NSU CAREERS QUICK GUIDE: HR CONTACT- LOG IN AS ANOTHER EMPLOYEE TO ACCESS DIRECT REPORTS’

PERFORMANCE REVIEW INFORMATION

As, an HR Contact you are able to log in as another employee within your unit, giving you access to their performance
review information or if they are a manager this will give you access to act on their behalf with their direct reports.

Log into NSU Careers = Access the Recruitment Dashboard

# Aboutmev Myteamv My community v

Welcome you are logged in

Click Here to
Access the

Recruitment
Dashboard.

No data to display

No data to display

Once in the Recruitment Dashboard follow the below:

1. Click on the hamburger menu

= _PageUp®

Dashboard 1. Click here

i Current jobs

ON

Shorthisting

& 38 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. Some services are unsupg

Knowledge Portal.
2. Click here

Employee search

Settings Recent items

Talent search

New task

Dashboard

New Job Tota Shortlisting

My search committee jobs

) Financial Aid Associate
Manage jobs

My jobs quisition Number: 496524 Positions: 0 Vacancies: 0

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.

People Reports Settings Recent items Quick search Q

Select v

Employee search

[ 3. Type Name of Employee to Control ] X Search

[ setect lv\ First name Last name E-mail address Team Manager position Manager full name
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6. The employee card will appear, at the top right hand corner of the employee card select
“Control employee”.

- 0 X
manageEmployees/PerformanceEmployeeSummary.aspx?sData = UFUtViMixd 7TOVPMhEIIETTuBlqVRep 7ThZwWthq0SekqTi-Ax3RXIZ0eNLPLbn- FaRqKdlxjjx8 A4OtR6CnOG3wRAtSIDbL1UuNCILx..
6. Click
"
Control
"
employee

Add note

Add document
Edit employee
Control employee

View employee

Phone No.:
Cell No.:

Center /
College:

7. The employee’s dashboard you are impersonating will appear> Click My Team and select
“Performance Reviews”

© WARNING: You are controlling an employee. | —

# Aboutmev Myteamv My community v

Welcome are logged in

7. Click here and select
"Performance Reviews"

8. Under Status choose “All” or “Current” to see open performance reviews.
9. Click Search

¥ @ WARNING: You are controlling an employee.

# Aboutme v

My team v My community v

8. Select status "All" to see
direct reports of employee
you are logged in as

My team performance reviews

Employee first

\[name:
Level: All Employee preferred
name:
Status: All v Review process Select -
step:
Role: Al
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10. Look for the employee needed and click the down arrow.
- You will see that, at this point you have the option to view the performance review report in pdf,
view the progress report, the review process, and the employee’s development plan.
- Next to the drop down arrow if the review is open you will be able to select “Open review”, if
closed you will see “view report”

© WARNING: You are controlling an employee.

# Aboutmev Myteamv My community v

My team performance reviews

Employee first Employee last name: Clear Search
name:
Level: All " Employee preferred
name
Status: All - Review process Select ~
step.
Role: o

10. Click the down arrow

Employee Review process Review step

| P : .
e Review Complete Execy 920 31 Oct 2020 want to:# Z View report
Review AssiSEE -
D View the report
P | E oce uic -
NSU Annual Performance Emp O)Zee & Manager Exe( ] : : B 310 View progress report Open
Review - Supervisors Sign-Off Enrolf OHOWINC review
- - View the review process

NSU Annual Performance En‘s.o;"ee & Manager Data : 020 310 View the development plan Open

ET— Review Sign-Off ——— review

11. You can also access this information by clicking on the employee name.

© WARNING: You are controlling an employee.

# Aboutmev Myteamv Mycommunity v

My team performance reviews

Employee first Employee last name:

name:

Level: All - Employee preferred
name

Status: All & Review process Select v
step:

Role: N2

11. Click employee name

Employee Review step Role Startdate  Due date

NSU Annual Performance Executive

Review Complete R 1Sep2020 31 Oct 202
Review Assistant |

4
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Below steps will differ depending on the Review Step the employee is on.

For reviews in progress:

12. Click on the “Development and performance” tab, from here you can see the
employee’s development plan, activity, and the employee’ listing of Performance
reviews.

13. Click the down arrow next to the performance review and click view report to see a
pdf version of the performance review OR click open to open the employee’s
current review.

14. On this screen you can also move the review back one step, by clicking on the
Review step and when the box opens clicking submit.

12. Click on the

"Development and
performance" tab

Activity Pro Revelopment and performance

Development plan View development plan
Status Development activity Intended completion date Actual completion date
Complete  Return of the Sharks 29 Jul 2020

Complete Gramm:-Leach-Bliley Act (GLBA) Training 26 Mar 2018

13. Click the down arrow

Performance reviews

Review process Startdate Enddate Review Manager Review step Status

NSU Annual Performance 01 Sep 31 0ct 2 Employee & Manager Sign-  Current | want to.. s
2020 2020 Off

a

Open

View report

Option to click on name and move review

You should see option to open
or view report

For reviews in "Review Complete Step":

1. Click on the “Development and performance” tab, from here you can see the employee’s development plan, ¢
and the employee’ listing of Performance reviews.

2. Click the down arrow next to the performance review and click view report to see a pdf version of the perforn
review.
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12. Click on the
"Development and

performance" tab x

Activity Prof Development and performance

Development plan View development plan
Status Development activity Intended completion date Actual completion date
Booked Project Management Simplified

Booked Time Management Tips: Following Through

Complete  Return of the Sharks 27 Jul 2020

Complete  Gramm-Leach-Bliley Act (GLBA) Training 06 Nov 2018

13. Click the down arrow

Performance reviews

Review process Startdate End date Review Manager Review step Sta
NSU Annual Performance Review 01 Sep 2020 31 Oct 2020 Stephanie Brown Review Complete Complete | want to. [L]
View report
You should see the "view »
report” option to view a pdf S

report of review




