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PES - Supervisors Training
Prerequisites

In order to use the HR PES system, you must meet the following minimum
requirements.

PC - Windows XP/2000
- Browsers
o IE6
0 Netscape 7
o Mozilla 1.0/Firefox 0.8 and above

Mac OS X
- Browsers
o Safari
0 Netscape 7
o Mozilla 1.0/Firefox 0.8 and above

All of the following must be enabled on your browser of choice:
- JavaScript
- Cookies

Log In
1. To log into the PES system, type the following URL into your browsers location

bar:
https://www.rowan.edu/hr/pes (note: you must use https, NOT http)

2. When prompted, type your network username and password in the corresponding

areas.
Campus Portal Login
«lc User M > Browser Requimements
L = pue User Name > Changre My Fassword
Pagswopl: e > Foggat YVour Passward
> Wb adl Help

Please Enter your Fowan Metwork usermame and password in order to
access this restncted resource.

3. You will then be directed to the PES application.


https://www.rowan.edu/hr/pes

The PES Application

When you first log into the application, you will automatically be sent to the
applications ‘Home’ page. You can also reach this page any time, by following the
‘Home’ link in the menu on the left hand side of the screen.

Rowan University Welesme, Philip Shate
Lo out Button _}- 1# 8hi abowa irdarmation & incasech
Human Resources PES ! ot prmatien s

Homea
"'l‘r'El'l'E't'EES- ‘Welcama to the Fiawan Lneearsiy Onling Pafarmance Evaluation S'j--sl,l_-'rn

fou are logged in as: Philip Shafar
T Your rale in the system is: Supemisor —€<—— Users Information

Please Be Adwsed that if you walk away, leae your computer nactive, or 16 your browser sit on ane page for

Menu 60 Minutes you wil lose any dala from the cwmeant page you ams warking on

Supervisor’s ‘Menu’

The Supervisor’s menu is fairly simplistic, you only have two options:
-‘Home’
-‘My Employees’

You can use the ‘Home’ button at anytime during the process to return to the
homepage. However, use caution when using this button, you will lose all data you
haven’t submitted.

When you click on ‘My Employees’ you will be taken to a list of your employees.
My Employees
On the employees screen you will see two areas of significance:

1. The Employees Navigation Bar:
| My Employees | My PES

You can use this navigation bar to return to your ‘My Employees’ page. Also,
you may notice a ‘My PES’ link. You can use the ‘My PES’ link to view the
Performance Evaluations which have been submitted for you by your
supervisor.

2. The second area to note on this screen is the employee select menu. Use this
to select the employee for which you wish to add, update, or view a PES.

Please Choose an Employee:
E Seyfman, Adam iv|  View PES History

viman, Adam

Select the employee and click ‘View PES History’.



Employee PES History
The Employee PES History page consists of two functional areas:

1. The Cycle Selection Menu:

 October 01, 2003 - Septernber 302004 v | Show Cycle |

Qctokher 01, 2003 - September 30, 2004

You can use this menu to select the cycle you wish to view employee PES
cycles. This list contains all available PES cycles for the selected employee.

2. The Employee PES Menu:

Cycle PES for Adam Szyfman

0 FPES Found For this Cycle

Add New PES | | Update Selected PES | | Print Selected PES

This menu can be used to Add, Update, or Print evaluations available for the
selected cycle.

Adding A PES

If you wish to add a PES for a cycle, you can do so by clicking the ‘Add New PES’
button on the Employee PES Menu. When you add a new PES you will then be
given an option for which state you wish to add a PES: Initial, Interim, or Final.

Flease Choose a state you wish to add a PES for:

MITIAL v

INTERINM
FIMAL

Select the state for which you want to add a PES, and then click ‘Add’



Please note the following stipulations for adding a PES state:

1.

You must always add an ‘Initial’ PES for a cycle first. If you try to add an
‘Interim’ or ‘Final’ PES without adding an ‘Initial’ PES, you will receive an error
message.

You can only add an ‘Interim’ PES to a cycle for an employee if an ‘Initial’ PES
has been created first.

In order to add a ‘Final’ PES you must have completed at least an ‘Initial’ PES.
For most cases an ‘Interim’ PES will be completed prior to the ‘Final’ PES,
however it is not necessary.

These special cases include:

a. The employee is leaving the University.

b. The employee has received a lateral transfer. In this case, the
employee’s supervisor has changed. When this occurs the old
supervisor must complete a ‘Final’ evaluation prior to the new
supervisor starting a new evaluation set for the employee.

c. The employee has received a promotion or demotion and their title has
changed. When this occurs, a ‘Final’ evaluation on the ‘old’ title must be
submitted prior to a new ‘Initial’ evaluation being created.

d. For more information on these scenarios, please contact Human
Resources.

The ‘Initial’ PES

The ‘Initial’ PES process only contains a subset of information that the ‘Interim’ or
‘Final’ PES will contain. It is during this process for which the PES is set up for the rest
of the cycle. Once you add an ‘Initial’ PES, you will then have access to the goals and
job responsibilities on the next series of pages.

The first area of interest for the ‘Initial’ PES is the PES Navigation Menu. You have
three (3) options on this menu.

FES Menu

[ Goals ][ Job Fespaonsibilities ]

—_

PES Menu - This will take you back to the PES History for the employee.
Goals - This will take you to the ‘Goals’ section of the Initial PES.

Job Responsibilities - This will take you to the ‘Job Responsibilities’ section of
the Initial PES.



The ‘Initial’ Goals

This section is where you add the ‘Unit/Workgroup Goals’ and the ‘Ratee Goals’. In
order to complete this section, fill out the text areas in the appropriate areas and
then submit the information by pressing the ‘Update Goals’ button on the bottom
right of the page.

Goals

Major Goals of the Unit/Work Group

Thi=s is a unit goal

Major Goals of the Ratee

Thiz is a goal of the ratee

Update Goals

Once you have successfully submitted the Goals for the PES you will be
automatically taken to the next step, ‘Job Responsibilities.



The ‘Initial’ Job Responsibilities

The Job Responsibilities section of the PES during the ‘Initial’ PES step is
essentially the only area where the functionality of the evaluation of the PES
process changes. It is during this, and only during this step, when a supervisor
can add, update or remove Job Responsibilities. Once the submitted, they can
only be evaluated as ‘Pass’/’Fail’ during the ‘Interim’ and ‘Final’ PES steps.

When and Initial PES is created, the Job Responsibilities are empty as shown
below.

Major Job Responsibilities

Essential Criteria Interim Final
Major Joh Responsibilities Staterment of canditions that exist when a job - -
has heen completed atthe satisfactory level | Pass/Fail] PassiFail

Add Mew Job Responsibility | | Edit Selected

In order to add a Job Responsibility, simply click the ‘Add New Job Responsibility’
button. You will then be asked to fill in some basic information:

Add Job Responsibility

Job Responsibility: | |Create VWideos for Admissions Site

Essential Criteria| |is=sist Web Coordinator by creating
streaming content for admission site.

| Add | | Cancal

Fill out the form accordingly and then click the ‘Add’ button. If you make a
mistake and wish not to add what you have typed into the text areas, click ‘Cancel’
to return to the Job Responsibility Page.



Once you have added one or more Job Responsibilities, then you will be able to
edit them during this ‘Initial’ step only.

Major Job Responsibilities

Essential Criteria
Staterment of conditions that exist when a
job has been completed at the satisfactany
leweal

Interim Final

Major Job Responsibilities
FPassiFail | PassiFail

1. Create Videos for Asszist\Web Coordinator by creating Ol
Admissions Site streaming content far admission site. =

Add Mew Job Respansibility | | Edit Selected |

To edit, choose a record by checking the radio button of the record you wish to
edit. Once you have checked a record, choose the ‘Edit Selected’ button. You will
then be taken to an update screen similar to the ‘Add Job Responsibility’ screen.
Edit the text in one or both text fields, the press the ‘Update’ button’.

Completing the ‘Initial’ PES

Once you are finished adding and editing the Goals and Job Responsibilities, you have
now completed the ‘Initial’ PES. You can return to the employees PES History by
pressing the ‘PES Menu’ button, or returning to your ‘My Employees’ page. Here you
can choose begin work on another employee’s PES information.

When you have completed your work in the system, you can log off by using the
‘logout’ link at the top right-hand corner or the browser screen, or you can simply
close all of you browser windows you currently have opened.



Interim and Final PES

The interim and final PES evaluation steps are identical processes. When adding these
steps to the PES cycle a supervisor is asked to Update Goals, Evaluate Job
Responsibilities, Evaluate Performance Measures, Add Events and Justifications.
Interim and Final PES Navigation

For both the ‘Interim’ and ‘Final’ PES steps two new navigation areas are added to the

PES Navigation at the top of the employee’s PES page: ‘Performance Measure’ and
‘Events’.

PES Menu |

Goals Job Responsibilities Ferormance Measures Ewents

Interim and Final Goals

The Goals sections of the PES for these two steps are similar to the Initial PES step.
However, when an ‘Interim’ PES is created, it will copy the data from the ‘Initial’ PES
and load it into the corresponding areas on the ‘Interim’ PES. For the ‘Final’ PES, the
application attempts to load the data from the employee’s ‘Interim’ PES. If the data
for and ‘Interim’ PES is not found, then data from the employee’s ‘Initial’ PES will be
loaded.

Job Responsibility Evaluation
For both the ‘Interim’ and ‘Final’ steps in the employee’s PES cycle, the supervisor will
be asked to evaluate the employee on the Job Responsibilities which were added

during the ‘Initial’ PES step. A supervisor can only “evaluate” at this time. A additional
Job Responsibility cannot be added here.

Major Jobh Responsibilities

Essential Criteria Interim Final
Statement of conditions that exist when a
job has been completed at the satisfactony

Maijor Job Responsihilities
PassiFail | PassiFail

level
1. Create Yideos for Admissions | AssistWeh Coordinator by creating - -
Site streaming content for admission site. |Pass =||[Pass =

Submit Evaluation |
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To evaluate an employee’s Job Responsibilities, a supervisor simply selects ‘Pass’ or
‘Fail’ from the active selection menu. During the ‘Interim’ evaluation step the Interim
box is active and the ‘Final’ box is inactive. During the ‘Final’ evaluation step, the
‘Interim’ box is inactive and the ‘Final’ box is active. Once the evaluations are set,
press the ‘Submit Evaluation’ button to save the evaluation and continue to the
Performance Measures section of the PES.

Performance Measures

Both the ‘Interim’ and ‘Final’ PES evaluation steps will ask the supervisor to evaluate
an employee’s Performance Measures. This step is similar to the Job Responsibilities

functions, however this section consists of a group of predefined questions set by the

state.
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To complete the evaluation for this step, select ‘Pass’ or ‘Fail’ for each of the areas,

and click ‘Save & Continue’. This will place the evaluation into the employee’s PES and

you will be directed to the final step of the process, the ‘Events’ sections.
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Events, Justifications, and Development Areas

The final step in the ‘Interim’ and ‘Final’ PES steps asks the supervisor to complete the
Significant Events, a Justification for this step, and Areas Identified for Development.

Significant Events

This area asks the supervisor to add one or more events which occurred during this
rating cycle step. You will have the ability to ‘Add’ an event, ‘Edit’ and event an
‘Remove’ and event.

Adding Significant Events
To add and event press the ‘Add Event’ button under the ‘Significant Events’ heading.
Fill out the text area and click ‘Add’. The event will then be added and the you will

return to the ‘Events’ section of the employee’s PES.

Add Signifigant Event |

Add

Editing Significant Events

To edit an event, check the radio button of the event you wish to edit, and press the
‘Edit Selected’ button under the Significant Events heading. You will see a screen
similar to the ‘Add Event’ screen. Make the modifications necessary, and then click
‘Update’. You will then be directed back to the Events page.

Removing Events

To remove an event, check the radio button of the event you wish to remove. Press
the ‘Remove Selected’ button. You will then be asked to confirm the removal of the
event.

[JavaScript Application] x|

?,R Are You Sure You Wish To Remove This Event?
Click 'OF' ta continue, '"Cancel’ obherwise

Ik Cancel |

12



Click ‘OK’ to continue with the removal, otherwise click ‘Cancel’ to abort removal.
Justifications

To add a justification for the ‘Interim’ or ‘Final’ evaluation step, fill out the Justification
text area and press ‘Update Justification’. The updated information will be saved and
you can continue to the ‘Specific Areas ldentified for Development’.

Specific Areas ldentified for Development

Just as you would do for the Justifications, simply fill out the text area under the
‘Specific Areas ldentified for Development’ heading and press ‘Update Development
Areas’. The information will then be saved.

Finishing the ‘Interim’ / ‘Final’

Once all the areas on the ‘Events’ page have been filled out properly, the supervisor
has completed the PES for the selected rating step. The last piece of information
displayed on the Events page is the Rating for the current evaluation step. This is
automatically calculated based on the evaluations given on the Job Responsibilities
and Performance Measures. There are two (2) values for this rating: Satisfactory and
Unsatisfactory.

Once the rating has been completed, the supervisor may return to the employee’s PES
History by pressing the ‘PES Menu’ button on the PES Navigation Menu Bar. Once you
are back at the employee’s PES History, select the PES you wish to print and press the
‘Print Selected PES’ button. This will create a PDF of the selected PES which the
Supervisor and Employee must sign and return to the Office of Human Resources.
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