NSU CAREERS QUICK GUIDE: HR CONTACT- ACCESS PERFORMANCE REVIEW INFORMATION THROUGH THE

ORGANIZATION CHART

Through NSU Career’s organization chart in the Employee Dashboard, you can access the performance reviews of direct
and indirect reports for an employee you are impersonating.

Log into NSU Careers = Access the Recruitment Dashboard

# Aboutmev Myteamv My community v

Welcome you are logged in

Click Here to

Access the

Dashboard.
No data to display

No data to display

& Team Performance Reviews -

i

Once in the Recruitment Dashboard follow the below:

1. Click on the hamburger menu

Dashboard 1. Click here

i Current jobs

ON

ta Shorthisting

O Financial Aid Associate

2. Click Employee search
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ment. No e-mails are sent and any changes will not affect live data. Som¢

Knowledge Portal.
2. Click here

Employee search

Talent search

New task

Dashboard

New Job Tota Shortlisting

My search committee jobs

Financial Aid Associate
Manage jobs

My jobs quisition Number: 496524 ositions:

My sourced jobs

3. Type the name of the employee you are trying to impersonate
4. Click on the box next to the employee name.
5. Click view.

@ This is a training/testing environment. No e-mails are sent and any changes will not affect live data. Some services are unsupported - for more information, please see the Knowledge Portal.

Settings  Recent items

Select v

Employee search

[ 3. Enter name of Employee ] x  Search

et |w| First name Last name E-mail address Team Manager position
4. Select
Employee

6. On the upper right-hand corner, click “Control employee”.

Manager full name

A PRy S Sse—" s— R URSSS S vEE. === PE—— " T ey cam———

IQ Evelyn Huke - PageUp People - Google Chrome:

{ @ adminuat.dcd.pageuppeople.com/v5.3/provider/manageEmployees/Perf ancek; weSu ary.aspx?sData = UFUtViMxd 70VP

6. Click

"
Control
" Add note
emp'oyee Add document
Edit employee
Details Control employee
View employee
Address: Florida, United States Phone No. —
E-mail: Cell No.:
Position: Executive Dir - Enroliment Svc Center /
College:
Department: Department

7. The employee’s dashboard you are impersonating will appear, click on “My Team” and select
“Organization Chart”.



NSU CAREERS QUICK GUIDE: HR CONTACT- ACCESS PERFORMANCE REVIEW INFORMATION THROUGH THE

ORGANIZATION CHART

Message will appear on the top

© WARNING: You are controlling an employee. of screen

#A Aboutmev Myteamv My community v

Welcome . are logged in

7. Click here and select

"Organizational Chart"

The Organization Chart will open, here for direct reports of the employee you are impersonating you
will be able to: Open a review in progress, view their development information.

L] : You are ¢ ing an

Yc_)u have the ability to open reviews for
VP, Enroliment and Student Svc direct reports of the employ“ you are

logged in as, if they are in progress.

Position: VP, Enroliment and Student Svc
Incumbent:

Dir of Rsrch,Analysis,& Assmnt Flags ~
Employee:

Performance: Employee & Manager Sign-Off Open review

Learning Development plan  View current and upcoming learning

View profila details

8. For Direct Reports click on view details.
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© WARNING: You are controlling an employee.

#A Aboutmev Myteamv My community v

My team DIRECT
REPORT

VP, Enroliment and Student Svc

Position: VP, Enroliment and Student Svc
Incumbent: 8. Click here

Dir of Rsrch,Analysis,& Assmnt Flags ~

Employee:
Performance: Employee & Magifer Sign-Off Open review

Learning: Develop plan View current and upcoming learning

View profile  View details

9. Click on the Development and performance tab. On this tab you are able to move the review back one step.
10. Click the down arrow on the bottom right to open a review in progress or view a pdf copy of the

performance review report.

9. Click on the
"Development and T
performance" tab x

Activity Pro Revelopment and performance

View development plan

Development plan

Status Development activity Intended completion date Actual completion date
Complete  Return of the Sharks 29 Jul 2020
26 Mar 2018

Complete Gramm-Leach-Bliley Act (GLBA) Training

10. Click the down arrow

Performance reviews

Review process Startdate Enddate Review Manager Review step
NSU Annual Performance 01 Sep 31 Oct 2 Employee & Manager Sign-  Current | want to.s H
Review 2020 2020 off
Open
View report

Option to click on name and move review
one step

Move performance review to previous step You I 'd o ' to open
- or view report

Review process: NSU Annual Performance Review

Clicking Save viill mave this review back from the current step Employee & Manager Sigr
OFf' to the previous step ‘Manager and Employee Meet and Review'. If you do not wish to
move the review back to the previous step, please chck Cancel

Subme | Cancel
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*View of indirect report view of employee card

My team INDIRECT

REPORT

o

Enrollment and Student Svc > Executive Dir - Enroliment Svc

Executive Dir - Enrollment Svc

Position: Executive Dir - Enroliment Svc
Incumbent:

To view pdf of

performance review

Administrative Assistant || Flags ~

Employee:
Performance: Manager Review of Employee Self Assessment View report

View profile  View details



