PEOPLEADMIN PERFORMANCE APPRAISAL PROCESS – SUPERVISOR ROLE
Welcome to the University of Dayton Online Employment and Performance Management System. The
Human Resources department has implemented this system in order to automate many of the paperdriven aspects of the employment application process, position management, and performance
appraisals.
You will use this system to:
1.
2.
3.
4.

Review Position Description
Review Postings
Search and Review Applicants
Communicate electronically with HR Administrators, Hiring Managers, Applicants, and others
involved in your hiring process
5. Perform Performance Evaluations on Employees
The HR department has provided these training materials to assist with your understanding and use of
this system.
Your Web Browser
The Employment Application System is designed to run in a web browser over the Internet. The system
supports browser versions of Netscape 4.7 and above and Internet Explorer 4.0 and above. However
some of the older browser versions are less powerful than newer versions, so the appearance of certain
screens and printed documents may be slightly askew. Please notify the system administrator of any
significant issues that arise.
The site also requires you to have Adobe Acrobat Reader installed. This is a free download available at
www.Adobe.com.
It is recommended that you do not use your browser's "Back", "Forward" or "Refresh" buttons to navigate
the site, or open a new browser window from your existing window. This may cause unexpected results,
including loss of data or being logged out of the system. Please use the navigational buttons within the
site.
The site is best viewed in Internet Explorer 5.5 and above.
Security of Data
To ensure the security of the data the system will automatically log you out after 60 minutes if it
detects no activity. However, anytime you leave your computer we strongly recommend that you save
any work in progress and Logout of the system by clicking on the logout link located on the bottom left
side of your screen.

GETTING STARTED
After entering the URL jobs.udayton.edu/hr in your browser, the “login screen” for the system will appear
and should be similar to the following screen:

Log in using your Novell network user name and password. This is the same user name and password
you use to purchase your parking pass on line if you are located on campus. If you do not remember
these credentials, you may contact the UDit Help desk at 229-3888. The help desk will require the last 4
digits of your social security number in order to give you the user name and password information.

PERFORMANCE APPRAISAL ACTIONS
Be sure you are logged in as a Hiring/Manager/Supervisor. Your role is displayed with your name at the
top of the screen. If you are not, you can change your role by selecting the “Change User Type” option
on the left-hand navigation bar. To begin a performance evaluation as a hiring manager/supervisor, click
on the “Begin New Evaluation Link” on the left-hand navigation bar.

Click on Start Action under the “Performance Appraisal Research Personnel” option on the menu.

A list of employees who report to you will display as follows:

To initiate the process, click on Start Action below the Classification Title and the following screen will
appear. There are links across the top of the evaluation form that you can use to navigate through the
form or you will also see a link that reads “Continue to the Next Page.” Navigate to the “Evaluation
Details Tab.”

To initiate a system generated email to the employee to begin the self-evaluation part of the performance
appraisal, you will need to complete the following fields:
•
•
•
•
•
•

Evaluation Cycle
Evaluation Cycle Begin Date
Evaluation Cycle End Date
Other Users in Department Who Need Access to this Evaluation
Appraisal Completed by
nd
2 Level Supervisor

When selecting the “Other Users in Department Who Need Access to this Evaluation,” the names in the
list are only those who also have the role of “Hiring Manager/Supervisor” within your department. If you
intend for others to be able to see this performance appraisal action, you will need to move their name to
the “Selected” box on the form. Always be sure to move your own name to the “Selected” box. To
initiate a system generated e-mail to the employee to start their self-appraisal, click on the link at the
bottom of this page titled “Preview Evaluation.” When the employee receives this notification to perform
their self-evaluation, they will not be able to edit the “Evaluation Details” or their “Current Job Description.”
Editing the “Current Job Description” is done through a different process.

Click on the radio button next to “Send to Employee for Self Evaluation,” then the “Continue” button. Note
the blue word “Edit.” If you decide you want to edit your work, you can do so by clicking on this link.

You will be asked to confirm your decision.

You will receive a notice that the performance appraisal has been initiated.

You will need to do this for each employee who reports to you.
COMPLETING THE SUPERVISOR’S PORTION OF THE EVALUATION
The employees will complete their self evaluation and you will receive a system generated e-mail from
each employee as they complete their part. In order to complete the supervisor’s assessment of the
appraisal, select the link titled “Active Evaluations” from the navigation bar on the left hand side of the
screen. A list of all the active evaluations will display. Click on “View” to open an evaluation to do your
work. Note the “Status” column. This tells you the status of the evaluation for each evaluation that you
have initiated.

Click on “Edit” to open the evaluation. Note that your options have change as to whom you can send the
evaluation to when you are finished. Depending on the workflow for your group, you can complete your
part of the evaluation, then send back to the employee or send to a second level supervisor for review
before you talk to the employee. The navigation for editing as a supervisor follows the same path as it
does for an employee, except the boxes change so that you can enter your comments. You cannot
change the employee’s comments about their self assessment. You will be able to edit goals. This would

also be the time when you should schedule your face-to-face discussion with the employee about the
performance review.

After you have entered your comments, select the radio button next to the option to “Send to Employee to
Review Evaluation.” This will create a system generated e-mail telling the employee they can review your
comments. The employee will review the comments, then send back to you acknowledging that they
have read the review. If they disagree or want to add additional information, they can do so utilizing the
tab titled “Attach Documents.” At this point in time, you options will change again under Evaluation Status
so that you can send to HR for filing.

