User Guide for

NMSU Online Staff Evaluation
https://evaluation.nmsu.edu/

This user guide provides instructions for using the Staff Evaluation Web Application, from now
on also referred to as the “application” or “system”.
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Questions?

If you have questions or need assistance with the Staff Evaluation Web Application,
please contact the Office of People Relations at opr@nmsu.edu or (575) 646-2449.

Rev 10/09/2023 Page 1


https://evaluation.nmsu.edu/
mailto:opr@nmsu.edu

I. Accessing the Evaluation Web Application

The application can be directly accessed at https://evaluation.nmsu.edu or from the HR Services
homepage at http://hr.nmsu.edu/.

To log in, use the same credentials as you would for MyNMSU.

IA\VJAY/ | B& BOLD. Shape the Future. :
NNz New Mexico State University Employee Evaluation

Login

TROUBLE LOGGING IN?
Contact the IT Help Desk (2

OFFICE OF PEOPLE RELATIONS
%, (575) 646-2449
& opr@nmsu.edu

Il. Overview of Site Options

Upon logging in, the user will be directed to the application home page.
The home page consists of a brief introduction, an Inbox, a Sent Items box and Toolbar along the top.

7 ® Inbox: is where a supervisor will find all items needing their attention.

—® Sent Items: is where a supervisor will see items that they have worked on that are either pending
signature by the employee or completed.

= | Toolbar:

o Date button (i.e. 2020 —I2021 | ¥ ):is where any user can access previous year evaluations (if
you were evaluated in the system or evaluated/approved others in the system). The default year
is the immediate past year and the drop-down button will display years prior.

o Logout: is where you will logout of the system.

A 4
Emp]o_yee Evaluation Welcome, Donna Oftaviano £ Home 2021-2022 =~ & Actas? () Admin @ Help 4] Logout

Evaluation Year 2022

The evaluation submission period is open from January 1, 2022 through March 16, 2022.

This application is for evaluating regular exempt and nonexempt staff only. Performance is evaluated for the period January 1, 2021 through
December 31, 2021 and are due by March 16, 2022. Past completed evaluations are accessible in PDF by year from the toolbar above.

IMPORTANT INFORMATION: ALL goals must align with the LEADS 2025 Strategic Goals that best fits the unit's role in the university system. Drop
down menus are incorporated into the evaluation form to assist with selection. If you need to review the LEADS 2025 Strategic Goals, there is a link to
each in the Planning for the Year Ahead section.

»
- Inbox (Click Select Employees to evaluate your staff )

My Evaluation

Your evaluation has not been staried.

@l Sent ltems
>
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lll. Immediate Supervisor Functions
A. Completing an Evaluation

1. To begin an employee’s evaluation, click on the Select Employees button located in your Inbox.

Select Employees to evaluate your staff.) £, Select Employees

My Evaluation

Your evaluation has not been started.

2. Another page will open. Here you will find a list of all staff who report to you according to the Banner
system. Select the Add button for each employee you want to begin evaluating.

Note: If you do not see an employee you must evaluate in your list, click on Click here to search for
employees not in your list to search by name or Aggie ID. If the reporting structure data is incorrect
and must be changed on the Banner system, contact your unit’s HR Liaison who may request a
permanent change using a Personnel Action Form (PAF).

Select Employee

According to our records, the employees listed below report to you. To begin an evaluation, please click the "Add" button. Upon adding an employee you will see his/her name within Evaluations in Progress list.
Name Aggie ID Exempt Status Job Title Department Evaluated By Add
_ Exempt HR Specialist.Assc Employee & Labor Relations. @ Add
_ Exempt HR Specialist.Sr Employee & Labor Relations @ Al
_ Exempt HR Spec, Inter Employee & Labor Relations. @ Add

Click here to search for employees not in your list (Search by "Last Name First Name" or "Aggie ID") v
X Close

I
Enter the employee name or Aggie ID, the name will poplulate, then add the employee.

Click here to search for employees not in your list (Search by "Last Name,First Name" or "Aggie ID") %
Show| 5 « entries Search: gur-H@udini
First Name 4 Last Name Exempt Status Job Title Department
> . - v
» Harry Houdini Erempt Master Magician Health & Wellness B A%
«— Previous

3. Onyour home page, the employee’s name will display in the Inbox in the Evaluations in Progress
section. Click on the employee’s name to open the evaluation form.

Inbox (Click Select Employees to evaluate your staff.)
< ; Employee Aggie ID Exempt Status Job Title Document Status Actions
valuations In Progress

k& Harry Houdini S00na Exempt Master Magician In process by immediate supenisor @ Delete
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4. The first page of the evaluation form will appear and the header of the form will automatically
populate with employee and supervisor information.

Exempt Employee Performance Evaluation and Planning Form ( January 01, 2021 - December 31, 2021 "~
Form: 47024 /- Status: Complete score.
667
Name: Jane Awesome Title: Employee Relations Spec Sr
Aggie 60001234 Department: Employee & Labor Relations

Position Classification Deseriptions Started NMSU: 2/18/2018

Started Positiol  3/10/2019

Evaluator Pjerre de Chardonnay Dir.Employee & Labor Relations | Employee & Labor Relations

5. To begin the evaluation, click the Start button. Note: You may jump to other sections from the

Document Home page by selecting the section you want to go to.

Start p

Exempt Employee Performance Evaluation and Planning Form ( January 01, 2021 - December 31, 2021 )

Form: 47024 Status: Complete Score
ooo %

Name Jane Awesome Title: Employee Relations Spec,Sr

Aggie 800012345 Department Employee & Labor Relations

<

Position Classification Descriptions ]
P Started NMSU  2/13/2018

Started Positio  3/10/2015

Evaluator  Fierre de Chardonnay ) | DirEmployee & Labor Relations | Employee & Labor Relations

6. Past Period Performance - Part 1 and Part 2: Select a score for all categories in these sections.
Comments are required for all ratings of ‘Unsuccessful/Unacceptable’, ‘Partially Successful/Needs
Improvement’ and ‘Distinguished Performance’. When you select the START button it will take you to
Part 1. When finished, it will automatically take you to the next section.

Past Period Performance y Planning for the Year Ahead
iE Part 1: Categories 1-5 Go A Part 1: Goals for the Year Ahead Go b
2 Part 2: Categories 6-10 Go b = Part 2: Professional Development Go p
& Part 3. Assessment of Achievement of Goals Go p = Part 3. Areas for Improvement Go p

A Validation Error

> 1. Achievement Toward NMSU Strategic
Goals: Comments required for
"Unsuccessiul/Unacceptable Performance”

HINTS for Form Page Navigation Information and Options

e When the application identifies that required information is missing and needed to move on, an instructional
message will appear at the top of the form in highlighted text, alerting you to the specific information that is
missing.

e The overall evaluation score can be found in the header of each evaluation form and it is updated as each

section is scored.
e When you hit the “next” button to progress from one page to the next, the system will auto save your entries.
A Pop-Up will briefly display on the top right-hand corner of your screen.
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7. Past Period Performance — Part 3: The goals established the year before will appear (note: employees
not evaluated in the system the year before will not have pre-populated goals). You should select a
rating for each goal. A rating of Deferred can be selected when it is determined that the goal was put
on hold during the evaluation period, but is still relevant. A rating of Cancelled can be selected when it
is determined the goal is no longer applicable (for example: transfer from one department to
another) or no longer relevant. A score of Deferred or Cancelled counts as zero points and is not
factored into the overall score. A comment is required when either of these is selected.

LEADS Goal 4: Build a Robust University System v @ Delete
Goal
4 3 Establish Operational Excellence Through a Metrics Driven Processes that Drive Operational Efficiencies Rating:

4.3.7. Ensure support system to enable employees to meet their individual, unit, and enterprise goals "
Collaborate with the HR directors in the development of a dashboard for HRS metrics. O Fails to Meet Expectations

(O Needs Improvement

(901 characters remaining) (O Meets Expectations

O Exceeds Expectations
Objective and Measurement
(O Exemplary

HR Metrics dashboard developed, published and regularly updated.
O Deferred <:|

(O Canceled
Y

If the goals are not applicable due to a transfer from another department, or the employee was not
evaluated in the system last year, you can add goals that were established. After selecting “Canceled”
you can add applicable goals and then rate accordingly.

() Listinguished Performance and Role Model Status
(O Deferred
# @® Canceled

(1908 characters remaining)

Comments
Mot applicable due to job change|

4

(1467 characters remaining)

] —

8. Performance Summary — After rating the achievement of the previous period goals, you may include
comments on the employee’s overall performance. These comments will be viewable to the
employee after you send the evaluation to the employee for signature (last step).

(@ Add Goal

Performance Summary

Include any final comments concerning the employee’s perfufmance during the past period (optional)

(1500 characters remaining)

£% Document Home 4 Previous Next p
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9. Planning for the Year Ahead - Part 1: Goals for the Year Ahead: All goals should align with NMSU
LEADS Strategic 2025 goals. For more in depth information regarding NMSU Leads 2025 goals please
go to the following web site: https://leads2025.nmsu.edu/index.html.

Past Period Performance Planning for the Year Ahead
i= Part 1: Categories 1-5 Go b % A Part 1. Goals for the Year Ahead Go p
i Part2: Categories 6-10 Go b & Part 2 Professional Development Ge p
® Part 3. Assessment of Achievement of Goals Go b £ Part 3. Areas for Improvement Go

Within the sytem there are links to each of the Leads 2025 Goals:

Planning for the Year Ahead
Section 2 - Part 1 : Goals for the Year Ahead

Instructions: Goals should be reflective of the primary focus of an employee's job duties in support of the university strategic goals. ALL goals must
align with one of the LEADS 2025 Strategic goals and must be selected in the dropdown menu for each goal. Up to five individual goals may be
entered.

LEADS 2025 Strategic Goals:

Goal 1: Enhance Student Success & Social Mobility

Goal 2: Elevate Research & Creativity

Goal 3: Amplify Extension & Outreach

Goal 4: Build a Robust University System

Goal 5: Build an Online Global Campus

Goal 6. Build, Elevate, and Strengthen Sustainable Systemwide Equity, Inclusion and Diversity Practices

B o

Remember to us the SMART Methodology when setting goals:
Specific — Measurable — Attainable — Relevant — Timely

A short tutorial is available to help with making SMART goals._

By clicking on any of the goals in the instructions, you will be taken to a webpage that outlines the goal
and objectives/actions for each goal. Further information regarding the actions associated with each
objective will be found by clicking on the objective link.

GOAL 1. Enhance Student Success and Social Mobility

Student success across the NMSU system is driven by a commitment to learning,

degree completion, and career attainment enriched by our research and outreach GOAL 1

enterprise. Our students are served by our culture of inclusivity and educational

delivery that meets student needs and includes online and hands-on learning. & priorities (D)
Recognizing the diverse backgrounds of students across the system, NMSU provides lshl performance (kPis)
a supportive environment for students to become a part of, and contribute to, the
campus community, the state, the country, and the world.

Goal 1 Update

Download 2022 presentation

Objectives

1.1. Diversify, optimize, and increase system-wide enroliment by differentiating and targeting recruitment, marketing and
pricing strategies

2 Goal Champions

[B Pprogress

1.2 Optimize academic program offerings, focusing on demand, quality and outcomes
1.3 Enhance student learning, retention and degree attainment, and close achievement gaps

1.4 Through engagement in high impact practices, enhance student life, climate, health and wellness, and professional
development leading to improved academic and career outcomes
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Department/Organizational Unit Goal

A department or organizational goal may be entered and at least one individual goal is required. The
system will display space for 1 individual goal. Use the Add Goal button to add goals as needed. (Hint:
these will be the goals that will appear in Section 1- Part 3 next year).

Department/Organizational Unit &

(1200 characters remaining)

V.

Enter the performance goal which aligns with one of the

Delet
four LEADS 2025 Strategic Goals selected above. 8 Dekiz

- ——Select from LEADS 2025 Strategic Goals— vi

—Select from LEADS 2025 Strategic Goals—
LEADS Goal 1: Enhance Student Success & Social Mobility
—_— LEADS Goal 2: Elevate Research & Creativity
LEADS Goal 3: Amplify Extension & Ouireach
{ LEADS Goal 4: Build a Robust University System #

Objective and Measurement

4

(2000 characters remaining)

© Add Goal

L Adrop-down box allows you to easily select the LEADS goal that aligns with the individual goal.

You will be prompted to enter the individual goal in the “Goal” box.

A
(1200 characters remaining)

: . Enter the performance goal which aligns with one of the aopmrss |
| LEADS Goal 4: Build a Robust University System v four LEADS 2025 Strategic Goals selected above. Ll
Goal : .

4
(1200 characters remaining)

For the objectives and measurement text box, you may review and select an objective and action from
the those associated with the LEADS strategic goal. Next, you will identify how the action will be
measured. *Note: You may also choose to develop your own objective/action that supports the
goal if the one listed does not meet the needs of the unit.

Objective and Measurement

Objective: 1.3 Develop a culture of ‘Aggie Life’ that reflects service-learning, experiential learning, engagement in campus community, and engagement in research
experiences.

Action: Engage university faculty and staff in Aggie Life experiences. Attend and track at least three Aggie Life functions this year.

Measure: Amount of Aggie Life function attended at the end of the performance period.

(1592 characters remaining)
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10. Planning for the Year Ahead - Part 2: Professional Development (Optional): This section is where you
may establish professional development opportunities for an employee. You may use this section to
document specific areas for development and the activities associated to support the employee’s
career development. Up to two areas may be established. Use the Add Area button to enter a second
area. A link to “Training Central” has been provided where you can choose to assign
training/development|activities to the employee.

Planning for the Year Ahead

Section 2 - Part 2 - Professional Development (Optional)

Instructions: Professional development opportunities may be established by the supervisor working in collaboration with the enijfloyee fo identify the skills and knowledge needed to
advance professionally. Supervisors may use this section to document specific areas for development and the activities associated to support the employee's career development
within the organization's business needs. Up to fwo areas may be established. To assign courses to your employee, visit Training Central.

Areas for Development 1 @ Delete

11. Planning for the Year Ahead - Part 3: Areas for Improvement: This section is required only if the
employee’s overall score is 4.55 or lower. You should describe the areas needing improvement and
the improvement activities that should take place. Up to two areas may be established. Use the Add —
Area button to enter a second area if needed. If the score is not 4.55 or lower, you can still use this
section to address any areas that need improvement. A follow-up date must also be selected. —

Section 2 - Part 3 : Areas for Improvement <

Instructions: Required if Overall Evaluation Score is 4.55 or lower. Optional if score is 4.56 or above although recommended for categories that
received a rating of Partially Successful Performance/Needs Improvement or Unsuccessful/Unacceptable Performance. Identifies the area of skill or
behavior needing improvement to perform the current job. Up to two areas may be identified.

Areas for Improvement 1 @ Delete

(1200 characters remaining)

Describe Improvement Activities

(2000 characters remaining)

A

i e
Progress review follow-up <
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If the employee had an area for improvement in the previous evaluation, the content will populate

to give you an opportunity to review with the employee.

Planning for the Year Ahead
Section 2 - Part 3 - Areas for Improvement

Instructions: Required if Overall Evaluation Score is 4.55 or lower. Optional if score is 4.56 or above although recommended for categories that received a rating of Needs
Improvement or Fails fo Meet Expectations. Identil'y’> area of skill or behavior needing improvement to perform the current job. Up to two areas may be identified.

Areas for Improvement Identified Last Yel <

Productivity and Quality of Work. Details are in the established Performance Improvement Plan

Areas for Improvement 1

(1200 characters remaining)

@ Delete

12. When the evaluation is complete, you will schedule a meeting with the employee to discuss the
evaluation and future goals. For this meeting, you may opt to print the PDF version (to the left of
the employee’s name on the home screen) of the document made available in the system (if an in-

person meeting) or send the PDF version to the employee via email.

Inbox (Click Select Employees to evaluate your staff)

Employee Aggie ID Exempt Status Job Title Document Status

Evaluations In Progress

A _ - MNonexempt Admin Asst, Inter In process by immediate supervisor

If after the meeting you want to edit the evaluation, you can do so at the home page, by clicking on

the employee’s name, which will open the evaluation and allow for edits.

Note: Please contact Employee and Labor Relations if you have questions regarding the in-person
meeting process. This guide is designed to help with utilizing the web application only.

TIP

make desired changes.

o |f after meeting with the employee you wish to edit a rating, comment or goal, simply open the evaluation and

13. Following the meeting (in person or virtual), you will open the employee’s form and Sign it. Upon
signing the evaluation, the employee will receive an automated email stating that the evaluation is

ready for signature.

£ Document Home: 4 Previous  Next b

Employee Performance Evaluation and Planning Form ( January 01, 2022 - December 31,2022) > gign

Form: 49635 - Status- In process by immediate supervisor Score: 683~

Name e (I

Aami: _ De; Eartment' AlS-Aggie Innovation Space Saroq Mt Otz
g9 e o P P ASAgY s Started Position: 07/01/2008

Position Classification Descriptions

evaiusor [
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When you select the “Sign” button, the system will remind you to meet with your employee first.

You must meet with your employee to discuss the evaluation before you sign the
form. If you have not yet met with your employee, return to the Document Home

page.

Return to Document

B. Deleting an Evaluation

Evaluation forms may be deleted once they have been started. This feature may be useful if someone
else is asked to evaluate an employee or if a form needs to be reset so that the you can start over.
Forms can only be deleted from the Inbox.

Inbox (Click Select Employees to evaluate your staff )

Employee Aggie ID Exempt Status Job Title Document Status Actions

Evaluations In Progress

= - S00m T Exempt HR Specialist. Assc In process by immediate supervisor @ Delete ?

C. Recalling an Evaluation for Further Editing

You can recall the electronic evaluation for editing after signing it, as long as the employee has not

signed it. However, since a meeting with the employee occurs before you sign it, edits should occur
before signing it.

Sent ltems

Supervisor Activities
Employee « Aggie ID « Exempt Status « Job Title « Sentto 4+ Document Status Actions

-~ - go0aTr Exempt HR Specialist,Assc - Pending next level approval ‘D Recall

D. Reviewing Finished Evaluation

When evaluations have been fully routed and signed, you will see them in your Sent Items box as
complete. These will remain viewable in a read-only format year-round. At the end of each calendar year,

the forms will be stored in a portable document format (PDF) in the toolbar, in the past year/dated
section.

Inbox (Clck Select Employees to evaluate your staff.)

My Evaluation

Your evaluztion has not been started.

Supervisor Activities
Employee =~ Aggie ID =~ Exempt Status - Job Title - Sentto « Document Status Actions ¢
A Donna Ottaviano Exempt Employee Relations Spec, Sr Complete
-~ Jennifer Lewis Exempt Employee Relations Spec,Sr Complete
& Maria Sanchez Nonexempt Employee Relations Spec Assc Complete
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IV. Signing and Acknowledging as Employee

1. When you sign the completed evaluation, the employee is notified via email. The employee may login
from the link provided in the email or directly into the application. The employee’s evaluation will
appear under the ‘My Evaluation’ section of the Inbox. The employee should click on their name to
open and view the evaluation.

Inbox (Click Select Employees to evaluate your staff )

My Evaluation

~ I - status: Pending employee acknowledgement

2. The evaluation form will appear in a read-only format and the employee may sign their evaluation
from any page of the form. \y

Exempt Employee Performance Evaluation and Planning Form ( March 01, 2014 - February 28, 2015 ) &7 Sign | A~

3. Upon clicking the Sign button, The Employee will have the opportunity to leave a comment. The
employee’s form will remain viewable in a read-only format year-round. At the end of each calendar

year, the forms will be stored in a portable document format (PDF) in the toolbar, in the past year
section.
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