PERFORMANCE REVIEW STATUS REPORT FOR NCVIP LIAISONS

Description: This report provides liaisons with the status of a Performance Review for all employees they are
authorized to view in NCVIP.
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Select STANDARD REPORTS from the top menu.

Learning Leadership Training My Team Reports Performance
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Standard Reports

Hello, Catherine, let's get started.

Custom Reports
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From the Performance tab select PERFORMANCE REVIEW STEP STATUS REPORT

Reports

Click on a report category fo view those reports. You may search for any reports by fitle or description.
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Development Plan Exception Goal Status

Displays all users whe de not have active Development Plans. Any user withcut a Development Plan that overlaps the selected date range will be listed. Display a summary of goal statuses for a specific set of users

Development Plan Group Details Goal Target

Displays the details of all development plans cwned by a set of users during a specific peried of time Displays the details of all targets contained inside of goals for a specified user.
gg‘gﬂ\ipww:;itpu?; 2:;‘1:’;; development plans for a set of users. Any user with a Development Plan that overlaps the selected date range will be GaaljlasksiSumma

hstedh' - = h Binst, = - = - e Displays details of all tasks contained inside of goals for a specific user or OUs.
Goal Details Performance Review

Displays the details of each goal during a specific period for a single user where the user is the goal owner View a performance review for a single user

Goal Exception Performance Review Details Report

Displays all users who de not have approved goals within the selected time criteria. Define a date range and print one or more performance reviews for a single user
Goal Hierarchy ‘, Performance Review Step Status Report

Displays a detailed view of the hierarchy of one or more goals for a specific user View the status of all steps in a Performance Review task

Leave the User Criteria field blank.

For the Performance Review Task click the £ to choose the Performance Review for your
section/division. HINT: If there are many tasks listed, simply put DPS in the Search Bar under SEARCH
Tasks to show only tasks for DPS employees.
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NAME DESCRIPTION
DPS FY 2015 - 2016 Performance Plan DPS FY 2015 - 2016 Perfermance Plan PILOT GROUP
1 OMLY
DPS FY 2015-2016 Interim Review FY 2015-2016 Interim Rewview
Performance Evaluation for FY 2015 - 2016 (DPS-APE) DPS FY 2015 - 2016 Annual Performance Evaluation
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5. Click EXPORT TO EXCEL

Performance Review Step Status Report
Report Criteria

“iew the status of all steps in a Performance Review task.

USER CRITERIA

The availability criteria that you selectwill only include employeas who meat th

User Criteria

: [Select Criteria v]

ADVANCED FILTERS

Performance Review Task: |perrcrmar-:e Evaluation for FY 2015 - 2016 (DPS-APE) X|

¥| Employee Complete Self Perf. Evaluation
#| Manager Approve Perf. Evaluation
Review Steps: ¥ |ngirect Manager Review Perf. Evaluation
#| Manager Sign Off
¥ Emplayee Sign OFf
Display OU: [None v]
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3 Printable Version 3£ Export to Excel

6. The report will open in Excel.

UNDERSTANDING THE REPORT:

Task Status  Employee Complete Self Perf, Evaluation  Manager Approve Perf Evaluation  Indirect Manager Review Perf, Evaluation  Manager Sign Off  Employee Sign Off

TASK STATUS will not show complete unless ALL of the required steps (Manager completion, signature and
Employee Sign off) are completed. It will otherwise show as Incomplete or In Progress (if within the 60 day
task deadline).

Employee Complete Self Evaluation will not show complete unless the employee has launched and submitted
the employee self evaluation (step 1). Because this is not a required step, if the employee does not complete
this step by the due date it will show a PAST DUE status.

Manager Approve Perf Evaluation will show complete once the manager has launched and submitted the
annual performance evaluation. Because this is a required step, the Annual Evaluation will remain at the
manager step (step 2) until it is completed or the task expires. If not completed by the due date, it will show a
status of PAST DUE.

Indirect Manager Review Perf Evaluation will not show complete unless the indirect manager has launched,
signed and submitted the employee’s annual evaluation (step 3). Because this is not a required step, if the
indirect manager does not complete this step by the due date it will show a PAST DUE status.

Manager Sign Off will show complete once the manager has launched, signed, and submitted the annual
evaluation. Because this is a required step, the Annual Evaluation will remain at the manager step (step 4)
until it is completed or the task expires. If not completed by the due date, it will show a status of PAST DUE.

Employee Sign Off will show complete once the employee has launched, signed, and submitted the annual
performance evaluation. Because this is a required step, the Annual Evaluation will remain at the employee
sign off step (step 5) until it is completed or the task expires. If not completed by the due date, it will show a
status of PAST DUE.
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