here CDW Emp]nyge comments iKon * feeeyd

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



Completing the Review

When the Self-Evaluation has been Submitted and you have
completed the Supervisor review portion, with no additional edits
to make, click on:

Complete Form

This should take you to the Routing Page. If you are not directed there, it may
be because the Self-Evaluation hasn't been completed. Check your Dashboard.

If you are stumped getting to the next screen, call HR.

e 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.

Your Dashboard at a Quick Glance - Where is the Review in the Process?

The Status field will show:
e Form - You are editing the Review. Needs to be Completed and Routed.

e Routing - The closed/completed Review is in route (Approver column).

The Self-Review field has 3 statuses, that tell you:

e Not Sent - You didn't "Send for Self-Review".
¢ In-Progress - The Employee is working on it.
e Complete - Employee is done, Review can be completed.

EMPLOYEE SUPERVISOR SCORE APPROVER CREATED UPDATED CO-‘-‘IPLI:H:D\/ STATUS SELF-REVIEW

Shows who has

: 6/08/2023 | 06/08/2023 1155 AM EST —  Ahter HR
the Form in the

Acknowlesdgement

4 . Employee 1 Immediate Supenisor -N/A

A i - . Approval Routin L o= e
4 . Employee 2 Immediate Supenisor - P 8. 06/00/2023 | 0G/09/2023 09:56 AM EST
Poy P N[A or will be blank.

& »" Employee 3 Immediate Supenvisor — Jared Smith 51512023 | 05/19/2023 11:38 AM EST

When the Review is completed, a date will appear in the Completed field.

9.



8. The Routing Window

Once you have clicked the Template Routing screen will
appear. If they require it, please add to the routing your Supervisor, or the

next level up approver, in the box labeled Next Level Supervisor by clicking on
the Editicon ® typing their name, select them, 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. SAY«E t
=W i,
1. Next Level Supervisor Type in NLS's name here, then > A
2. Employee Employee's Name Not Sent X B
Mot Sent X

3. Human Resources Jared Smith

If the review is not going to the Next Level Supervisor,

click the X on that line to remove it. : =

1. Employee Employee's Name Not Sent

2. Human Resources Jared Smith Not Sent x

e Once the routing is correct, click on L. Send For Routing

e This will send the completed form to the person on the first line of the
routing, they will appear as Current Approver.

1. Employee Employee Current Approver
Name

e If you still see "Not Sent" next to the first person's name, it did not
send. There may be an issue with the form being incomplete, also
check the Self-Evaluation to make sure it's completed.

o If you get stuck, call HR.

10.



Change 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 "Return to Supervisor" 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

Please do not change the Routing. This routing will overwrite the original
routing, which means General Comments left the first time will be deleted.
If someone had left a comment the first time, they will need to repeat that.

9. Finalizing the Review

If the Employee requires no changes, or any changes have been made and

the form is in routing, the Employee will click on

which sends the form to HR for finalization.

The Review process is now complete!

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

Roger Williams

Department of Human Resources

11.
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Next Level Supervisors

e Work with your Supervisors through the review process and
let them know how involved you intend to be in the process.

e You can see the final review in the system before the
Employee, if you require that.

o You will receive an email from the system.

e |f you have edits, click "Return to Supervisor" to have the
Supervisor make edits and changes.

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

Employee.
e In-Person Meeting happens.

e 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"

o If you made a General Comment the first time, it will

need to be written again, as this routing will overwrite
the first time.

o After the Employee clicks "Acknowledge Receipt" the

completed review goes to HR for submission into the library.



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 3/6/2024
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