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Performance Management Overview and Definitions
Overview
The new UAMS online employee performance evaluation system has been developed to provide a
consistent, objective method for evaluating performance across the institution in support of the
UAMS mission to improve the health, health care, and well-being of Arkansans and of others in the
region, nation and the world. Managers/Supervisors will conduct mandatory, annual employee
evaluations using an online system that provides a method for measuring job performance,
identifying strengths and areas for improvement, coaching and development and recognizing
achievements.
This manual is designed to provide you, the manager/supervisor, with the knowledge to complete
your online annual employee self-evaluation and 90 day evaluation.
Requirements:
All managers/supervisors or designee’s must attend the computer based training called “OPES
(Online Performance Evaluation System) Review For Current Managers prior to gaining access to
the Managers Self Service (MSS) tab in ESS. To directly register for this course please go to this
link:https://uams.sumtotal.host/core/pillarRedirect?relyingParty=LM&url=app%2Fmanagement%2FL
MS_ActDetails.aspx%3FActivityId%3D20443%26UserMode%3D0. At the end of each activity a
prompt will come up asking you to close or Launch, you will select close to receive credit for
completing the training. After you have been recorded as completing the classes in MyCompass if
you do not have ESA access in SAP a User Access form will need to be completed and sent to
SAP Security. This form can be found at http://inside.uams.edu/sap/wpcontent/uploads/sites/29/2018/06/SAP-User-Data-Access-Request-Form.pdf. Once the form is
processed you will have the roles needed for the MSS tab and the tab will be added to your ESS
profile.
Before creating evaluations in the Employee Self Service (ESS) as an assigned designee:
o PA Processor Role– This role allows the designee or administrator designee
to assign manager relationships and manager substitutes (please see pg. 10
on how to setup this relationship)
Definitions:
Manager/Supervisor – The Manager/Supervisor is the employee’s direct manager or
supervisor. Only the Manager/Supervisor will score the evaluation and review it with the
employee. However, they may receive input from others with collaborative relationships with the
employee when formulating their evaluation.
Substitute Manager/Supervisor – The Substitute Manager/Supervisor is designated by the
Manager/Supervisor or by another authorized person to allow a non-direct manager or
supervisor editing capabilities on the employee’s evaluation. This person does not score or
review the evaluation with the employee.
In Preparation – In Preparation is the first phase of the evaluation process. This is the initial
set up of the employees evaluation. This process includes creating the initial document or
copying the document to the employee or others. The substitute Manager/Supervisor and the
review dates are assigned in this phase only.
In Planning – The second phase of the evaluation process is the ‘In Planning’ stage. The
Manager/Supervisor or substitute is working on the evaluation or has not yet notified the
employee that their self-evaluation is due. During this phase of the evaluation, the major job
responsibilities, standards and goals are set with the employee.
NOTE: This is the only phase in which changes to the major job responsibilities and
goals can be made. The Manager/Supervisor will review the evaluation with the
employee at the beginning of the evaluation period. It is a best practice to also rePage 4 of 73

review the job description at this time with the employee as things may have
changed over time.
In Review – The employee is required to complete a self-evaluation; this will be the stage until
the self-evaluation is completed. (Employees scoring themselves as 4s can be asked to submit
attachments for support of that score during this phase)
In Process – The third phase of the evaluation process is the ‘In Process’ stage. The
Manager/Supervisor is in the process of scoring, and adding comments to the employee
evaluation. (Comments should be as specific and measurable as possible to allow for growth
and understanding)
Completed – The evaluation scoring process has been completed. The Manager/Supervisor
has reviewed the evaluation with the employee. The employee has signed off that they
reviewed their evaluation with their Manager/Supervisor and then the stage will be ‘Completed’.
Review Dates – The review start date is located within SAP using transaction PA20, on
Infotype 41, locate the Z6 Review date. The ending date is 364 days later. The MSS Reports
also has this information.
Validity Period Dates – The Manager/Supervisor is appraising the employee for this timeframe.
Example – If the review start date is 2/16/XXX, the valid review period for their annual
evaluation will be 2/16/19 to 8/31/20 or 9/1/2020-8/31/2021.
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OPES Process for a 90 Day Evaluation
In Preparation

(Manager/Substitute)
Verification of correct information: employee, appraisal document, review dates, manager, and/or substitute(s).

Save and Exit Document (to stay in this step of the process or status)
Execute (to move to next step of process, “In Process”)

In Process

(Manager Only)
Manager answers the questions at the top, scores and adds comments/attachments. Stay in this step of the process
until the evaluation discussion has occurred.

Save and Exit Document (use this option until you have met with the employee)
Manager Reviewed with Employee/Empl Sign Off (select after evaluation
discussion)

In Process/Employee Review

(Employee Only)
Employee reviews and signs off that s/he received the evaluation with their manager/supervisor.

Save and Exit Document (to stay in this step of the process)
Employee Evaluation Complete (to finalize the evaluation)

Completed

A 90-day evaluation is created by the OPES on the employee’s 60th day of employment, along with
the manager notification email, with the exception of those who started in a temporary position
(they do not receive 90 day evaluations). The system auto generates these initial 90 day
evaluations at this time.
If a manager/supervisor wishes to extend the probationary period, the manager/supervisor must
manually create a second template using the following dates:
Validity Period = date of hire
To = the 180th day of employment
**A reminder notification will not be sent for extended evaluations; please note the due date on
your calendar. Also, if the initial 90 day evaluation was not completed within the 90 day window an
extension of the probationary period cannot take place.
Departmental transfers do not have a 90-day probationary period; an evaluation is not generated,
nor required.
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Online Performance Evaluation System Process
In Preparation (Manager/Substitute)

Verification of correct information: employee, appraisal document, review dates, manager, and/or
substitute(s).

Save and Exit (to stay in this step of the process or status)
Define Objectives (to move to next step of process, “In Planning”)

In Planning

(Manager/Substitute)
Creation of the appraisal document:
First Tab: Add Job Title and Position Summary
Second Tab: No work needed at this time
Third Tab: Determine number of Job Responsibilities and weight each (they should be weighted by the percent
of time they spend on the activity and add up to 1). SAVE (upper left)
Copy and Paste (Ctrl V) each Responsibility and Standard. SAVE
Fourth Tab: Add goals in this step of the process
Create evaluation, share with employee, and stay in this step of the process until it is time for the employee to
complete their Self-Evaluation.

Save and Exit (to stay in this step of the process until it’s time for the
employee to complete the Self-Evaluation)
Employee Notification of Self-Evaluation (sends an email to the employee
requesting them to complete Self-Evaluation)

In Review

(Employee Only)
Employee scores the second tab, which may be the UAMS Mission and Values or Circle of excellence or UAMS
Core Competencies, and each Job Responsibility on the third tab adding comments/attachments to support
scores of 4.

Save and Exit (to stay in this step of the process)
Employee Self-Evaluation Complete (sends notification email to manager stating the
employee has completed their self-evaluation. Now the manger can score of the
evaluation)

In Process

(Manager Only)
Manager scores the UAMS Mission and Values and each Job Responsibility and adds comments/attachments
(to support scores of 1 or 4). Stay in this step of the process until the evaluation discussion has occurred.

Save and Exit (use this option until you have met with the employee)
Manager Reviewed with Employee/Empl Sign Off (select after evaluation
discussion)

In Process/Employee Review

(Employee Only)
Employee reviews and signs off that s/he reviewed the evaluation with their manager.

Save and Exit (to stay in this step of the process)
Employee Evaluation Complete (to finalize the evaluation)

Completed
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Performance Evaluation Rating Scales

UAMS 90 Day Performance Evaluation Rating System
The 90 Day performance evaluation system will utilize the following four (4) rating categories to
determine overall scores of employee performance. This form will be used by all UAMS employees,
both classified and non-classified.
(4) Exceeds Standards (requires supporting documentation)
Performance was clearly exceptional and greatly exceeded the standards and expectations of this
position.
(3) Above Average
Performance exceeded the standards and expectations of this position.
(2) Satisfactory
Performance met the minimum standards and expectations of this position.
(1) Unsatisfactory (requires supporting documentation)
Performance was significantly below the minimum standards and expectations of this position.
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UAMS and RN Performance Evaluation Rating System
The performance evaluation system will utilize the following four (4) rating categories to determine
overall scores of employee performance and potential award increases.
(4) Exceeds Standards (requires documentation)
Performance consistently exceeds position requirements and management expectations.
Resourcefulness and depth of knowledge are the highest quality. Job responsibilities are
accomplished in an exceptional manner with minimal direction. Performance is characterized by
taking initiative, regularly going beyond what is expected, and excellent outcomes.
(3) Above Average
On a regular basis, performance is characterized by high quality and quantity of work that exceeds
most position requirements, key objectives, and management expectations. Employee consistently
demonstrates above average skills and abilities. Tasks are accomplished in a highly effective
manner with limited guidance and direction.
(2) Satisfactory
Overall performance meets work objectives and management expectations. Improvement and/or
development may be needed in specific areas to fully meet all performance expectations. Employee
demonstrates adequate knowledge of job duties and most responsibilities are accomplished with
normal supervisory guidance/direction.
(1) Unsatisfactory (requires documentation)
Performance does not consistently meet defined management expectations and job standards. The
employee is not doing the job at the level expected for this position. Employee requires frequent
guidance/direction, close supervision, and/or redoing work. Improvement and/or development are
necessary.
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Section 1: Annual Evaluations
Unit 1: Assigning or Removing Manager Substitutes in SAP/ESS
Objective
If someone will be assisting the Manager with the creation of evaluations this person must be
assigned as a manager substitute in SAP/ESS. This enables the substitute to see the managers’
employees in the ‘Create Multiple’ employee listing. Please note that this does not give them
access to any employee evaluations. A substitute relationship is based on the position number of
the Manager/Supervisor and the SAP ID of the substitute, and possibly a date range. This unit
teaches you how to add and remove manager substitutes.
Adding a substitute on an employee evaluation gives them access to the evaluation. They will have
this access until they are removed from the evaluation. If the manager substitute will also assist in
the building of an employee’s evaluation they must be added as a manager substitute on the
evaluation during the ‘In Preparation’ status of the evaluation.
NOTE: ESS requires either Internet Explorer, version 10 or below, or Mozilla Firefox to
properly function, with pop-ups enabled.
Lesson 1a is how to create a Manager/Supervisor substitute.
Lesson 1b is how to remove a Manager/Supervisor substitute.
Lesson 1a: How to create a Manager/Supervisor substitute
Step 1: Open a web browser to https://enterprise.uams.edu/irj/portal
Step 2: This opens the SAP NetWeaver Log on screen. Log into ESS using the same username
and password you use to log into your computer each day.
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Step 3: This opens the main Employee Self-Service page.

Step 4: Locate the ‘UAMS Applications’ tab.

Step 5: Click on ‘Human Resources’ and the following screen should appear:

Step 6: Click on the blue underlined link which reads ‘Dept. Structure and Maintenance’ to display
the org unit table.
Step 7: The table view should default to the organizational unit in which you reside. If you have
previously used this org unit interface it will default to the last org unit you viewed or edited.
If the manager is not showing in the current org unit a search must be done. Click in the box to the
left of the word ‘Substitutes?’. This places a check mark in the box and all substitutes for the
manager will show.
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Depending on your SAP security rights, you may be able to view, change, or create information.
Any Employee may view the information.
Employees who have the SAP HR Processor role (Designee) in will have full rights to
view, change and create information.
Employees who are a manager or supervisor, rights are possibly limited to viewing
only.
If you are a manager or supervisor and do not have access to add a sub/designee,
please contact the HR Generalist assigned to your area to assist you.
Step 8: Click the yellow ‘Search’ box.
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Step 9: Key in the managers last name , first name. Be sure there is a space on each side of the
comma. If they are already highlighted, click on the ‘Ok’ box. If not, click on their name in the
‘Search Results’ table to select them.

Lesson 1b: How to remove a Manager/Supervisor substitute
In Lesson 1a repeat Step 1 through Step 7.
Step 1: Click ‘Search’ to search for the Manager for which a substitute/designee needs to be
removed.

Step 2: If the manager is already highlighted, click on the ‘Ok’ box. If not, click on their name in the
‘Search Results’.
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Step 3: The employee/manager may have several roles. In the second column, the role is shown.
Click on the ‘is Manager of’ line. They may be a manager for more than one org unit. Click on any
one of them.

Step 4: Click on the substitute’s/designee’s name that is to be removed.

Step 5: Verify the displayed information and then click ‘End Sub’ in the lower right.
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Step 6: Confirm the displayed information is correct. Note at the top of the column above the word
‘Create’ there is the word ‘End’. Click on the word ‘Create’ to end the relationship of the manager to
the substitute/designee.
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Step 7: Once back to the org unit table check to be sure the substitute/designee no longer shows
under the manager.

End of Transaction
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Unit 2: Create an Online Performance Evaluation Document
Objective
In order to give an annual evaluation to an employee, the initial employee evaluation document
must be created before the evaluation period starts. Before beginning this process, the following
must be considered.
Obtain a copy of the employee’s Position Description, preferably an electronic copy.
Determine the employee’s annual evaluation period.
Will substitutes be added to this evaluation? If yes, who?
NOTE: The words appraisal and evaluation are used interchangeably in this manual.
Lesson 1: Creating a Performance Evaluation Document
This lesson provides you with the steps to create an annual employee performance evaluation
document.
This can be completed by the Manager/Supervisor or a manager substitute.
Step 1: Open a web browser to https://enterprise.uams.edu/irj/portal
Step 2: This opens the SAP NetWeaver Log on screen. Log into the site with the same username
and password you use to log into your computer each day.

NOTE: If at any time during your ESS session, you receive the error message ‘Error while
processing your request!’ close all ESS windows, except for the main Employee Self-Service page
then click on ‘Log off’. This is located in the upper right corner of the window to the left of the SAP
logo. Now log in again.
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Step 3: This opens the main Employee Self-Service page. Maximize the window by clicking on the
icon to the left of the red ‘X’ in the upper right corner.

Step 4: Locate the ‘Manager Self-Service’ tab and click on it to view this tab.

Step 5: The Manager Self-Service tab should have changed to dark blue and ‘Talent Management’
should show on the screen. Click on the blue underlined words ‘Performance Management’.
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NOTE: Employee evaluations require pop-up capabilities in Internet Explorer. If a
new window does not open, it may have been blocked by a pop-up blocker. A
notification usually appears at the top of the window, right click on the message line,
and select the words, ‘always allow pop-ups from this site’. If this does not work,
hold down the control key on the keyboard and click on the blue underlined words
‘Performance Management’, again. If it is still not resolved, please contact
HRBusinessPartnerServices@uams.edu or the UAMS Help Desk via the IT
support icon located on your desktop for assistance.

A new web browser window opens titled ‘Employee Documents’, maximize this window. It is very
important that you know how many MSS windows are open as you work in the system. In this
window, there are several tabs, numbers may appear on the tabs to the right of the titles. Stay on
the first tab titled ‘Status Overview’. This allows you to see all evaluations no matter their status.
In the example below are four evaluations. The ‘Appraisal Status’ column lists two evaluations in
the preparation status and two in the planning status. Do not worry if the other tabs do not reflect
the same numbers as the status Overview’ tab. Each tab reflects how many evaluations are
currently in that particular status the ‘Status Overview’ tab shows all evaluations no matter their
status.

Step 6: If the Quick Criteria Maintenance box reads, ‘Show Quick Criteria Maintenance’ click on the
words to expand this section.
You should now be able to see all of the Quick Criteria Maintenance section. This
section is used to select different view criteria to narrow or expand what information
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is displayed in the table. This section can be hidden by clicking on the words ‘Hide
Quick Criteria Maintenance Section’.

NOTE: When using the other tabs, ‘In Preparation’, In Planning’ etc., the
‘Quick Criteria Maintenance’ section must be updated on each one to ensure
your search is accurate.
Locate the ‘Category Group ID’ and the ‘Category ID’ boxes. Leave ‘Category
Group ID’ blank because it will automatically default depending on the selection
made for the ‘Category ID’ field.
The ‘Category ID’ is used to narrow your view of information displayed in the table by
selecting to view only a specific evaluation template. If you want to view all
evaluations, leave this box BLANK. If you want to view only the 90 day evaluations
or one of the annual evaluation templates click on the sub-window icon to the right of
the ‘Category ID’ box.

This opens a new window titled ‘Appraisal Category ID: General Value List’. Choose
the evaluation type you want to view by clicking on the grey box to the left of the
evaluation title, this highlights the row, and then click ‘OK’.
NOTE: Make sure the ‘Category Group ID’ and the ‘Category ID’ boxes are
blank so you can see both the old and new templates.
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The ‘Appraisal Template ID’ box is not used and should always remain blank. If not
left blank the table will not correctly display evaluations.
Due to Managers/Supervisors also being substitutes for other Managers/Supervisors
there are different settings to view employee evaluations.
The ‘Employee’: box is used for increasing or narrowing the view depending if you
are a Manager/Supervisor or a substitute. You can change the view by clicking on
the drop down arrow to the right and select a different view.

Employee View Definitions:
Direct Reports to Appraise - This is a list of employees that are assigned to the
Manager/Supervisor.
Employees to Appraise - These are employees who directly report to the
Manage/Supervisor.
Direct Reports - This is a list of all employees with evaluations assigned to the
substitute. Substitutes should use this setting to see evaluations on which they are a
substitute.
Blank Line – If an employee is terminated, this setting should be used to view their
evaluations. Try this setting if the employee evaluation is not seen using the other
settings.
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‘Valid From’ and ‘To’ dates – If the employee’s evaluation falls on or anywhere
within these dates it will appear in the table. If the evaluation is outside these dates,
it is not shown.
Changing these dates can be completed manually by clicking in the box, deleting,
and then entering the dates. There is also the calendar icon to the right of each box.
The double arrows change the year and the single change the month. Click on the
day to select it.

In the example below, the dates are ‘Valid From’ 01-01-2011 ‘To’ 12-31-2012.
Because the evaluation period falls on or between these selected dates the
evaluation is shown. If these dates are changed to ‘Valid From’ 01-01-2010 ‘To’ 0731-2011, this evaluation is not shown.

If any of the ‘Quick Criteria Maintenance’ boxes are changed, the ‘‘Apply’ box must
be clicked to update the selections to the table below. The ‘Refresh’ link may also
need to be clicked to update the table. The ‘Refresh’ link is located at the bottom
and to the far right, you may need to use the horizontal scroll bar to locate it.
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Step 7: Check to ensure that the view box reads ‘UAMS_View’. If not, click on the drop down
arrow to the right of the box and choose ‘UAMS_View’.

Step 8: Be sure no evaluations are currenly highlighted. In the upper left corner of the table
there is an icon which looks like a small table with a pointing arrow. Click on this icon and
then click ‘Deselect All’. Doing this removes any previous selections.

Step 9: To create an evaluation for the first time, click on the ‘Create Multiple’ box. This opens a
window titled ‘Create Multiple’, which has a table listing the employees that are assigned to you as
the Manager/Supervisor or manager substitute.

If no employees are listed and you are a Manager check the organizational chart and be sure you
are the chief of the org unit (transaction PPOSE in SAP). If you are a substitute, check that you are
assigned as a manager substitute in SAP/ESS. If assistance is needed please contact
HRBusinessPartnerServices@uams.edu or the UAMS Help Desk via the IT support icon located
on your desktop for assistance.
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Step 10: Always work from the top down. Locate the ‘Category ID’ box, click on the dropdown
arrow, and select the evaluation template needed. The ‘Appraisal Template’ box will default
depending on the selected evaluation template above.
Evaluation Template Definitions:
90 Day Evaluation: This evaluation is given to all UAMS new hires within their first 90
days of employment. This is also completed on employees who change from
temporary to permanent and part-time to full-time employment. This is covered in
Section 2 of this manual.
UAMS Performance Evaluation: This is the evaluation used for classified and nonclassified employees, which are not Faculty or a Registered Nurse working with
patients.
UAMS RN Evaluation: Use this evaluation only for Registered nurses that are nonclassified employees which work with patients.

Step 11: The ‘Valid From’ and ‘Valid to’ boxes are changed to the dates for the chosen employee’s
evaluation period. What period does this annual evaluation cover? It will be the date of hire to
8/31/xx. If the employee is hired between April and August of that year they will have their
evaluation due the next year on August 31.
For example: The review date is 07/16/XXXX. The ‘Valid from’ date will be 07/16/2019 and the
‘Valid to’ date is 08/31/2020.

Step 12: In the employee listing table you may need to scroll down to locate your employee. When
the employee is found click in the grey box to the left of the employee for whom you want to create
the evaluation document. This highlights the chosen row. Some employee names are in all upper
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case letters (GILLESPIE , DENISE M.) and will show alphabetically before the upper lower case
names (Gay , Lisa G.). Please see the example below.

Step 13: Click on the ‘Create’ box, located to the lower right of the window.

The message ‘Appraisal prepared successfully’ should appear, click ‘Close’.

You are now back to the ‘Employee Documents’ window. The employee’s name and evaluation
should appear in the table. Use the vertical scroll bar to scroll down to see the newly created
evaluation because it will show at the bottom unless the table is alphabetized.
NOTE: The evaluations can be sorted alphabetically by clicking on the column header titled
‘Appraisee Name’.
The Evaluation Status is ‘In Preparation’. This is the verification stage of the process.
Step 14: Highlighting the line of the newly created evaluation may be useful. In the column
‘Appraisal Document Name’, on the line for the newly created evaluation click on the blue
underlined document name, which in this case is ‘UAMS Performance Evaluation’.
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A new window opens titled ‘Appraisal Document for LastName, FirstName MI’. Fully expand this
window. This is the third MSS window you have open.
Step 15: Always work from the top down. Is the correct employee’s evaluation open?
All information must be correct before ‘Define Objectives’ is chosen (if a mistake is made and you
need to go back to this status all other work that was entered after this step will be lost). Once this
is selected the evaluation updates and closes and is then in the status of ‘In Planning’. Any of the
basic information cannot be changed outside of this status.
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UAMS Performance Evaluation

UAMS RN Evaluation

•
•

Save - Use ‘Save’ often when creating, editing, scoring, adding comments to an
evaluation. This ensures the changes are saved as the system can time out.
Add attachments such as the position description, accomplishments, or notes.

Step 16a: To add an attachment,: click on the ‘Attachments’ box.

The ‘Attachments’ window appears, click on the ‘Upload’ box.
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Step 16b: Another window opens titled ‘Attachments’, click on the ‘Browse’ box in the upper
right.

Step 16c: A window titled ‘Choose File to Upload’ opens. Locate the file you want to attatch
then click ‘Open’.

Step 16d: The file chosen to attach will show in the window. Click the ‘OK’ box.

Step 16e: The previous window closes and the previous ‘Attachments’ window appears. If
you want to attach another file click ‘Upload’ again, otherwise click the ‘Close’ box.

•

Using the ‘Print’ box is not recommended. It will print the full document with
html codes and it does not show the overall score. However, by using the
print box the document can be saved in a PDF format.
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•

The last box at the top is the ‘Action Log’ which keeps track of who did what
and when each time the evaluation is accessed.

There is a status bar/timeline at the top of each evaluation document. The stage of the process you
are currently working in is noted by a caution sign with an exclamation point. The wording of these
timelines will be slightly different based on the evaluation document.
UAMS RN Evaluation

Step 17: Locate the Administrative Data Section. First, verify the evaluation document and
employee names are correct.
UAMS Performance Evaluation
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UAMS RN Evaluation

Step 18: The ‘Validity Period’ date boxes are located on the right. These dates should be
changed to the annual review period for the employee. If the dates were entered incorrectly, this is
the last chance to correct them.
For an annual evaluation, the ‘Validity Period’ will be the date of hire to 8/31/xx. If the employee is
hired between April and August of that year they will have their evaluation due the next year on
August 31. For example; the review date is 07/16/XXXX. The ‘Valid from’ date will be 07/16/2019
and the ‘Valid to’ date is 08/31/2020.
The Manager box should reflect the employee’s direct manager or supervisor. If you are a
substitute and creating the evaluation for a Manager/Supervisor, check to be sure that the
‘Manager’ box shows their name and not yours. If this is the case, change this box to the
Manager/Supervisor’s name and add yourself as a substitute.
19a: To change the Manager/Supervisor click on the sub-window icon to the right of
the box. A ‘Search Help for Appraiser’ window opens. In the ‘Manager’ box key in
either the SAP ID or the last name of the Manager/Supervisor, without a comma or a
space, and then click ‘Start’ to search.
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Step 19b: In the same window, a table appears below with your choices. To select a
person click on the box to the left of the person’s name which will highlight the row
and then click ‘OK’.

The chosen Manager/Supervisor will show in the ‘Manager’ box.

Step 20: Ensure that the ‘Employee’ box shows the correct employee selected.
Step 21a: Locate the ‘Manager Substitute’ box. To enable a manager substitute to edit and or
complete this evaluation they must be added as a substitute.
Some employees are managed by two Managers/Supervisors, in this case one of the
Manager/Supervisor must be added as a substitute. Only during the ‘In Preparation’ stage, also
called the ‘Verification’ stage, can a Manager/Supervisor substitute and/or another participant be
added to this employee’s evaluation. In the ‘Manager Substitute’ section click on the ‘Add’ box.
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Step 21b: The ‘Search Help for Additional Appraisees’ window appears. Key in either the
substitutes SAP ID number or search by their last name, without a comma or space, and click the
‘Start’ box to search.

Step 21c: If the SAP ID was used only that person will show in the search table. If the last name is
used a list of people appears in the table below. Select a person by clicking on the box to the left of
their name then click ‘OK’. You can only select one person at a time. More than one person can be
assigned as a substitute on an evaluation. If more substitutes need to be added to this evaluation
repeat steps the above steps until all approved substitutes are added.

Step 21d: Once the Manager Substitute shows in the table, the appraisal role defaults
automatically. This box may default to blank, if so you can leave it blank. If you prefer, a selection
can be made by clicking on the drop down arrow to the right and then clicking on your selection.

Step 21e: Click on ‘Save’ in the upper left.
NOTE: This is the last chance you will have to check and change the basic data, the

evaluation dates and add or remove a Manager/Supervisor substitute! Please double check
these before choosing to ‘Define Objectives’.
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Step 22: If the Manager, Manager Substitute(s) or the evaluation period needs confirmation, click in
the circle next to the words ‘Save and Exit Document’ so that a dot appears in the circle and then
click ‘Continue’.
This saves the information entered and closes the window which returns you to the ‘Employee
Documents’ window. Once the information is verified, repeat the needed steps to select and open
the employee evaluation which should still be in the ‘In Preperation’ stage.

Step 23: If you are sure of this basic information click in the circle next to the words ‘Define
Objectives’ then click ‘Continue’. When this happens the current window will update and close and
you are returned to the ‘Employee Documents’ window.

The verification process is complete. The evaluation status is now ‘In Planning’. During this next
process you will continue to input vital information into the evaluation. This includes the job title,
summary, job responisbilities, standards, and goals for the year.
Step 24: Locate the employee and the correct evaluation, click on the line to highlight it. In the
column ‘Appraisal Document Name’, click on the blue underlined evaluation name ‘UAMS
Performance Evaluation’ to open it.

Step 25: The Appraisal Document for the employee opens, maximize this window. Again you have
three MSS windows open.
There are new boxes, at the top above the timeline.

‘Save’ must be used often to ensure all information entered is saved as the system can time out.
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On the left is the ‘Process Description’ section. Depending on the evaluation selected, this area
will be different. It will also be different depending on the status of the evaluation. Under Process
Description section there is a box titled ‘How would you like to continue?’. Under this box are
usually two options. The first ‘Save and Exit Document’ is the default selection. The second option
will differ depending on the status of the evaluation. Selecting the second option will move the
evaluation into the next stage.

The ‘Administrative Data’ section contains the main document. It is divided into different tabs and
is slightly different depending on the selected evaluation.
UAMS Performance Evaluation
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UAMS RN Evaluation

Step 26: The first tab is the ‘Overview’ section of the document. Currently in the status of ‘In
Planning’ the ‘Performance Score’, and the ‘Note Performance Score’ boxes are blank and
blued/greyed out. They are blue grey to note that you do not have access to them. They will be
accessible when the Manager/Supervisor scores the evaluation.
The ‘UAMS RN Evaluation’ is already setup with the job title, UAMS Core Competencies, and the
Performance Expectations. If needed, the only tab to change is the ‘Goals for the Year’.
Locate the ‘Note Employee Job Title’ box. In this box type the employee’s job title, this is
required. You will also want to add the job title summary in this box. When the box is yellow it is
active and ready for information to be added.
UAMS Performance Evaluation

NOTE: How to copy information from a document to this evaluation.
Use the mouse to select the information, right click, and then navigate to and click on
Copy or use the keyboard shortcut (Ctrl+C) to copy.
The only way to paste your selected information into the evaluation is by using the
keyboard shortcut (Ctrl+V). Click in the box where you want to copy the selected
information, and then key (Ctrl+V) to paste.
Step 27: Click on the second tab. This tab has predefined criteria and weightings; nothing has to
be entered or changed in this tab at this time. The overall weighing of this tab is predefined at 20%
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or 30% of the overall score. This tab will be scored during the Manager/Supervisor review refer to
Unit 5.
Step 28: Click on the third tab of the evaluation. Before continuing to build the evaluation, following
is an overview of the boxes.
UAMS Performance Evaluation

In all evaluation templates, the ‘Performance Score’ automatically calculates as the
Manager/Supervisor scores the evaluation.
The ‘Weighting’ of this tab is predefined at 70% or 80% of the overall score and cannot be
changed. This shows at the top of the tab and on the tab title.
The ‘Note Job Responsibilities’ and ‘Standards’: You will need to determine the standard for
each job responsibility. On the OPES managers information web page is a link to examples of
different standards.
There are standards examples
During the scoring phase, the ‘Performance Score’ and ‘Employee Self Score’ boxes reflect the
chosen score of either the manager or the employee respectively.
During the scoring phase, the ‘Note Evaluator Comments’ and ‘Note Employee Comments’
boxes are completed if needed. If either the Manager/Supervisor or the employee gives a score of
either ‘1’ or a ‘4’, supporting documentation must be added in the manager or employee comments
boxes. This documentation can also be attached and referred to in the comments box.
UAMS Performance Evaluation
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Step 29: Use the employee’s Position Description to determine how many Job
Responsibility/Standard sections need adding, as well as what the weighting and the contents of
each box should be. To create additional Job Responsibility/Standard sections for the employee to
be evaluated on, click the ‘Add’ box once for each additional one.
NOTE: The evaluation will not save until the weightings for all job responsibilities equal 1.00.
This is why the weightings must be changed first and the document saved before
continuing.
Each additional job responsibility will default to a weighting of 1.00.
Not all Job Responsibilities are of equal importance. The weight for each Job Responsibility can
and most likely will be different, but the total must add up to a 1.00.
For example: If you have three Job Responsibilities you could weigh the first two at .33 and the last
one at .34, when added together they equal 1.00. You could also weigh the first one at .65, the
second at .25 and the third at .10 for a total of 1.00.
Step 30: Change the weighting for each individual Job Responsibility by replacing the 1.00 with the
appropriate weight starting with a decimal and then the number.

Step 31: Click ‘Save’ in the upper left corner. Be sure you receive the message ‘Appraisal
Document Saved’.

If the weightings do not equal 1.00 you will receive the following error message instead of the
confirmation of save message. Correct the weightings and save again.
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Step 32: Either type or paste each job responsibility and standard into the boxes. Click ‘Save’ after
each group is completed.
You can only use the paste keyboard shortcut (Ctrl+V) to paste into the evaluation. We recommend
you use both the copy and paste keyboard shortcuts (Ctrl+C) (Ctrl+V) when copying from the
PCQ/Job Description into the ‘Note Job Responsibility’ and ‘Note Standard’ boxes.
In the ‘Note Standard’ box either type, or use the copy and paste keyboard shortcuts to enter the
job standard for this responsibility. It is suggested the standards be added to the Position
Description so all information is in one place. The standard should at least reflect what must be
done to receive a satisfactory score for this responsibility and show how they are measured so the
employee knows how to improve or grow.
Example: Follow-up on all customer issues that are sent to them between the hours of 8-1pm by the
end of the day in which it was received. All customer issues received after 1pm and before 8am are
followed-up on the next day.

NOTE: Leadership competencies must be added to all leadership positions
such as Chancellor, Vice Chancellors, Asst. & Assoc. VC, Deans, Asst. &
Assoc. Dean, directors, managers, supervisors, and team leaders.
The Leadership Competencies are as follows:
•
•

Models integrity and ethics
Inspires a shared strategic vision and purpose
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•
•
•
•

Empowers others to act
Fosters effective communication and collaboration
Cultivates accountability
Challenges the process

These can be added at the beginning or after the job responsibilities have been
added. Each Competency must have a separate weighting. Minimally a person in a
leadership role must have 7 ‘Job Responsibility/Standard’ sections. This includes
the 6 leadership competencies.
Step 33: The evaluation must remain ‘In Planning’ until the reminder email is received reminding
you the employee’s evaluation is due within sixty days.
On the bottom left locate and verify the circle to the left of the words ‘Save and Exit Document’ has
a dot in it and then click on the ‘Continue’ box.

The evaluation updates, closes and you are taken back to the ‘Employee Documents’ window. To
copy this evaluation to other employees with the same job title and responsibilities, refer to Unit 3.
Also, continue to Unit 3 if this evaluation needs to be copied to the same employee for the coming
year (please note that in 2021 we are tentatively scheduled to move to the Workday platform).
Step 34: Schedule a meeting with the employee to review and discuss the evaluation to ensure
they are aware of what and how they will be evaluated in the upcoming months. Open the
document and review it with the employee.
Step 35: The goal or goals are not part of the overall score calculation however it is noted if these
goals are attained (these should be tied to vision 2029). Locate the ‘Goals for the Year’ tab and
click on it. This tab works very similar to the ‘Performance Expectations’ tab. Clicking on ‘Add’ will
add additional sections, adding more than one goal to the employee’s evaluation. Use the ‘SMART’
goals worksheet to assign goals.
Step 36: On the bottom left locate and verify the circle to the left of the words ‘Save and Exit
Document’ has a dot in it and then click on the ‘Continue’ box.

At least sixty days before the employee’s review start date an email is sent to the
Manager/Supervisor and manager substitute(s) notifying them of employee evaluations due
within the next sixty days (this will not be accurate during this adjustment period to the new
campus evaluation period of 8/31/xxxx). If you receive a notice from the system, please
disregard this email for annual evaluation purposes as it will direct you to complete an
annual evaluation out of cycle (based on hire date).

End of Transaction
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Unit 3: Copy an Evaluation to One or More Employees
Objective
In cases where several employees within a department have the same or similar job title and
responsibilities, recreating an evaluation document for each employee can be time consuming. You
can create one evaluation and then copy it to other employees. You can also copy an employee’s
evaluation to them for the coming evaluation period.
Lesson 1: Copy an evaluation document to other employees or to the current employee for
the coming evaluation period
This lesson provides you with the steps to copy an employee evaluation document to other
employees or to the same employee with a different evaluation period. When an evaluation is
copied any ratings, goals, and notations are not copied to the newly created evaluation.
This process can be completed by the Manager/Supervisor and/or a substitute.
Open the evaluation and check to be sure the information in the evaluation is correct before copying
it. Is the job title and summary correct on the first tab? Are the job responsibilities correct? Is the
template the same as the one you are wanting to create? If yes, exit the evaluation continue.
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NOTE: In the ‘Quick Criteria Maintenance’ section be sure the following settings are changed so all
types of evaluations will show in the table:
Step 1: Click in each of the following boxes and delete the contents to leave these boxes blank:
‘Category Group ID’, ‘Category ID’, and the ‘Appraisal Template ID’ and click ‘Apply’.

Step 2: Locate the employee that has the evaluation that you want copy to another employee or to
the employee for their upcoming evaluation period. Click on the line to highlight the evaluation that
you want to copy.

Step 3: Click on the ‘Create Multiple’ box. This opens the ‘Create Multiple’ window.
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Step 4: An evaluation can only be copied to the same evaluation template. Ex: UAMS
Performance Evaluation can only be copied to a UAMS Performance Evaluation. We know an
evaluation is being copied because the ‘Appraisal Template’ box is already filled in. Click on the
drop down arrow to the right of the ‘Category ID’ box, navigate to and click on the needed
evaluation.

Step 5: Locate the ‘Valid from’ and ‘Valid to’ date boxes.
•

If copying an evaluation from and to the same employee change the dates to the
employee’s evaluation period.

•

If copying an evaluation to other employees leave the dates as they are and change
them in the ‘In Preparation’ status.
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Step 6: Click in the box to the left of the employee or employees to select them for copying. To
select more than one employee, hold down the Ctrl key and click on the box to the left of the
additional employees.

Step 7: Click on the ‘Create’ box, located at the lower right of the window. A window titled
‘Appraisal prepared successfully’ should appear, click ‘Close’.

The status of the newly created evaluation(s) is/are ‘In Preparation’. If the dates were not changed
during the creation of the evaluation they must be changed in this status. If not the evaluation may
need to be deleted and created again.

NOTE: When an evaluation is copied be sure to open the newly created evaluation in the ‘In
Planning’ status and check that none of the comments, scores, goals, etc. were copied.
If you would like to continue on to the ‘In Planning’ stage with a newly created evaluation please
refer to Unit 2, Step 14.

End of Transaction
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Unit 4: Manager Scores the Employees Evaluation
Objective
For the Manager/Supervisor to score an employee evaluation and add comments where needed.
This must be completed by the Manager or Supervisor Only.
Lesson 1: Scoring the employee’s evaluation
This lesson provides you with the steps to score an employee’s evaluation and add comments.
The Manager/Supervisor has received an email stating that the employee has completed their selfevaluation.
Step 1: Log into ESS/MSS and open the ‘Employee Documents’ window. (Refer to Unit 2 for
instructions to reach this point)
Step 2: Locate the employee for which you received the email stating that they have completed
their self-evaluation. The evaluation will be in the ‘In Process’ status. In the ‘Appraisal Document
Name’ column, locate the line for the employee, click on the blue underlined evaluation name to
open it.

A new window opens titled ‘Appraisal Document for LastName, FirstName, MI. Maximize this
window.
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The first tab notes the title of the evaluation. The first box on this tab is titled ‘Performance Score’.
When the evaluation is scored, the overall score is automatically calculated and will appear here.
Before, during, or after scoring the evaluation you may want to add comments in ‘Note Overall
Evaluator Comments’ concerning the evaluation and notes concerning your meeting with the
employee.
The next box is titled ‘Note Employee Job Title’ which should already have the employee’s job title
and possibly the job summary entered. This box is blue/grey so you cannot edit this information.
NOTE: Remember to use the ‘Save’ box to the top left as you score the evaluation,
especially when interruptions occur.
UAMS Performance Evaluation

UAMS RN Evaluation

Step 3: Score the second tab titled ‘UAMS Core Competencies’. If a previous template is used the
title will be either ‘UAMS Mission and Values or ‘Circle of Excellence’. The Employee’s Score and
comments will show and cannot be changed by you. The Manager/Supervisor must score each
section; if not complete you will not be able to send it to the employee for their final sign-off.
To the right of the words ‘Performance Score’ is a box with a drop down arrow. To choose a score
click on the drop down arrow and point to the score which highlights the chosen score, then click to
select it. The scoring definitions are located to the left under the ‘Process Description’ section.
NOTE: If a rating of either ‘1 Unsatisfactory’ and/or ‘4 Exceeds Standards’ is given
by either the employee or the Manager/Supervisor, a reason must be noted in the
‘Note Employee Comments’, or ‘Note Evaluator Comments’ box, respectively, these
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are located at the bottom of each section. Additionally, supporting documentation
must be available for these scores.
UAMS Performance Evaluation

UAMS RN Evaluation
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Step 4: Click on the third tab which it titled either ‘Performance Expectations’ or ‘Employee
Performance’. Score each section for the employee’s job responsibilities. As you score this tab,
the overall score for this tab is located near the top in the ‘Performance Score’ box.
UAMS Performance Evaluation

UAMS RN Evaluation

Page 47 of 73

Step 5: At the end of each section there is a ‘Note Evaluator Comments’ box for you to enter
comments regarding the ratings given that will be beneficial to both you and the employee.
Step 6: Click on the ‘Goals for the Year’ tab. More than one goal may have been entered for the
employee to accomplish during the past year. To the right of the words ‘Evaluator Comments’ is a
box with a drop down arrow. Click on the drop down arrow and navigate to the appropriate value
and then click to select it. In the ‘Note Evaluator Comments’ box please be sure to explain why the
goal was not fully completed or partially completed. Also add any positive comments about the
process of obtaining the goals.
UAMS Performance Evaluation
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UAMS RN Evaluation

Step 7: Click on the first tab again. Here the Manager/Supervisor will review the employee’s overall
performance score and add any overall notes for the evaluation which will be helpful during the
meeting.

UAMS Performance Evaluation

UAMS RN Evaluation
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Step 8: If any additional attachments need to be included, such as notes, competencies, or
certificates use the ‘Attachments’ box. (Refer to Unit 2 for complete instructions)

Step 9: Click in the circle next to the words ‘Save and Exit Document’ and be sure there is a dot
inside the circle, and then click ‘Continue’.

Step 10: Schedule a meeting with the employee to review and discuss the evaluation.
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Step 11: Review each tab with the employee, make additional comments on the appropriate tab
and sections, if needed. At the end of the meeting, click on the first tab again. In the ‘Note Overall
Evaluator Comments’ enter any additional overall comments concerning what was discussed during
the meeting.
Step 12: Once the evaluation is reviewed with the employee and the employee is still in the office,
click in the circle next to the words ‘Mgr Reviewed with Employee/Empl Sign Off’, and then click
‘Continue’.

This sends an email notification to the employee via Outlook informing them they need to sign-off
on their evaluation. Until the sign-off is completed they will receive a remider email each week for
three (3) weeks. The Manager/Supervisor and substitute(s) will also receive a informational email
stating that the employee has not completed their sign-off. It may be necessary for the
Manager/Supervisor or subtitute to also verbally notify the employee of their need to complete their
sign-off.
If after three weeks the sign-off is not completed, you may want to speak with the employee to see
if they are having issues with their sign-off. If no issues are experienced give them a specific day
and time to complete their sign-off. If it still is not completed it might be wise to seek advisement by
contacting hrbusinesspartnerservices@uams.edu.

End of Transaction
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Section 2: 90 Day Evaluations
Unit 6: Process 90 Day Evaluations
Objective
This will help you to understand, manage, and complete the review process for upcoming employee
90 Day evaluations.
Lesson 1: Notifications and scoring of upcoming 90 Day evaluations
This lesson will enable you to view and score a 90 Day evaluation and determine whose 90 Day
evaluation is due. Thirty (30) days before an employee has a 90 Day evaluation due, an automated
email notification is sent via Outlook to the Manager/Supervisor. This email will note the
employee’s name. You will also learn how to score the 90 Day evaluation and send it to the
employee for their final sign-off.
Sixty days after the employee is hired, the 90 Day evaluation is automatically created by the system
along with a manager notification email. This email alerts the manager that the evaluation has been
created and reminds them of its due date. Substitutes will not be copied on the notification email
and they will not see the evaluation in their ‘Employee Documents’ window.
Definition:
90 Day Evaluation: This evaluation should be given to all UAMS new hires within their first 90
days of employment. If this is not done within the 90 day window, it is deemed the employee
has passed the 90 day evaluation period satisfactorily and cannot be extended.
Due dates
All new employees have been assigned a 90 Day evaluation date.
NOTE: A 90 Day evaluation is not done on transferred or promoted employees.
Step 1: Open the ‘Employee Documents’ window. (Refer to Unit 2 for detailed instructions)

Page 52 of 73

Step 2: You can change the ‘Category ID:’ to 90 Day Evaluations if you want to see only the 90
days evaluations. We have done this in the screen shot below. Otherwise, ensure all boxes,
except dates are blank.
NOTE: To alphabetize the list by employees’ names click on the column heading titled
‘Appraisee Name’.

Step 3: Locate the employee that has the upcoming 90 Day evaluation. Click on the line which
highlights the 90 day evaluation. The newly created 90 Day evaluation will have a status of ‘In
Preparation’. This view is a list of all your employees who have a 90 Day Evaluation assigned to
them based on the ‘Valid From’ and ‘To’ dates.

Step 4: In the column ‘Appraisal Document Name’, on the line for the employee to be appraised
click on the blue underlined words ‘90 Day Evaluation’.
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A new window opens titled ‘Appraisal Document for ‘LastName, FirstName, MI.). Maximize this
window.

Step 5: Verify the information and change or add any Manager/Supervisor substitutes for this
employee, if needed. For instructions on changing the manager and/or manager substitutes refer to
Unit 2, Lesson 1, Steps 19a through 21e.

Step 6: When all information is verified click in the circle next to the words ‘Execute’ then click
‘Continue’. When this happens, the current window updates and close and then you are returned to
the ‘Employee Documents’ window.
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The evaluation status is now ‘In Process’.

Step 7: Reopen the ‘90 Day Evaluation’ document by clicking on the document name.
Step 8: At the top of this window under the title bar are several boxes. It is recommended that you
use ‘Save’ often while completing this evaluation.
If you have documentation which supports the given scores (1 or 4) and comments on this
evaluation you can attach them using ‘Attachments’.
Disregard ‘Display Job Description’ and ‘Display Qualifications’.
The ‘Action Log’ lists who did what and when.
Under this is a status bar. The status with the yellow exclamation point is the current status of the
90 day evaluation.
To the left under the section titled ‘Process Description’ you have the ratings and their definitions for
reference and instructions. There are two options to exit the 90 day evaluation under the words
‘How would you like to continue?’.
In the ‘Administrative Data’ section you have only one tab listed and it is titled ‘90 Day Evaluation’.
Information concerning the 90 day evaluation is directly under the tab.
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Under the title ‘Overall Score (Manager/Supervisor to complete)’, the box ‘Performance Score’ is
the overall score and will be automatically calculated depending on scores given below. If a score
of 1 or 4 are given in any category, documentation as to why the score was given must be entered
in the ‘Note Evaluator Comments’ box and/or attachments area.
In the box ‘Has Completed 90 day evaluation period’, you can choose either yes or no by clicking
on the arrow to the right of the box and then clicking on your choice. If the 90 day evaluation is to
be extended the answer will be ‘No’. A notation to support why the 90 day evaluation is extended
must be added in the ‘Note Overall Evaluator Comments’ box.
The next box is the ‘90 day evaluation period extended’. Click on the drop down arrow and choose
either ‘No’ or ‘Add 90 days’. The 90 day can only be extended once. The extended 90 day
evaluation can be completed any time before the ending date.

NOTE: At this time, when using extended days the Manager/Supervisor will need to
manually create a new 90 day evaluation. Refer to the Unit 7 titled ‘Create a 90 Day
evaluation’.
The Manager/Supervisor can also choose to terminate the employee. The reason for termination
must also be noted in the ‘Note Evaluator Comments’ box. This box allows for several paragraphs
of text.
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Step 9: Continue by scoring the five (5) sections and adding comments where appropriate in the
‘Note Evaluator Comments’ box. Again, the ‘Performance Score’ is also shown at the top of the
scoring section. After scoring be sure to click on ‘Save’ in the upper left.

Step 10: After the ratings are given, locate to the words ‘Save and Exit Document’ and click in the
circle to the left of ‘Save and Exit Document’ then in the lower left then click ‘Continue’. The
evaluation updates and closes leaving it in the status of ‘In Process’.

Step 11: Schedule a meeting with the employee prior to their 90th day of employment at UAMS to
review the evaluation with them.
Step 12: After the review process is completed with the employee and the employee is still in the
office, the Manager/Supervisor will click in the circle next to the words ‘Mrg Reviewed with
Employee/Empl Sign Off’ then click ‘Continue’.
The information is saved, the window closes, and you are taken back to the ‘Employee Documents’
window.
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The appraisal status will show ‘In Process’ on the ‘Employee Documents’ window. The ‘Substatus’
column will read ‘Employee Review’.

This action automatically sends an email to the employee via Outlook to inform them that it is time
for them to sign-off on their 90 Day evaluation. It is important to give the employee a deadline for
them to sign-off on their 90 day evaluation. They must complete their sign-off on or before the
end of the 90 day evaluation period. The Employee sign-off can be done from any computer. If
an employee does not have easy access to a computer to complete their sign-off, the
Manager/Supervisor could allow the employee to use their computer. Directly after the meeting the
Manager/Supervisor can log out of ESS and have the employee log in and complete their sign-off.
Two other alternatives are for the Manager/Supervisor to arrange a time for the employee to use
their computer at a later date and time or give them locations of computers they may use near their
work location.
If the employee is terminated, they most likely will not complete the employee sign off part of the
evaluation. If this is the case, the Manager/Supervisor will need to open the evaluation and in the
‘Note Evaluator Comments’ box enter comments stating why the employee will not sign off on the
evaluation. Also, add the date and your initials to the comments. On the left under ‘Process
Description’ click in the circle to the left of the words ‘Employee Sign-Off’ and then click ‘Continue’.

This action, whether completed by the employee or the Manager/Supervisor, closes the evaluation
and an automated email is sent to the Manager/Supervisor informing them this evaluation is
complete. The status will now show ‘Completed’ in the ‘Employee Documents’ window.

End of Transaction

Page 58 of 73

Unit 7: Create a 90 Day Evaluation Document
Objective
The objective of the unit is for the Manager/Supervisor to create a 90 day evaluation and
understand the 90 day evaluation process. Normally the 90 Day Evaluation document is
automatically created. If the Manager/Supervisor extends the 90 Day evaluation period, a new 90
Days Evaluation document must be manually created. The new dates will need to be manually
entered and tracked.
Definition:
90 Day Evaluation: This evaluation should be given to all UAMS new hires within their first 90
days of employment. This also applies to employees who switch from temporary to permanent
employment, and part-time to full time employment. If this is not done it is assumed the
employee passed the 90 day evaluation satisfactorily. If it is not completed before the end
date, it must be completed as quickly as possible.
Lesson 1: Creating a 90 Day Evaluation Document
This lesson provides you with the steps to create a 90 Day employee evaluation document for
evaluation extension purposes.
This can be completed by the Manager/Supervisor or substitute.
Step 1: On the Employee Documents window, locate the employee that has the 90 Day evaluation
that needs to be extended. Click on the box to the left of the employee’s name to highlight the line.

Step 2: Click on the ‘Create Multiple’ box.

This opens a window titled ‘Create Multiple’ which has a listing of the employees that are assigned
to you.
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Step 3: Locate the ‘Category ID’ box, click on the dropdown arrow, and select ‘90 Day Evaluation’.

Step 4: The ‘Valid from’ date will stay the same. Change the ‘Valid to’ date to the extended
evaluation period. If the original dates for the 90 day evaluation are from 05-31-2014 to 08-312014. The extended dates would be from 05-31-2014 to 12-06-2014. Be sure to count the actual
days; do not count from the date of one month to the next. (ex: 01-15-2015 to 02-15-2015 to 03-152015)
Step 5: In the table below locate the employee who needs their extended 90 Day evaluation
created. Click on the box to the left of the employee’s name. This highlights the row selecting them
for creation of the 90 Day evaluation document.
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Step 6: Click on the ‘Create’ box, located at the lower right of the ‘Create Multiple’ window.

Step 7: The message ‘Appraisal prepared successfully’ should appear, click ‘Close’.

Step 8: You are back to the ‘Employee Documents’ window. You have an additional new line.
You may need to scroll down to find the newly created evaluation if you have many employees
to appraise during the selected period. Notice the new 90 Day evaluation status is ‘In
Preparation’.
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NOTE: Because the 90 Day Evaluation document was manually created you will not receive
an email from the system. .You need to place a reminder on your calendar to process this
evaluation thirty days before it’s due.
Step 9: Open the 90 day evaluation by clicking on the appraisal document name and verify the
basic data. Change the manager/supervisor and/or manager substitute if needed. Refer to Unit 2,
Steps 19a to 21e to change the Manager/Supervisor and/or add a manager substitute.

Step 10: Under the words ‘How would you like to continue?’ click in the circle to the left of ‘Execute’
and then click ‘Continue’. The 90 day evaluation is ready for you to process.

You will need to create a reminder one month before the due date for this extended 90 day
evaluation because the system will not send an email. When the new 90 day evaluation is thrirty
days from the due date refer to Unit 6.

End of Transaction
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Appendix 1
Managers Troubleshooting Guide
Trouble Shooting Issues:
1. Issue: From the Manager Self Service tab, you are unable to open the ‘Performance Management’ link;
there is a gray screen with nothing but a blue header line.
Solution 1: Hold down the ‘Ctrl’ key and then click on the ‘Performance Management’ link to get the
‘Employee Documents’ window to open.
Solution 2:
a. Open Internet Explorer (IE) or go back to the initial internet page
b. Click on ‘Tools’ in the toolbar at the top left of your screen
c. Scroll down to ‘Pop-up Blocker’
d. Click on these words ‘Turn OFF pop-up Blocker’
e. If it says ‘Turn ON Pop-up Blocker’ , move to Solution 3
Solution 3:
a. Open Internet Explorer (IE) or go back to the initial internet page
b. Click on ‘Tools’ in the toolbar at the top left of your screen
c. Click on ‘Internet Options’
d. Click on ‘Security’ tab
e. Trusted Sites must be selected
f. Choose ‘Sites’ box
g. Add the website: https://enterprise.uams.edu
h. choose ‘ADD’
i. ‘CLOSE’
Solution 4:
1.
2.
3.
4.
5.

Open Internet Explorer (IE) or go back to the initial internet page
Click on ‘Tools’ in the toolbar at the top left of your screen
Click on ‘’Compatibility View settings’
Check in the box to ‘Display all websites in Compatibility View’
CLOSE

2. Issue: Off-campus managers are not able to access the Online Performance Management System in
ESS and an error message reads ‘Internet Explorer cannot display the webpage’.
Solution 1:
1. Open Internet Explorer (IE) or go back to the initial internet page
2. Click on ‘Tools’ in the toolbar at the top of your screen
3. Click on ‘Internet Options’
4. Select the ‘Connections’ tab
5. Near the bottom of the tab locate and click on ‘LAN Settings’
6. Click in the box under the ‘Proxy server’ section to clear the check mark
7. Click OK
8. Click OK
NOTE: You will need to undo this change once you are finished working in the Online Performance
Evaluation System.
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3. Issue: Documents aren’t showing up that have already been created in the system:
Solution 1: Remove any information in the following boxes in the Quick Criteria Maintenance section:
a. Category ID
b. Category Group ID boxes
c. Appraisal Template ID
d. Employee
e. Adjust the dates to include a span of several years (i.e. From: 01/01/2011 To: 01/01/2015)
Always click APPLY to update the setting changes.
4. Issue: Sorting the columns
Solution: Evaluations can be sorted alphabetically in the ‘Employee Documents’ table. As in the screen shot
below move your pointer to the right of the column heading titled ‘Appraisee Name’ between the white line
and the column heading break. Your pointer should become a hand with a pointing finger. When this
happens click and the column will sort in alphabetical order. (This can be done on most of the columns)
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5. Issue: Some boxes in the document have disappeared
Solution 1: Right click in a box and go through the sequence:
a. The ‘User Settings’ menu appears,
b. highlight ‘User Settings’,
c. Navigate over to ‘More’ and click.
d. The ‘User Settings for Input Field’ window opens.
e. Under the ‘Advanced Options’ click on the blue underlined words ‘Discard Settings for Entire
Application’. This window closes.
f. You should now see the previously missing boxes.
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6. Issue: The document opens because the title ‘Appraisal Document for employee name’ is visible;
however, the remainder of the screen is blank.
Solution: Select the ‘collapse/expand’ icon. The ‘collapse/expand’ icon is located in the upper right corner (it
looks like a piece of paper with one line of the top of the page). Click on this icon and you should see the
missing evaluation.

OR

7. Issue: Basic information (evaluation period, manager, substitutes) is viewed.
Solution: On the same line as the words, ‘Administrative Data’ on the far right is a window icon. Click on the
window icon once to ‘Expand the tray’ and display the basic information, click on it again to ‘Collapse the tray’
and hide the information.
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8. Issue: Can’t open an appraisal document.
Solution 1: You have an employee’s appraisal document open twice in different web browser pages. Check
your task bar for duplicated web browser pages with the same document. If 2 documents aren’t open: Go to
Solution 2: If you get an error message in the upper left corner of the screen: ‘Query is open in another
session’, log-out and wait 15 minutes and try again.
You eventually will get locked out of the program if:
a. The appraisal document is closed using the red ‘X’ button in the upper right corner of the
document instead of ‘Save and Exit Document’.
b. The Employee Document page is NOT closed with the ‘CLOSE’ box.
c. The log-off link in the upper right corner of the ESS page is not used.
9. Issue: A Clinical Program employee cannot open a document even though it is in the status of ‘in Review’
Solution: The Clinical template cannot have dates entered into the ‘Execution Period’ fields. This
information can be found by going to the far right of the line, ‘Administrative Data’. Click on the window
icon once to ‘Expand the tray’ and display the basic information, click on it again to ‘Collapse the tray’ and
hide the information.

10. When in the third tab, Performance Expectations (UAMS Performance Evaluation) follow this sequence:
a.
b.
c.
d.
e.

Determine how many job responsibilities/standards should be entered
Click on ADD to enter the number of additional job responsibilities needed
Weight each job responsibility/standard (60% = .60; 5% = .05)
SAVE in the upper left corner.
If the total equals 1.0, the following message will appear above the SAVE:

f.

If the total does not
above the SAVE:

Appraisal document saved

equal 1.0 the following message will appear

Weighting must total 1 in Section 7 Performance Expectations (70%)
g. You will need to correct the weighting and SAVE again until you receive the message that the
Appraisal Document saved.
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11. Issue: How to print, view, or save an evaluation.
Solution:
a. Choose the PRINT icon
b. A small page comes up.
c. To view in a larger format, maximize the page by selecting the ‘maximize’ icon in the upper right
corner.
d. A tool bar will appear when you hover near the bottom of the page which will allow print and save
options.
e. To close, click OK in the lower right corner.

12. Issue: You receive the error message ‘Error while processing your request!’
Solution: The program has timed out. Click on the X in the upper right corner to close the window.
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13. Issue: On the ‘Employee Documents’ window only the title bar and the ‘Close’ are visible.
Solution: In the window right click, highlight ‘User Settings’, then ‘Invisible Elements’, then view invisible
elements.

15: Issue: Missing iView
Solution: As follows
Click on PERSONALIZE
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Select Restore Defaults
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If it’s still missing, click on Personalize again

Page 71 of 73

Select reset all properties

Page 72 of 73

Appendix 2
How to use the MSS Reports

Under the MSS tab, locate the word ‘Reports’ and click on it.

If you see the words ‘Show Quick Criteria Maintenance’ click on them to display this section.
Leave the ‘Appraisal Template ID’ and ‘Appraisal Status’ boxes blank.
Change the ‘Valid From’ date to 07-01-2012 and leave the ‘To’ box blank.
In the ‘Manager Sap ID’ box key in your sap id or your department managers.
You may or may not need to use the ‘Use Structure’ box. Use it if you need to see employees in sub-org
units below yours.
Select ‘All Months’ from the ‘Month’ drop down box.
Click on the ‘Apply’ box.
The review start date is in the ‘Review Date’ column. Disregard the year.
Scroll over to the right to view more information.

If you have any questions or need additional assistance please contact
HRBusinessPartnerServices@uams.edu.
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