Performance Evaluation

Step 1
Choose an employee, and click the name

%/ myBinghamton

.
L )
L )
-
F )
A

VI B S

.

Press “New Evaluation” to create a new document
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EMPLOVYEE DETAILS

Efe Cankat Turkmen

B-Number: BOOG940E9
Program Due Date: )7/0272024 Evaluation Due Date 17/02/2024
NYS Department: 3 313 Computing Sves Supervisor: Tir
Aaml
Campus Title: Software Developer Budget Title Lead Prgmr Anist
Init Appt Date 09/02/2021 Permanency Date



- Select Month

Create Form

New Program Evaluation for Efe Cankat Turkomen ¢

Month Yeor

Do you wish to copy the previous version of this document?

-Select Year

Create Form

eale » New Program Evaluation for Efe Cankat Turkmen |
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Do you wish to copy the previous version of this document?
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- If you want to copy data from the previous evaluation switch to “YES” otherwise
leave it as it is, and press “OK”
- After this action, the status of the document will be “In Progress”.

Create Form

Are you sure you want to et

You are AboUt to creats 4 New Program Evaluation for Efe Cankat Turkmen for the

Month Year

Do you wish to copy the previous version of this document?
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Step 2
Fill the sections
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Besides other documents, in the evaluation type documents, there is an “Overall

performance” section. If the supervisor selects the “Unsatisfactory” option, the supervisor
should consult with HR.




Otherwise, the second optional option will show up
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A OVERALL PERSORMANCE
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(Optional)
If you want to undo everything you have done in the session, you can press “Revert
Changes” to remove everything you have done.
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Step 3
Otherwise, press “Submit” to send this document to the employee.
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If you forget or don’t fill in any section, the app will warn you about it, but you will still be
able to submit the document.

Attention

Please check the following nems

* You have left 4 sections blank

Are you sure you wish to continue submitting the document

x Cancel

After pressing “Continue” e-mails will be sent automatically.
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Step 4

Afterwards, the employee should go to the app, and choose the document.
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Campus Title: Software Devejope Budget Title Lead Prgmir Anle
Init Appt Date: 13027202 Permanency Date
Grade Level NSSI Appt Type TEME

MY DOCUMENTS

& Performance Evaluation; 2021-202

After, reviewing it with the supervisor, if the employee agrees with the document, should
press “Confirm”
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3. SUMMARY STATEMENT FROM SECONDARY SOURCES

4. OVERALL PERFORMANCE

5. SATISFACTION

© 2023 Bnghamton University, State Univessity of New Yark




Pressing “Confirm” will pop up a window to warn the employee that before confirming the
document should be reviewed with the employee & the supervisor.

Attention

The confirm, the employee should press “Continue”, and then e-mails will be sent automatically.
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Step 5

Then the supervisor should go over the document again.
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Campus Tite: Software Develope Budget Title
Init Appt Date 19/02/2021 Permanency Date
Grade Level NSS5L3 Appt Type:

Cankat Turkmen

And sign the document.
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This action also will send automatic e-mails.
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