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Leaders Guide - Introductory Performance Review or
Extension

1. Generate Review or Extension

Login to PeopleSoft and go to the Manager Self Service menu. Click the My Team
Performance tile.

Manager Self Service v~

Approvals

“©

My Team Performance
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——.8&3

Company Directory
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o
ooo

Manage Schedules

Team Time

Time and Absence Reports

Manage Delegation

My Team Information

&4
Falgie

1 0f 2|

Select the checkbox next to the employee that you want to create the document for.

Click Continue.

My Team Performance

7] Create Documents

F] Curent Documents

F1 Historical Documents:

F] View-Only Documents

-] Approve Documents

f] View Approval Status

1 View Status Summary

F] Maintain Performance Notes

F Transfer Document

Create Performance Documents

Employee Selection Criteria

Select the employees you are creating new performance documents for

As OF Date | 12/22/2023 Refresh Employees

Ralph Foreman's employees
5

Select | Name

SelectAll

Empl ID HR Status

Active

Active

Active

Active

Active

Find Employee

1-50f5 v

Job Title

Legal Aide/Court Ops Clerkship

Asst Manager- Court Operations

Supervisor Trainee- Court Ops

Supervisor- Court Operations

Supervisor- Court Operations

Department

South County
South County
South County I“\>
South County

South County




Enter the data below:

Period Begin Date (normally the Date of Hire)

Period End Date (90 or up to 180 days after the Date of Hire)

Document Type (select Intro Performance Review from the dropdown menu)
Template ID (select Intro Performance Review from the dropdown menu) Click on
Create Documents.

Create Performance Documents

Complete the information in the Document Creation Detalls section below, then select Create Documents to generate documents for the employee(s) you
previously selected.

Document Creation Details

Period Begin Date |12/08/2023 [ Period End Date [06/08/2024

Document Type | Intro Performance Review v |

Template | Intro Performance Review Vl

[ Create Documents h

DSelected Employees

Employee ID Last Name First Name

Return to Select Employees

Click on Current Documents

Create Performance Documents - Results

Below are the results for the employees you selected.

Selected Employees

Successful

Employee ID Name Template Creation? Status
John Clerk Intro Performance Review Yes SDUD;J:;:;L t"u:’reated
Go To Create Documents

Current Documents *




2. Begin Evaluation

Locate the desired document for the employee. Click on the employee’s Name.

New Window | Help ‘ersonalize Pq

Current Performance Documents
Listed are the current performance documents for which you are the Manager.

> Filter Criteria

Performance Documents

BllQ 1-120f12 ~

Name Document Type Document Status Period Begin Period End Job Title Next Due Date

n John Clerk / Eg\f}epvf"o’mame Evaluation in Progress 12/08/2023 06/08/2024 gg”" ErEE Eil- 06/08/2024

3. Rate Competencies

The review is displayed. Click on the Expand All button to see all of the individual
Competency sections of the review.

Retumn to Current Documents [ Save ] [ Submit for Approval A

Intro Performance Review
Evaluation - Update and Submit & Print | =1 Notify
Actions~

Job Title Court Specialist Il - BR Manager

Document Type Intro Performance Review Period 12/08/2023 ~ 06/08/2024
Template Intro Performance Review Document ID 13093
Status  Evaluation in Progress Due Date  06/08/2024

Guiding Principles: Honor - Respect - Devotion to Duty

Enter ratings and comments for each section in this evaluation, if applicable. Save entries made on the evaluation by selecting the Save button.

~ Expand All | » Collapse All | 4 Check Language | [f Calculate All Ratings | @ Cancel Evaluation %

Vv Section 1 - Competencies

Enter ratings and comments for each competency and behavior listed below, if applicable.

+ Expand | » Collapse

> Competency 1: Embraces Innovation&Creativity

> Competency 2: Contribution to Clerk Culture

> Competency 3: Dedication to Public Service




Each Competency has two ratings: Achieving Expectations and Needs Improvement.
Click on the dropdown menu in every section to make a selection.

Intro Performance Review

Evaluation - Update and Submit

~ Section 1 - Competencies

Enter ratings and comments for each competency and behavior listed below, if applicable.
= Expand | » Collapse

~ Competency 1: Embraces Innovation&Creativity
Behavior

Behavior 1: Productivity, Quality, & Time Management

Meets productivity goals: produces accurate and timely work: priorifizes work effectively; quickly adapts when a change is made.

Behavior 2: Job Knowledge

Possesses the necessary knowledge, skills and ability: participates in fraining: menitors trends and follows best practices.

Behavior 3: Integrity

Displays sound, objective judgment; honest; elevates issues appropriately.

Behavior 4: Innovation

Displays originality and contribufes innovative ideas s ways to lete work more i promotes the use of fechnology to streamline or
automate processes.

[
Manager Rating =

L e —
By Profile Achieving Expectations
| Needs Improvement

~ Competency 2: Contribution to Clerk Culture

To review the Rating Descriptions click on the yellow Notepad icon. Click Return to
return to the previous page.

Manager Rating |

Profile Al Achieving Expectations E’M
Meeds Improvement

~ Competency 2: Contribution to Clerk Culture

Proficiencies

Rating Description

Achieving Job Expeciations

- performance is consistently acceptable
work is reliable and objectives are regularly met

- employee requires a reasonable amount of direction and coaching
from supervisor

- | Achieving
Expecations

MNeeds Improvement
- performance is routingly unsatisfactory
Q MNeeds Improvement - work is below acceptable standards
- employes requires significant improvement to meet job requirsments and
performance expectations




4. Calculate Competencies Summary Rating

Click on the Calculator icon to reveal the Summary Rating.

Competencies Summary

Manager Rating Achieving Expectations

5. Add Employee Future Goals
Click on the Add Item link to add goals.

v Section 2 - Employee Future Goals

& Add Item ‘

Click on the Add Your Own Item radio button. Click on the Next button to continue.

Intro Performance Review
Add ltem

O Add pre-defined item

o@ Add your own ltem

Return

Enter the Title of the goal, select the Competency that it supports from the
dropdown menu, and entera Due Date.

Click the Add button to continue.

Intro Performance Review
Add Your Own Item

*Title |Department Clean Up |

Supports I Dedication to Public Service l v

Due Date |07/30/2024
(example 12/31/2000)

Return




In the Comments section, describe the goal using the SMART method (Specific,
Measurable, Attainable, Relevant, and Time-bound).

V' Section 2 - Employee Future Goals

- Expand | » Collapse | [F Add ltem

v Department Clean Up

* Supports Competency : Dedication to Public Service
* Due Date : 07/30/2024

Manager Comments | [% |§|| Paragraph

Writing Tools Bv@ @ Qv

v By Alv AvA~ B I

sist with department clean up.

Created By -

01/02/2024 3:18PM

6. Add Manager Comments & Check Language

In the Manager Comments section, please indicate if the employee has successfully
completed theirintroductory period, as well as any other comments.

Please note that there are editing tools to assist you. Below is an example of the Spell

Check tool.

Spell Check

Field Label: Manager Comments

Spell Check Text: .
Learning the department

procedures quickly. Has been
assisting with updating processes

Change To: successiully

Alternatives: successfully

’ OK Cancel




7. Rate Overall Progress

Click the Calculator icon to reveal the Overall Rating.

~ Section 5 - Overall Summary

Eh "
Manager Rating /L%I‘.l

Review the rating to ensure that the appropriate rating is displayed.

v Section 5 - Overall Summary

Manager Rating | Achieving Expectations

8. Save and Submit for Approval

Click the Save button, then click the Submit for Approval button. This will generate an
email to yourOne-Up Manager informing them that there is a review that requires their

approval.

Save ] Submit for Approval ]
Intro Performance Review

Evaluation - Update and Submit & Print | E7Notify

Actions~
Job Title  Court Specialist Ill - BR Manager
Document Type Intro Performance Review Period 12/08/2023 ~  06/08/2024
Template Intro Performance Review DocumentID 13093
Status  Evaluation in Progress Due Date  06/08/2024

Guiding Principles: Honor - Respect - Devotion to Duty

Enter ratings and comments for each section in this evaluation, if applicable. Save entries made on the evaluation by selecting the Save button.

- Expand All | » CollapseAll | [> Expand Section | ¢ Check Language | [f] Calculate All Ratings | @) Cancel Evaluation




A confirmation message will appear. Click the Confirm button to submit the review for
approval.

Submit for Approval

Select confirm to submit this document for approval.

Once you select confirm the document will be routed to the appropriate individuals for approval. You will be
notified when this document has been approved.

The overall rating you have assigned to this employee is Achieving Expectations.

[ Confirm “ Cancel }

A second confirmation message will be displayed.

Intro Performance Review

Confirmation - Approval Submitted

@ You have successfully submitted this document for approval.

9. Review the Document Status

You can review the status of the review at any time by clicking on the Current
Documents section. When your manager has approved the review you will receive an
email. The status of the review willchange from Approval - Submitted to Approval -
Approved.

My Team Performance
B New Window | Help | Personalize Page 4
il Create Documents
Current Performance Documents
7] Current Documents I Listed are the current performance documents for which you are the Manager.
] Historical Documents > Filter Criteria
] View-Only Documents
Performance Documents
f Approve Documents Bl Q
[ View Approval Status Name Document Type Document Status Period Begin Period Endd  Job Title™ Next Due Date
T View Status Summary N jniro Performance 1210812025 osoanops  gourt Specialistill- 0610812024




One-Up Approval

1. Access the Review or Extension

Login to PeopleSoft and go to the Manager Self Service menu through ClerkNet or
from home using www.mypalmbeachclerk.com. Click the My Team Performance

tile.

Manager Self Service v

Approvals

©

My Team Performance

-—"ﬂ}

Company Directory

()

—
000

Manage Schedules

Team Time

Time and Absence Reports

i

Manage Delegation

My Team Information

&
e

10f 2

Click on the Approve Documents section. Locate the review that you want to

approve. Click the employee Name link.

My Team Performance
Create Documents

Current Documents

Historical Documents

View-Only Documents

Select Transaction to Approve

The following hyperlinks indicate employees which require your participation in an approval process. Select on

a hyperlink to see details about what needs to be approved for each employee

> Filter Criteria

Approve Documents

| Performance Document

View Approval Status
View Status Summary
Maintain Performance Notes

Transfer Document

B Q

Name Begin Date

D John Clerk

12/08/2023

End Date

06/08/2024

Document Status

Approval

Approval Status

Submitted

Submitted By

1-10f1 v

Document Type

Intro Performance
Review

New Window | Help | Personalize Pa



http://www.mypalmbeachclerk.com/

2. Approve or Deny the Performance Document

Click on Performance Document Details to open the Introductory Performance Review
or Introductory Performance Extension. Enter any comments in the Comment box.
Then click Approve or Deny.

Please note that comments added in the Comment box will only be visible to the
document’s Author and not to the employee.

Approve Document

Approve or deny the proposed information for the employee listed here. You may also
enter optional comments about each approval choice. When you are finished, select
the Approve or Deny button on the page.

Empl ID
Actions+
Performance Document
Doc Type Intro Performance Review
Author
Period Begin Date 12/08/2023 Period End Date 06/08/2024

Rating Achieving Expectations

Performance Document Details h
D Evaluation Approval Chain

Review Employee:Pending
Evaluation Approval Chain

Pending

® Uses Reports To Position

Comment I

LAl
Apprave Deny

\

Go To Approval Summary

A confirmation message will be displayed. Click Close.

Approve Document

Save Confirmation

V The Save was successful.

Close




The Approve Document page will be displayed.

Approve Document

Approve or deny the proposed information for the employee listed here. You may also
enter optional comments about each approval choice. When you are finished, select
the Approve or Deny button on the page

Empl ID
Actions =

Performance Document

Doc Type Intro Performance Review
Author
Period Begin Date 12/08/2023 Period End Date 05/08/2024

Rating Achieving Expectations

Performance Document Details

D Evaluation Approval Chain

Review Employee:Approved (Dview/Hide Comments
Evaluation Approval Chain

Approved

“ Uses Reports To Position
01/02/24 - 3:59 PM

Comments

Go To Approval Summary

Release Review or Extension

1. Print Review or Extension

Prior to meeting with the employee, print a copy of the Introductory Review or
Introductory Review Extension for them.

Login to PeopleSoft and go to the Manager Self Service menu. Click the My Team
Performance tile.

Manager Self Service v 10f2)

Approvals Company Directory Team Time Manage Delegation

= o @ ‘
=0 55 J&

My Team Performance Manage Schedules Time and Absence Reports My Team Information

i) o

ot
d&%}




Click on Current Documents. Locate the document that has been approved. The status
will be Approval - Approved. Click on the employee’s name.

My Team Performance

Do e New Window | Help | Personalize Page |
B reate uments
Current Performance Documents

5 Current Documents Listed are the current performance documents for which you are the Manager.

f] Historical Documents > Filter Criteria

] View-Only Documents
Performance Documents

] Approve Documents B Q
] View Approval Status Name / Document Type Document Status Period Begin Period End4  Job Title? Next Due Date
] View Status Summary John Clerk Intro Performance Approval - Approved 1210812023 06/08/2024 gg“” Specialist i - 06/08/2024

Review
R

Click the Printer icon.

Refum to Current Documents Save Snare win Employee | & |

Intro Performance Review

Evaluation - Share with Employee &Print | E3 Notify
Actions~ /
JobTitle  Court Specialist Il - BR Manager
Document Type  Iniro Performance Review Period 12082023 ~  06/08/2024
Template  |ntro Performance Review DocumentID 13093
Status  Approval - Approved Due Date 061082024

Guiding Principles: Honor - Respect - Devotion to Duty

< ExpandAll | » Collapse All

Click on the Printer icon again.

-+ @ 1 |eta| D Q@ B, 8
atures. View permissions X
JOSEPH ABRUZZO
‘ELERKOF THE CIRCUTT COURT & COMPTSOLLTR
PALM REAEH COUNTY
Evaluation - Share with Employee
Job Title: Court Specialist Ill - BR Manager:
Document Type: Intro Performance Review Period: 12/08/2023 - 06/08/2024
Template: Intro Performance Review Document ID: 13093
Status: Approval - Approved - Approved Due Date: 06/08/2024
Guiding Principles: Honor - Respect - Devotion to Duty
Section 1 - Competencies
Competency 1: Embraces Innovation&Creativity
Behavior 1: Productivit ity, & Time Management
Description:
Meets productivity goals; produces accurate and timely work: prioritizes work effectively; quickly adapts
when a change is made.

12



2. Release Review or Extension

Conduct a one-on-one meeting with the employee. After the meeting, share the review
electronically with the employee. Click the Share with Employee button.

Refum to Current Documents a

Save Share with Employee
Intro Performance Review

Evaluation - Share with Employee &Print | E3 Notify
Actions -

Job Title  Court Specialist Iil - BR Manager
Document Type  Iniro Performance Review Period  12/08/2023 ~  06/08/2024
Template  |niro Performance Review DocumentID 13093

Status  Approval - Approved Due Date  06/08/2024

Guiding Principles: Honor - Respect - Devotion to Duty

= Expand Al | » Collapse All

A confirmation message will be displayed. Click the Confirm button.

Share with Employee

You have chosen to allow the employee to view this evaluation. To confirm
that the employee can view evaluation, click the Confirm button.

Upon selecting confirm your electronic signature will be added to this
document.

Confirm Q Cancel

Complete Review or Extension

1. View Employee Comments

Login to PeopleSoft and go to the Manager Self Service menu. Click the Team
Performance tile.

Manager Self Service ~

Approvals Company Directory Team Time Manage Delegation
g b
= s )
=, L
® Doo et ;
0
My Team Performance Manage Schedules Time and Absence Reports My Team Information
A iy a
aal mEm m =
EEm 7
898 i a8

-




Click on Historical Documents. Click on the employee name of the performance
document to review.

My Team Performance

i Create Documents N
Performance Document History

i Current Documents Listed here are the completed and canceled documents for which you are the Manager.
You can access a document by selecting the "Employes” hyperiink.

7 Historical Documents > Filter Criteria

i View-Only Documents

Performance Documents
i Approve Documents

BllQ D0f2 v
A View Al | Stat
i View Approval Status Name / Document Type Document Status Period Begin Period End+ | Job Title® Rating
i View Status Summary Infro Performance Court Specialist lll - Achieving
John Clerk Review Completed 12/08/2023 06/08/2024 BR Expectations
i Maintain Performance Notes
- Performance Check-in Completed 0110212024 0470212024 F\j“” SpecalstiV

] Transfer Document

Scroll to the bottom of the document to view the Employee Comments.

v Section 4 - Employee Comments

In the comments section below, you are required to state "l agree” or "'l disagree™ with your performance appraisal. If you disagree, please
explain. Failure to comply with this requirement will be deemed full agreement with this performance appraisal.

Employee Comments. | ..

2. Reopen Performance Document

If you need to update your comments or change any of the ratings, please contact
HRIS to reopen the performance document. Note that once the performance
document is re-opened, the document will need to go through the approval process
again.



Performance Notes (Optional)

1. Enter Performance Notes

Login to PeopleSoft and go to the Manager Self Service menu. Click the My Team

Performance tile.

Manager Self Service -

Approvals

-®

My Team Performance

~A
sl

-

Company Directory Team Time

’ @
YT 890

Manage Schedules Time and Absence Reports

1)

Manage Delegation
[N

v

My Team Information

2
A

Click on Maintain Performance Notes.

My Team Performance

i Create Documents ‘ Create Performance Documents

f7 Current Documents Employee Selection Criteria
1 Historical Documents

F View-Only Documents

Select the employees you are creating new performance documents for.

As Of Date | 01/04/2024 Refresh Employees

Find Employee

i Approve Documents Pamella Sawyer's employees
i View Approval Status =B R
select | Name Empl ID HR Status Job Title Department
i View Status Summary
o Aclive Court Specialist Il - BR South County
5| Maintain Performance Notes . -
[m] Active Court Specialist IV - VB - BR South County
Syl cnstelocent o Active Court Specialist Ill - BR South County
Click on the Magnifying Glass.
Performance Notes
> Instructions
~ Selection Criteria /
*Empl ID Q
Notes From Through
Search Add a New Note

There are no existing notes for the specified selection criteria.
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Choose Last Name in the Search by dropdown menu. Enter the employee’s Last Name
and click Search.

Look Up Empl ID ®
Help &
Search by: | Empl ID V| begins with
Alternate Character Name
Empl ID
Search First Name ip
Last Name
Mame
Search ResU gecong Last Name
Only the first 300 results can be displayed.

Enter the Notes From and Through date for the performance note. Click on Add a
New Note.

= Performance Notes
? Instructions
v Selection Criteria
“Empl 1D Q| john Clerk
Notes From | 01/04/2024 Through | 01/04/2024
1

Search l l Add a New Note é

There are no existing notes for the specified selection criteria.

Enter the Subject and Note Text for the Performance Note. Click Save.

Performance Notes - Add/Update Notes

> Instructions

Selected Performance Note
Applications

Created 01/04/2024 440PM
Empl ID Creator
Last Update
Updated By

Subject |Microsoft Advance Training

Note Text I Employee is to complete the iraining by 7/10/2024.

Return to Performance Note Selection




2. Search for Performance Notes

Login to PeopleSoft and go to the Manager Self Service menu. Click the Team
Performance tile.

Manager Self Service

Approvals

~©

My Team Performance

~A
bl

—

Company Directory

=

e
ooo

Manage Schedules

Team Time

Time and Absence Reports

7,

Manage Delegation
L

v

My Team Information

&
falpia)

Click on Maintain Performance Notes.

My Team Performance

i Create Documents

i Current Documents
i Historical Documents
i View-Only Documents
i Approve Documents
i View Approval Status

i View Status Summary

" Maintain Performance Notes

i Transfer Document

Create Performance Documents

Employee Selection Criteria

Select the employees you are creating new performance documents for.

As Of Date | 01/04/2024 Refresh Employees

i
Select  Name

O

o

=)

Empl ID

HR Status

Active

Active

Active

Job Title

Court Specialist Il - BR.

Court Specialist IV - VB - BR

Court Specialist Il - BR

Find Employee

112012 v
Department
South County
South County

South County

Click on the Magnifying Glass.

? Instructions

Search

~ Selection Criteria

E] Performance Notes

*Empl ID Q

Motes From

Add a New MNote

There are no existing notes for the specified selection criteria.

Through
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Choose Last Name in the Search by dropdown menu. Enter the employee’s Last Name
and click Search.

Look Up Empl ID X
Help &
Search hy: | Empl 1D V| begins with
Alternate Character Name
Empl ID
Search First Mame P
Last Name
Mame
Search ResU gacond Last Name
Only the first 300 results can be displayed.

Click on the Empl ID for the employee.

Look Up Empl ID x

Help

Search by: | Last Name | begins with ICIerk I

Search Results

View 100 1-32 0f32 v

Second | Alternate

Empl 1D Name Last Name First Name Last Character
Name Name
John Clerk

] (blank) (blank)

Click Search.

Performance Notes

> Instructions
v Selection Criteria
*Empl ID | 000000 Q

John Clerk
Notes From Through

Search ( Add a New Note l




All performance notes for the employee will be displayed. Click on the performance

notes Subject hyperlink to examine the information.

@ Performance Notes

> Instructions
~ Selection Criteria
“Empl ID | 00000¢ Q John Clerk

Notes From Through

Search I [ Add a New Note ]

Existing Performance Notes for this Employee

Select Subject Created

o Microsoft Advance Training 01/04/2024 4:40PM

Select All Deselect All
Delete Transfer

E|[a e

3. Edit Performance Notes

Login to PeopleSoft and go to the Manager Self Service menu.

Performance tile.

Click the M

y Team

Manager Self Service v

Approvals Company Directory
- =
~© Do

My Team Performance Manage Schedules

AR
&

Team Time

Time and Absence Reports

fin

Manage Delegation

Wy Team Information

&
Felgtal

g
<=l
Click on Maintain Performance Notes.
My Team Performance
] Create Documents | Create Performance Documents
i Curent Documents: Employee Selection Criteria
Select the employees you are creating new performance documents for.
i Historical Documents
As OfDate 01042024 [5] Refresh Employess
i View-Only Documents
Find Employee
& Approve Documents
T View Approval Status B B
Select  Name Empl ID HR Status Job Title Department

- View Status Summary

[m] Active Court Specialist lll - BR South County
= Maintain Performance Notes

D Active Court Specialist IV - VB -BR South County
Sapeps oo = Active Court Specialist il - BR South County

19



Click on the Magnifying Glass.

Performance Notes

> Instructions

~ Selection Criteria /
*Empl ID Q

Notes From Through

Search Add a New Note

There are no existing notes for the specified selection criteria.

Choose Last Name in the Search by dropdown menu. Enter the employee’s Last Name
and click Search.

Look Up Empl 1D %
Help &

Search by: | Empl ID V| begins with
Alternate Character Name
Empl ID

o= e | First Name p
Last Name

Mame
Search ResU gecong Last Name

Only the first 300 results can be displayed.

Click Search.

Performance Notes
*» Instructions
~ Selection Criteria
*Empl ID | 000000
John Clerk
MNotes From Through

Search ( Add a New Note l




All performance notes for the employee will be displayed. Click on the performance

notes Subject hyperlink to examine the information.
= Performance Notes
» Instructions
v Selection Criteria
“Empl 1D | 000001 Q| John Cletk
Notes From Through
Search I I Add a New Mote ]
Existing Performance Notes for this Employee
5 Q -
Select Subject / Created
(] Microsoft Advance Training 01/04/2024 4:40PM
Select All Deselect All
Delste Transfer

Edit the performance note. Click Save.

Performance Notes - Add/Update Notes

> Instructions

Selected Performance Note

Applications

Empl ID

Subject |Microsoft Advance Training

Retum to Performance Mote Selection

Note Text |Employee is to complete the fraining by 8/4/2024. Training sessions will be held at CCLC 5th Floor.

Created  01/04/2024 4:40PM
Creator

Last Update

Updated By

21
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