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INTRODUCTION

Welcome to the University of West Florida Online Position, Performance and
Employment Management System (PPEMS). The Human Resources department has
implemented this system in order to automate many of the tasks of the position,
performance and employment process.

You will use this system to complete three main tasks:

1) Manage Job Questionnaires
2) Manage Performance Evaluations
3) Manage Recruitment Efforts

Your Web Browser

The PPEM System is designed to run in a web browser over the Internet. The system
supports browser versions of Netscape 4.7 and above and Internet Explorer 4.0 and
above. However some of the older browser versions are less powerful than newer
versions, so the appearance of certain screens and printed documents may be slightly
askew. Please notify the system administrator of any significant issues that arise.

The site also requires you to have Adobe Acrobat Reader installed. This is a free
download available at www.Adobe.com.
by

() —

"5  The site is best viewed in Internet Explorer 5.5 and above.

Important User Tips — What you need to know before you get started.

Security of Data

To ensure the security of the data, the system will automatically log you out after 60
minutes if it detects no activity. Therefore, anytime you leave your computer, we
strongly recommend that you save any work in progress and log out of the system by
clicking on the logout link located on the bottom left side of your screen.

Navigating

o Do not use your browser's Back, Forward or Refresh buttons to navigate the
site, or open a new browser window from your existing window. This may cause
unexpected results, including loss of data or being logged out of the system.
Please use the navigational buttons within the site.

Move Back Move Forward
ﬁ << RETURN TO PREVIOUS | | CONTINUE TO NEXT PAGE >> |4

SAVE AND STAY ON THIS PAGE I

Save Your Work!



Required Fields

e Throughout the system, fields marked with an asterisk (*) are required and must
be completed.

¢ If you attempt to continue to the next page without completing a required field,
you will receive an error message in red text and the required fields with missing
information will be highlighted in yellow.

upplemental

ﬁ ?. This page has errors that must be corrected before you may continue. Please correct these errors before proceeding.

<< RETURN TO PREVIOUS II CONTINUE TO NEXT PAGE >> I

*Required information is denoted with an asterisk,

Employee First Name: ] i
Employee Last Name: | i

UWF ID number I i

Indicate Spedifically how the duties of this position
have changed:

L2

@ This iz & required field, Please complete field ;I
before continuing.

Pending Actions/Search Actions

¢ Pending Actions under the Job Questionnaire menu only contains Job
Questionnaires awaiting your review/approval. (This is your “Inbox”)

e Search Actions under the Job Questionnaire menu contains all Job
Questionnaire actions for your area of responsibility, including pending actions
that are awaiting review/approval from another user in your department/division.

o Auto Emails - The PPEMS system notifies users when a pending action has
been sent from one user to another by sending an email to the receiving user.

r University of ) . -" Employment and

WestFlorida 1. .~ Position Management

View Pending Job Postings EIaiss
VIEW OPEN
VIEW PENDING
VIEW HISTORICAL

CREATE REQUISITION .
FROM TEMPLATE Welcome to Position, Performance and Employment

View Pending Job itk Management System
Questionnaire Actions [Rsisidasiise

SEARCH ACTIONS
PENDING ACTIONS

« Welcome Kimberly Keebler, You are logged in as Carol Gentry,

Your Current Group: Supervisor. Monday, April 7, 2008

Faculty Hiring Guide Employee User Guide Hiring User Tutorial

" (Under Revision)
SEARCH JOB Vievs { Download View { Download Vi Bl
QUESTIONNAIRES

EVALUATIONS
View Pending Performance [tk

7 ﬁ PENDING EVALUATIONS uick Tips for UWF Users:
Evaluatlons HISTORICAL EVALUATIONS e s
ADMIN
HOME

You may have multiple user types: Go to Admin = Change User Type and select the
Cre s appropriate user type > then click change group, the screen will automatically refresh.

LOGOUT Employees: Make sure that you are logged in as Employee User Type to complete your
LOGOUT OF HIRING USER performance evaluation.

Supervisors: To view and complete employee performance evaluations > Make sure you are
logged in as Supervisor User Type.

All Users: Anytime you start an action in the system and save it, in order to retrieve it you must
oo to pendina either Job Ouestionnaires or Performance Evaluations.



Attaching Supplemental Documentation

Throughout the system, you may have the opportunity to attach documentation, such as
organizational charts, memos, or other supporting documents. Documents will always
be attached on the Supplemental Documents tab of your requested action.

N L /
(-

"< Special Note: Your attachment must be an MS Word, MS Excel, or Adobe PDF
document.

o Click on Attach Supplemental

Documents tab on the
Job Questionnaire.

z d Supplemental [ELNE]

gl Documentation S lan

2 Records

Supplemental

ﬁ
— e otAtached Documents tab on the
Attach Organizational Chart Mot Attached
Performance
Evaluation.
<< RETURN TO PREVIOUS | | CONTINUE TO NEXT PAGE >>

SAVE AND STAY ON THIS PAGE I ‘

Employee
Employee| Self ‘iﬂ%i'::—;r S\::Eg:;ﬂ] Evaluation Obiectives EULLE Supplemental Notes/Histo
Details |Evaluation| . =H2ervsor = _| Details Chjeclives Wi Documents —
Form | Sommunication| Competencies

2 Records

Attach [ Remove Document Type Attached Document
d Attach Evaluation Year Objectives Mot Attached

Attach Other Not Attached

<< RETURN TO PREVIOUS I I CONTINUE TO NEXT PAGE > > I

SAVE AND STAY ON THIS PAGE I

o Browse your computer for your document or copy text from another document
and paste it into the “Paste a New Document” field.

Requ
ocumentation

CIICk Return to Previous
Browse to
|Ocate a Please choose one of the following methods to associate a document.
document \l load a new document:
to attaCh ) Browse belo! document to associate.
File: _Bronse..|
ATTACH |
OR
Copy Paste a new document:
nd Please either copy and paste document text or type from scratch into the box below to associate a document.
a Text: ;l
Paste =




ﬁ File: IH:\M\«' Documents\Sampl _ Browss... I

e Click on Browse -- a window will open up to allow you to locate your file.

o Double-click the file you want to attach. It will be listed in the File window.
o Click Attach.

on | | Choose file 2
LDokin:lE-[ ﬂ & B of B

.secureftp

Return to Previous

Please choose one of the following methods to admin &Fairs Tnstructions

Upload a new document:

Browse below to select a document to associz

’. ATTACH |

jinitiakar13113.trace

ﬁ Remove Memo

jinitiator13115.trace
jinitiator13126.trace
pluginl3l_09 trace

Paste a new document:

Flease either copy and paste document text ol
Text:

File: name: ISampIe Daocument j Open I
Files of type: IAII Files [%.%) j Cancel
4

e Click on Confirm to finish attaching the document.

Supplemental

Documentation [EEE]

Click the Confirm button below to attach the document.

coBACK |[ conFIRM | G——

Your document is now attached and you may View it or Remove it by clicking on
the appropriate links.

Physical Supplemental [ERITENY Disqualifying /

Documentation Form . Points

Questions

Form
2 Records

Attach /| Remove Document Type Attached Document
Attached View h—
ch

A Organizational Chart Not Attached

<< RETURN TO PREVIOUS I I CONTINUE TO NEXT PAGE >> I
SAVE AND STAY ON THIS PAGE I
CANCEL I PREVIEW ACTION I

[ ]

[



User Types

This system functions by user type. It is important for users to understand what role they
will be taking when they login to PPEMS.

To change user types

PON=

Click on Change User Type on the left side of the screen.

Select the appropriate user type.

Click on Change Group.

You can verify what user type you are logged in as by looking at the top left-hand
side of your screen.

W

The University of West Florida Job Site

Universiyof g & Employment and
WestFlorida 4. . Position Management

0B QUESTIONNATRES
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH 0B .
QUESTIONNATRES Welcome to Position, Performance and Employment
EVALUATIONS
BEGIN NEW PERFORMANCE Management SYStEI"I‘I
EVALUATION
PENDING EVALUATIONS
i GUYRSVTETEN ) Faculty Hiring Guide Employee User Guide
ADMIN View [ Dovinload Views / Download
HOME
CHANGE USER TYPE
LOGOUT

s Welcome Kimberly Keebler. You are logged in.
Your Current Group: Employee,

4 Friday, March 23, 2003

Hiring User Tutorial
(Under Revision)
View [ Download

Bl CREATE REQUISITION
BUS  FROM TEMPLATE Change User Type
FROM PREVIOUS

BEGIN NEW ACTION
M SEARCH ACTIONS
PENDING ACTIONS

click Change Group.

i 108 QUESTIONHATRES To change your current user type, choose from the user types below that you are a member of, then

SEARCH JOB

QUESTIONNAIRES @' Dean/Division Head

EVALUATIONS ' DeptHead 2
Wl HISTORICAL EVAILUATIONS € Supervisar h

ADMIN o~

T Employee

CHANGE DEFAULT VIEW ' Reviewing Officer

CHANGE USER TYPE

LOGOUT

LOGOUT OF HIRING USER | CHANGE GROUP |< 3

CANCEL |

Employee User Type — Select this user type to take action on your own job
questionnaire or performance evaluation.

Supervisor User Type — Select this user type to take action on a job
questionnaire, recruitment effort, or performance evaluation on
employees/positions who report directly to you.

Administrative User Type — Select this user type to take action on job
questionnaires and recruitment efforts on any position within your area of
responsibility.



s
o=
'S

Eval Admin User Type — Select this user type to perform typing functions only
on performance evaluations for a supervisor within your area of responsibility.

o0 This user type is assigned on a case-by-case basis and must be
requested via email to Kay Larson at klarson@uwf.edu. This user type
allows access to the performance evaluations of others and should be
considered carefully before being requested.

Reviewing Officer User Type — Select this user type to take action on a
performance evaluation as the reviewing officer.

Department Head User Type — Select this user type when you are completing
any function as the department head for your area(s) of responsibility on job
questionnaires and recruitment efforts. (Not for completing Performance
Evaluations).

Dean/Division Head — Select this user type when you are completing any
function as the Dean or Division Head for your area(s) of responsibility on job
questionnaires and recruitment efforts. (Not for completing performance
evaluations).

Vice President User Type — Select this user type when you are completing any
function as the Vice President for your area(s) of responsibility on job
questionnaires or recruitment efforts. (Not for completing performance
evaluations).

Special Notes Regarding User Types

There are only three (3) user types applicable to the Performance Evaluation
piece: Employee, Supervisor, and Reviewing Officer. These are the
electronic signatures required on performance evaluations; therefore, you will
have to be logged in as one of these user types to complete the performance
evaluation process.

What user type should | choose? When trying to decide which user type to
choose, try to think about what signature you would be putting on the document.
Will it be a department head signature, a dean signature, a vice president
signature? Will it be an employee signature, a supervisor signature, a reviewing
officer signature? This will help you determine which user type you will choose.



GETTING STARTED

Logging in to PPEMS: Login to Argus, go to the Directory (Services) tab, click on “H”
for Human Resources, and click on Position, Performance, and Employment
Management or go to the My Info Tab and select Access my Performance Evaluation
and Job Questionnaire.

r University of

Employment and
Position Management

West Florida ; _

USERS

CREATE USER ACCOUNT User Login

Attention: This is an internal site for University of West Horida hiring users. If you are an
applicant interested in a career at the University of West Florida, please visit our career
site at http://jobs.uwf.edu.

To log into the system please use your Argoiet user name and password if you encounter
lngin problems please contact the ITS Help Desk @474-2075.

For questions regarding the how to use the system please contact: Sharon Jones @474-
2611, Kay Larson @474-2607 or Kim Keebler @474-2156.

Enter your Argonet

User Name: |

Username and Password

Password:

You are about ta log in ko a secure system, When
you ate finished, please cick Logout ko ensure
that others with access to vour computer cannob
view the information in the system,

The Welcome Screen appears after you log in, and should appear similar to the
following screen:

You will perform
actions by
clicking on the
links on the left

. Faculty Hiring Guide Employee User Guide e H
S|de of the :::é:e}gﬁnom View / Downrﬁoad VIEEJ [vDown\oad &,lil:‘zﬂg;:::"z;é Iogged In as.
QUESTIONNAIRES
screen. Each EVALUATIONS
link and its BUALUATION
corresponding sl Qick Tips for UWF Users: For your
aCt'On W||| be A:‘;:':’E‘ « You may have multiple user types: Go to Admin > Change User Type and select the convenience, we

covered in detail
in this manual.

University of

West Florida 44

JOB POSTINGS
VIEW OPEN
VIEW PENDING
VIEW HISTORICAL
CREATE REQUISITION
FROM TEMPLATE
FROM PREVIOUS
JOB QUESTIONNATRES
BEGIN NEW ACTION

SEARCH ACTIONS

CHANGE USER TYPE
LOGOUT

Employment and
Position Management

.

« Welcame Karen Larson, You ar= loggsd in. < i |

Your Current Group: Supervisor,

Welcome to Position, Performance and Employment
Management System

Hiring User Tutorial

appropriate user type > then click change group, the screen will automatically refresh.

« Employees: Make sure that you are logged in as Employee User Type to complete your
performance evaluation.

= Supervisors: To view and complete employee performance evaluations > Make sure you are
logged in as Supervisor User Type.

« All Users: Anytime you start an action in the system and save it, in order to retrieve it you must

go to pending either Job Questionnaires or Performance Evaluations.

Job Postings to be Approved

= Job Postings assigned to You:

To perform actions, please choose from the links at left.

The upper left-
hand corner of
the screen will
identify the user
and the user
type you are

have added on-
line user guides.




Job Questionnaire Actions

Job Questionnaire options are broken down into different Actions in the online system as
follows.

Request to Establish a New Job Questionnaire and Recruit
Request to Establish a New Job Questionnaire

Request to Reclassify a Job Questionnaire and Recruit
Request to Reclassify a Job Questionnaire

Request to Update/Review a Job Questionnaire and Recruit
Request to Update a Job Questionnaire

Request to Change Supervisory Reporting Relationship
Certify Employee Job Questionnaire/Establish Objectives

Instructions on how to complete the following Job Questionnaire actions:

¢ Request to Reclassify a Job Questionnaire

¢ Request to Reclassify a Job Questionnaire and Recruit

o Request to Update/Review a Job Questionnaire

¢ Request to Update/Review a Job Questionnaire and Recruit

1) Login to PPEMS.
2) Select the appropriate user type. (see User Types for more information)

Note: These actions can be started by any of the following user types:

e Administrative User

e Eval Admin User

e Supervisor

e Department Head

e Dean/Division Head

o Vice President

o Employee — this user type can only begin the “Request to Reclassify a Job

Questionnaire” and the “Request to Update/Review a Job Questionnaire.” They
cannot request to recruit.



Request to Reclassify a Job Questionnaire and Recruit Action

3) Click on Begin New Action under the Job Questionnaire Menu.

W

The University of west Flarida Job Site

r University of . ' . -v‘ Employment and
WestFlorida 1. .- Position Management

JOB QUESTIONNAIRES

ﬂ BEGIN NEW ACTION

SEARCH ACTIONS

« Welcome Kimberly Keebler, You are logged in,

Your Current Group: Employee. Tuesday, March 11, 2003

PENDING ACTIONS

SEARCH OB

QUESTIONNAIRES Welcome to Position, Performance and Employment
EVALUATIONS

BEGIN NEW PERFORMANCE Management SVStem

EVALUATION

PENDING EVALUATIONS - . .

e Lt i Ra el Faculty Hiring Guide ?ﬁg;‘;‘gé; ':)e E'J::ﬁi:’.i:f,;'-.’:,‘.’{ =
L1 View [ Download View [ Download View { Download

HOME
CHANGE USER TYPE

LOGOUT

Quick Tips for UWF Users:

You may have multiple user types: Go to Admin > Change User Type and select the
appropriate user type = then click change group, the screen will automatically refresh.
Employees: Make sure that you are logged in as Employee User Type to complete ','our
perfermance evaluation.

Supervisors: To views and complete employee performance evaluations > Make sure you are

L

4) Select the action you want to take and click on Start Action. For this example, we
will be using the Request to Reclassify a Job Questionnaire and Recruit action;
however, these instructions are applicable to all four of the actions outlined above,
with a few exceptions that are specifically noted in this manual.

Begin Hew Action

8 Records

Request to Establish a Mew Job
Questionnaire and Recruit
Start Action

Action A: Use this action to request to establish a new position and recruit for
the position once approved

Request to Establish a New Job

Questionnaire Action B: Use this action to request to establish a new position only.
Start Action

Request to Reclassify a Job ) ) ) ) ) ) L "
Questionnaire and Recruit Action C: Use this action to request a redassification of an existing position

> Start Action and recruit for the position.

Request to Reclassify a Job

Questionnaire Action D: Use this action to request a redassification of an existing position.
Start Action




Request to Reclassify a Job Questionnaire and Recruit Action

5) Search for the position you wish to take action on. You may enter search criteria in
one or more of the search fields OR you may simply click on Search to bring up

4

I

positions you are responsible for or that are assigned to your department.

"5  Search Tip: The more search criteria you enter, the more difficult it will be for the

system to locate the position you are searching for, as it will be looking for an exact
match of the criteria you have entered. Less is better.

Recommended: Enter the Last Name and click on Search.

JOB POSTINGS
VIEW OPEH
VIEW PENDING
VIEW HISTORICAL
CREATE REQUISITION
FROM TEMPLATE
FROM PREVIOUS
JOB QUESTIONNAIRES
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH JOB
QUESTIONNAIRES
EVALUATIONS
BEGIN NEW PERFORMANCE
EVALUATION
PENDING EVALUATIONS
T'TSTORICAL EVALUATIONS
ADMIN

Request to Reclassify a Job Questionnaire and Recruit
Important Note:

Employees: If you are searching for your own performance evaluations or job questionnaire simply
click on the search button. It is not necessary to enter any information in the search fields that are
located on this page.

Supervisors: If you are searching for an employee performance evaluation or job questionnaire you
can either enter information into a specific search field or click the search button at the bottom and it
will bring up all employees assigned to the department and you can select the employee from that
point.

Search Job Questionnaires to Begin Action On

Employee Last

HOME Position Number
‘CHANGE USER TVPE
L ~ouT Employee First l— Working Title l—
LOGOw ~ WF HIRING USER Name
UWF ID number Position Title: IHmI =
I SEARCH I CLEAR RESULTS I
CANCEL ACTION I

e

6) Click on Start Action on the job questionnaire you wish to take action on.

Caution: You can only have 1 open action on a Job Questionnaire at a time. Please
make sure you begin and receive approval from HR on the most important action you
need to accomplish first. If you receive the error message below, it means you have
already begun another action on this job questionnaire that must be completed before
you may begin another. Contact Human Resources for more information on your
outstanding action.

Choose Job Questionnaire to Begin Action On

1 Record

= Classification = Working | ¢ Class = Position Employee - .

Human Resources

spacialist Job Questionnaire
= y 1012 — — Approved
Start View e e
Action Summary

*. This Position has an outstanding Action that must be completed before any new Actions
may take place.

Choose Job Questionnaire to Begin Action On

1 Record

Office Specialist Job Questionnaire

Start || View 0102 _ _ — Approved
Action Summary ---—-} ---} -—-—-—-} View History

10



Request to Reclassify a Job Questionnaire and Recruit Action

e The job questionnaire will open as shown below. The green bar across the top
contains Tabs or pages of the job questionnaire.

o The first two tabs are not editable. They display the Current Title and the
Current Job Questionnaire and are viewable only.

¢ Click on Continue to Next Page until you come to the Proposed Classification
tab.

7) Proposed Classification tab: Click on Change Classification where you will
search for the proposed classification title.

'S Note: The Proposed Classification tab only exists on the Request to
Reclassify action. You will not have this tab on a Review/Update action. If you are
doing a Review/Update Job Questionnaire (and Recruit), skip to #10 of these
instructions.

e For your convenience, there is a link to the Position Specifications for each
classification title.

Current| CurrentJob [EEEETVVEEN]
IEEGIEY Classificatior

Position Specifications

Position

Specifications - _

Position Title: Human Resources Specialist

Position Class Code: 1012

Pay Band: Professional

EClass Description: 30-University Work Force Ex FT

EEO Skill: 30 Other Professionals

FLSA: Exempt
A bachelor's degree in an appropriate area of specialization and three years of

Minimum Qualifications: appropriate experience; or a high school diploma and seven years of .apprnprlate
experience. Appropriate college coursevwork may substitute at an equivalent rate for
the required experience.

ﬁ CHANGE CLASSIFICATION I
<< RETURN TO PREVIOUS I | CONTINUE TO NEXT PAGE >> | —-

|Job Questionnaire Actions [Compatibility Mode] - Micro




Request to Reclassify a Job Questionnaire and Recruit Action

8) You can search for the appropriate classification by Class Code OR Position Title.

We recommend you search by Position Title by clicking on the down arrow, selecting
the appropriate position title, and click on Search.

Request to Reclassify a Job Questionnaire and Recruit
Current| Current Job 5L ETY B Position | Essential [ Position ;::;ﬁls Supplemental |Requisition p ﬁg Disqualif]
Title |Questionnaire [EEES TGN Details |Functions | Information Form Documentation Form (e Poin/

Position Class Code: I Position Title: [any Ll—
ﬁl SeARcH | | cLearResuts |

CANCEL SEARCH I

Position Title:

Human Resources Specialist
Pierition Flae Fmdes tnan
4

¢ You may View Summary to review this classification or you can Select and

Continue. You may also search again to search for a different classification
title.

=]

Choose Classification to Assign

You may associate this Job Questionnaire with one of the titles belovs by choosing the Select Title and Continue link directly below the title yo!
choose.

1 Record
B et
Accountant

ﬁ Select and Continue View Summary. h =

Position Class Code: I IAchumam =l
’ I SEARCH I CLEAR RESULTS I
CANCEL SEARCH I

Position Title:

—Click on Select and Continue.

12



Request to Reclassify a Job Questionnaire and Recruit Action

9) You now have populated the proposed classification with the minimum qualifications
for this position title.

Proposed

[IEE QOGN Classification

Title Details

Position Title: Accountant

Position Class Code: 1427

Pay Band: Professional

EClass Description: 32-University Work Force NE FT

EEO skil: 30 Other Professionals

FLSA: Mon Exempt
A bachelor's degree in an appropriate area of specialization; or a high school diploma

Minimum Quelifications: and fFlLIr years Uf apprc!p.nate experience. Appruprlatg college coursework or
vocational/technical training may substitute at an equivalent rate for the required
experience.

CHANGE CLASSIFICATION |

<< RETURN TO PREVIOUS I I CONTINUE TO NEXT PAGE >> I —-
SAVE AND STAY ON THIS PAGE I

’7’7’7,7,*’* g Internet m

—Click on Continue to Next Page.

10) Position Details tab: Carefully review each field and enter/edit the
appropriate information.

Current| Current Job | Proposed [Po=idlil Essential | Position Shaln Supplemental |Requisition Posting Disqualifying /

Questionnaire | Classification =18 Functions | Information Ds_l%rar:ds Documentation| Form

Specific

Questions Points

<< RETURN TO PREVIOUS I I CONTINUE TO NEXT PAGE >> I

*Required information is denoted with an asterisk.

Employee First Name:
Employee Last Name:

UWF ID number

n

Additional duties . . . d
Indicate Specifically how the duties of this position
have changed:

#

Proposed Position Title:

If Position Title is Undecided, please enter
Proposed Pasition Title:

Proposed Working Title: |Of'ﬁce Spedalist

Proposed Class Code:

[T T T TT iewastes [Ria



Request to Reclassify a Job Questionnaire and Recruit Action

L

-

=

<  Special Note:

4{

e Supervisor 2 and Supervisor 3 — these fields may contain the names of mid-
level supervisors who exist between the immediate supervisor and the
department head, dean, division/head, or VP. These fields are optional.

—Click on Continue to Next Page.

11) Essential Functions tab: Here you will list the essential functions of the position.

e List the essential functions in order of importance.

o Enter the percentage of time spent on each function. Total percentage of all
essential functions should add up to 100%. This will total automatically as you
build your essential functions.

[ )

If possible, please do no list essential functions that total less than 5% of time

spent. You may group together essential functions of less than 5% into one
entry.

—Click on Add New Entry to begin building your essential functions.

Current ulsi] Essential
Title |Questionnaire Details Jgitsatity Information| —__

On this screen, please list in order of importance, and in detail, the major responsibilities and duties assigned to this position and
estimate the percentage of time given to each function.

To begin entering each individual duty, click the Add New Entry button. Enter each percent of time and duty, and click the Add Entry
button. Percentages must add up to 100%.

You may copy and paste from another document. Do not include duties which constitute less than 5%.

To edit an existing entry, click the Edit link. To delete an entry, click the Delete link.

To add a new Entry, click the Add New Entry button below. To view more details about an existing entry, click the View link for the
entry. To edit an existing entry, click the Edit link for that entry. To delete an existing entry, click the Delete link for that entry.

ﬁ | AponewentrRY |

ﬁ Percent of Duty Total: 100

2 Records

i Responsibility / Duty

View ”Edit Assists Hiring Offidal in creating job requisition on the People Admin, system. Advises hiring and administrative users of spedific rules i.e.
— = veterans preference, background screening, minimum qualifications how to write job summaries, preferred qualifi

Delete
25
iew ggit Coordinates the annual law enforcement test distribution: this indudes serving as contact person, determine employees eligibility, preparing
—— = and submitting list to test administration. Arranges for appointees requiring a physical examination advising the
Delete

14



Request to Reclassify a Job Questionnaire and Recruit Action

Add New Entry
Enter your
To add a new entry, complete the following fields and then click the Add Entry button. If you do not wish to add a new entn
percentage Cancel button.
here_ ‘Wﬂuled with an asterisk.
RS e —b|
=
Type your *=  Responsibility:
essential
function here <]
and click
—
Add Entry. |

e When you are finished building the essential functions . . .
—Click on Continue to Next Page.

12) Position Information tab: This tab will open the job questionnaire for editing. You

only have to revise or complete the areas that require changes or information.
x

s
”,SE}Special Notes about this page:

e The Job Summary Field will be viewable by applicants if/when a recruitment
effort is conducted for the position. Take special care in writing the job summary.

¢ The Minimum Qualifications will not be editable. These are set by the class
specifications for the position.

o The Preferred Qualifications will be viewable by applicants if/when a
recruitment effort is conducted for this position. This will also be the selection

criteria for the recruitment effort.
Current| Current Job Supplemental |Re
Title |Questionnair = | Documentation Form
| CONTINUE TO NEXT PAGE >>

<< RETURN TO PREVIOUS I

Posting

Disqug
Fg

*Required information is denoted with an asterisk.

Job Summary: Please summarize the position in a

Records manager in charge of managing the maintenance of ﬂ

H g s ﬁzb'-lli:i:;Zirt;lssnﬁ.::anglnreillﬂﬁ;;ge of providing personnel
Ed It Only the (s ErEE L Ay s information requested through the General Counsel's office or LI
areas that o] C
require . .
A Marginal Functions:
revising. Al W (The job should still exist if the duty was not
rformed.) Please indicate those job functions
Other data to be performed infrequently, and have
. minimal nce to the mission of the job if
will be performed by ai
preserved. [
Must have knowledge of State statutes and university -

policies, rules and procedures for interpretation to
university staff and or others, Must have knowledge of public f
records laws and use mature judgment when = I_-

Position Qualifications:
(What knowledge, skills, and abilites are required?)

L3

l_ l_ l_ l_l_ l_ @ Inkternet
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Request to Reclassify a Job Questionnaire and Recruit Action

—Click on Continue to Next Page.

13) Physical Demands Form tab:

Carefully rate each physical

frequency.
Current Job
Questionnaire

Current
Title

Class

demand for the position by selecting the appropriate level of

Position | Essential | Position Physical Supplemental | Requisition Posting
Demands 5 ecn‘|
ation | Details | Functions | Information Documentation| Form Ouestio

<< RETURN TO PREVIOUS

CONTINUE TO NEXT PAGE >>

*Reguired information is denoted with an asterisk.

Standing:
Walking:

Sitting:

Climbing or Balancing:

Use hands to handle objects:

Lifting up to 10 pounds:

Lifting up to 25 pounds:

Reaching with hands and arms:

Stooping, kneeling, crouching or crawling:

 Never Occasionally s Frequently (ol Daily & N/A
 Never QOccasionally s Frequently (ol Daily & N/A
 Never Occasionally s Frequently Lo Daily e N/A
 Never 7 Occasionally s Frequently Lo Daily & NjA
 Never (¢ Occasionally & Frequently 8 Daily & N/A
 Never Occasionally e Frequently (ol Daily (& N/A
 Never Occasionally e Frequently (o Daily (& N/A
 Never f(* Occasionally e Frequently i Daily (& MN/A
& Never Occasionally s Frequently L8 Daily [ N/A

F N a—

—Click on Continue to Next Page.

14) Supplemental Documentation tab:

Click on Attach to attach any supplemental documentation. For detailed

instructions on how to attach documents, see Important User Tips.

Supplemental
Documentation

2 Records

Attach | Remove

Re on

TS Attached Document

Attach Memao Not Attached
Attach Organizational Chart Not Attached
<< RETURN TO PREVIOUS I I CONTINUE TO NEXT PAGE >> I

SAVE AND STAY ON THIS PAGE I

—Click on Continue to Next Page.
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Request to Reclassify a Job Questionnaire and Recruit Action

@If you did not request an action that includes recruitment, you may skip to #18.

15) Requisition Form tab: If you have chosen an action that also requests to Recruit
you will now be at the Requisition Form tab. This is where you will complete
information related to the recruitment of the position.

'S Special Notes about this page:

¢ Pay Range - please indicate a pay range, for example $24,000 - $28,000. Only
professional level positions may list “Commensurate with education and
experience.” Departments may contact Human Resources for guidance with
salary ranges.

0 Please note — you will be required to hire within the salary range
advertised.

e Job Close Date or Preferred Response Date — the Job Close Date is the date
that the advertisement will close and be removed from the university’s online
jobsite. The Preferred Response Date will be used only when advertising
“Open Until Filled.” The Preferred Response Date is the date that you are
indicating applicants should apply by; however, the advertisement will remain
posted until you request that it be closed.

0 You should only choose one option — either “job close date” or “preferred
response date.”

o0 Applicant pools are reviewed for approval by HR upon the “job close date
or “preferred response date.”

* Job Open Date: I MM{DD/YYYY -or- MM-DD-YYYY
* | MM/DDIYYYY - MM-DD-YYYY
ﬁ Job Close Date;
sl [ Open Uinti Filed

Preferred Response Date I R .
) (For positions that are apen until filed): LT A

o Contact Person — Indicate the point of contact for the job posting.

o Search Committee Members - please include name, title, and department for
each member.

e Special Instructions — list any special instructions to your applicants here, such
as mailing information or attachment requirements.

17



Request to Reclassify a Job Questionnaire and Recruit Action

o Documents which can be associated with this posting or Documents that
must be associated with this posting — check off documents you want to have
attached by the applicants. You may require documents or you may indicate
optional documents. Make sure you are clear on which are required and which
are optional by placing check marks in the appropriate documents list.

Letter of Recommendation

Optional documents

Letter of Recommendation 2

> Documents which can be associated

with this posting Letter of Recommendation 3

License

List of References

Other Documents

Statement of Teaching Philosophy
Transcript

Transcript 2

[ e

Transcript 3

Check All Clear Al
Resume

Cover Letter

Curriculum Vitae

Letter of Application/Interest
Letter of Recommendation

Required documents

Letter of Recommendation 2

> Documents that must be assodiated

e sy Letter of Recommendation 3

License
List of References
Other Documents

Statement of Teaching Philosophy

T o e e o e o e

Transcript

—Click on Continue to Next Page.

16) Posting Specific Questions tab:

¢ You may add questions that will be asked of every applicant who applies to your
position. Note: Adding Questions is optional. If you do not want to add
questions, click on Continue to Next Page.

e Click on Add a Question.

To add questions that will be asked of every applicant who applies to this position, click the Add a Question button. Click the Continue to

Next Sectionbutton to skip this section or when finished.

Mo Posting Specific Questions exist.
> ADD A QUESTION I

<< RETURN TO PREVIOUS I I CONTINUE TO NEXT PAGE >> I

SAVE AND STAY ON THIS PAGE I

CANCEL I PREVIEW ACTION I
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Request to Reclassify a Job Questionnaire and Recruit Action

¢ You can Search by Keyword for an existing question in the database by

entering a key word, such as “Microsoft Word,” or you can Create a Question.

Add a Question

Search Existing Questions:

— | Microsoft Word

P | Create a Question

o Search by Keyword — All previously established questions with the keywords
will be listed in the Search Results.
¢ You may click on View/Add to view the question and the possible responses.
| Add a Question
Search Existing Questions:
Imicrosoﬂ word
CANCEL I
Search Results
21 Records
S N
How many years experience do you have using Microsoft Word? View fadd —
How many years experience do you have using Microsoft Word in an office env... View fadd
How would you describe your skill level in the use of Microsoft Word? View fadd
°

Click on Add This Question to add the question or click on Return to Search to
look at other questions.

P Return to Search

Question
How many years experience do you have using Microsoft Word?
Closed-Ended Response Options

Display Ho Response As:

|' lo Response

(up to 7):

ﬁ ADD THIS QUESTION |
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Request to Reclassify a Job Questionnaire and Recruit Action

e Once you have added the question, you may add another question, delete this
question, and / or continue to the next page.

o To Delete the question, check the box next to the question and click on Delete
Question. To add another question, click on Add A Question.

Posting

Specific
Question

To add questions that will be asked of every applicant who applies to this position, dick the Add a Question button. Click the
Next Sectionbutton to skip this section or when finished.

To delete, check the box of the question(s) you wish to delete, then click the Delete Question(s) button below.
ﬁ ™ Do you have work experience using Microsoft Office products? (Word, Excel, Access, Publisher, Outlook)

ANSWER

Mo Response
‘fes
Mo

Is this question required? @ Requred ' Mot Required

’ DELETE QUESTION(S) | ADD A QUESTION |h

<< RETURN TO PREVIOUS I I CONTINUE TO NEXT PAGE => I

R B B B = =

e Create a Question — you can create your own question. Click on Add a
Question.

Current| Current Job 0 Re i} PDSt'."g Di n
Specific

Title Form y
Questions

To add questions that will be asked of every applicant who applies to this position, click the Add a Question button. Click the Continue to
Next Sectionbutton to skip this section or when finished.

No Pasting Specific Questions exist.
> ADD A QUESTION |

<< RETURN TO PREVIOUS | | CONTINUE TO NEXT PAGE >> |

SAVE AND STAY ON THIS PAGE I

CANCEL I PREVIEW ACTION I

e Click on Create a Question.

Add a Question

Search Existing Questions:

SEARCH CANCEL I

P | Create a Question
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Request to Reclassify a Job Questionnaire and Recruit Action

. Enter your question in the text box.
. Select your Answer Type

0 Closed Ended - you will provide a list of possible answers like in the

example below; or

0 Open Ended — applicants will have a text box to answer your question.
We recommend you select Long Text for open-ended answers to provide
the applicant with ample space to answer the question.

Enter your question here.

Create a Question

% Create Question Help

Question

Please enter question text:

Flease indicate your skill level using Microsoft Access, :I

Closed-
Ended: Type
the possible
responses to
your question
here.

Please select answer type:
% Closed-Ended  (e.g. Do you have sxperience working in an office environment?)

' Open-Ended {e.q. Describe any work experience relevant to this Posting.) 4

Display No Response As:

Open-Ended Answer Type:
INU Response & None

€ shart Text (Text < 50 characters)

Possible Responses (up to 7): € Long Text (Text = 50 characters)

’ 1. [rone ' Phone

2. IEeginner  Date

3. IIntermediate
4. IAdvanced

¢ Click Submit Question to add your question.

Open-Ended:
Choose Long
Text here.

Please enter question text:
Please describe your skil level using Microsoft Access, ;I

Please select answer type:
' Closed-Ended  (e.g. Do you have experience working in an office environment?)

" Open-Ended  {e.q. Describe any work experience relevant to this Posting.)

Closed-Ended Answers Open-Ended Answers

Display No Response As: Open-Ended Answer Type:
IND Response @ Nore

' Short Text (Text « 50 characters)
o Long Text (Text > 50 characters)
© Phane

© Date

Possible Responses (up to 7):
1. |None

2. IEEginnEr

3. IIntermediate
4. |Advanced

5.
6|
7.

SUBMIT QUESTION I CANCEL I
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Request to Reclassify a Job Questionnaire and Recruit Action

e Your question(s) will be displayed. When you are finished creating your
questions, you may add additional questions, delete questions, or continue to
next page. You may also edit questions you have created by clicking on the edit
link at the end of your question. Note: You can only edit questions YOU have
created. Questions that you select from the database cannot be edited.

lme |Yuestnonnaire | LIassImcaton | Veals | FUncions | INTormanon Locumentanon Form

Questions

To add questions that will be asked of every applicant who applies to this pesition, click the Add a Question button. Click th
Next Sectionbutton to skip this section or when finished.

To delete, check the box of the question(s) you wish to delete, then click the Delete Question(s) button below.

™ Please describe your skill level using Microsoft Access. (Edit) —

ANSWER

Note: To
Delete
question, check
box and click

Mo Response

Mone
De I ete Beginner
Question . Intermediate
Advanced

Is this question required? ' Requred NotRequired

DELETE QUESTION(S) | ADD A QUESTION | _

<< RETURN TO PREVIOUS | | CONTINUE TO NEXT PAGE >> |

SAVE AND STAY ON THIS PAGE I

—Click on Continue to Next Page.
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Request to Reclassify a Job Questionnaire and Recruit Action

17) Disqualifying/Points tab:

¢ On this page, you may assign points to answers that may be used to score
applicants.

¢ You may also designate an answer as a disqualifying answer. Applicants who
select a disqualifying answer will be automatically moved to a status of not hired
with a reason of did not meet minimum qualifications.

by

ANY,/—

%} Special Notes about this page:

o Be careful about marking an answer as a disqualifier. You do not want to
eliminate too many applicants from your applicant pool. It is recommended that
you only select disqualifying if the answer/skill set is significant enough to
disqualify the applicant from being in the applicant pool.

¢ Open-ended questions will not be visible on this tab, but will be visible on the
summary page.

¢ When you are finished adding points, click Recalculate to total the maximum
points possible.

e This page is optional. If you do not want to add points and / or do not want to
select any disqualifying answers, you may continue to next page.

Maximum Points Possible: 15 _

Posting Spedific Questions

Please describe your skill level using Microsoft Access.
ANSWER DISQUALIFYING SCORE
Mo Response |l I,]
None q I IIJ—
Beginner - |5 Add . t

- « oInts

Intermediate O I 0 p
Advanced r |15

100 %

ﬁ RECALCULATE I RESET I

<< RETURN TO PREVIOUS I I CONTINUE TO NEXT PAGE >> I

SAVE AND STAY ON THIS PAGE I

!\“&\‘l Don’t forget to click Save and Stay on this Page as you complete your
Keﬂ\/ document to save your work.

—Click on Continue to Next Page.
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Request to Reclassify a Job Questionnaire and Recruit Action

18) Congratulations! You have completed all pages of the Job Questionnaire Action
request. On this page you can . ..

¢ Save without Submitting if you are not ready to route the request to the next
approval level; or

o Select the next appropriate approval level and click Continue.

b

& Howdo you know where to send it to next? This is an electronic approval
process. You will send it to the next level of authorization in your reporting structure.
Ask yourself, “What is the next signature required on this request”? This is where you

send the request.

If you Send to Human Resources without obtaining all appropriate approvals, HR will
route the request to the appropriate user to obtain the required approvals.

r University of

WestFlorida 1. .° Position Management

JOB POSTINGS
VIEW OPEN
VIEW PENDING
VTEW HISTORICAL
CREATE REQUISITION
FROM TEMPLATE
FROM PREVIOUS
JOB QUESTIONNAIRES
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH JOB
QUESTIONNAIRES
ADMIN
HOME
CHANGE DEFAULT VIEW
‘CHANGE USER TYPE

LOGOUT
LOGOUT OF HIRING USER

On this page, you
can also scroll

through the entire
job questionnaire

and recruitment =

request to view
your work in its
entirety.

ﬂ? '{'R? @The University of West Florida Job Site

Employment and

Request to Reclassify a Job Questionnaire and Recruit
Summary

Please review the details of the Job Questionnaire carefully before continuing.

To take the action you have specified, click the Continue button. To edit the Job Questionnaire, click
the Edit link. To exit the Job Questionnaire without making any changes, click the Cancel button.

Edit &) Printer-Friendly Version

Action Status
& sendto Supervisor
€ send to Supervisor 2

et Select the next authorization

€ Send to Spansared Research » required for your request OR save
" Send to Dean/Division Head W|thout Subm|tt|ng

" send to Vice President CIle continue

' save Action Without Submitting

€ 5end to Human Resources

CANCEL II CONTINUE I<

‘Current Title

Position Title: [ ] i

Position Class Code: 9297

Pay Band: Administrative/Managerial

EClass Description: 30-University Work Force Ex FT
| EEQ Skill: 10 Administrative/Managerial

FLSA: Exempt

Master's degree in an appropriate area of specialization and six
years of appropriate experience; or a bachelor's degree in an
appropriate area of specialization and eight years of appropriate
experience. For some positions assigned to this class, special
qualifications may be added to the minimurm, such as possession
of a State of Florida CPA certificate.

Minimum Qualifications:

Position Details

Employee First Name:

UWF ID number

—
Employee Last Name: I i
—
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Request to Reclassify a Job Questionnaire and Recruit Action

o Select the appropriate status and click on Continue.
e Click on Confirm to confirm your Change Action Status.

A

"5 You must click on Confirm to complete the action.

JOB POSTINGS
VIEW OPEN
VIEW PENDING
VIEW HISTORICAL

University of

West Florida

: .. Employment and
W\ IS Position Management

» Welcome Kim Keebler. You are logged in as Angela Hernandez with Department Division View.
Your Current Group: Administrative User,

"Tuesday, March 25, 2008

CREATE REQUISITION
FROM TEMPLATE
FROM PREVIOUS

JOB QUESTIONNAIRES

BEGIN NEW ACTION
SEARCH ACTIONS

PENDING ACTIONS

SEARCH JOB

QUESTIONNAIRES
ADMIN

HOME

CHANGE DEFAULT VIEW

CHANGE USER TYPE
LOGOUT
LOGOUT OF HIRING USER

Confirm Change Action Status < ——————

You are about to change this action to the following status:

Send to Department Head

GO BACK II CONFIRM I 4

¢ You will be returned to the Search Actions screen with a message informing you
that you have successfully completed the action you requested.

Remember!

Users may locate
any Action that has
been sent to them
or saved by them
in the system by
clicking on

“Pending Actions”
under the Job
Questionnaire
menu.

r University of

West Florida

JOB POSTINGS
VIEW OPEN
VIEW PENDING
VIEW HISTORICAL
CREATE REQUISITION
FROM TEMPLATE
FROM PREVIOUS
JOB QUESTIONNAIRES
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH JOB
QUESTIONNAIRES
ADMIN
HOME
CHANGE DEFAULT VIEW
CHANGE USER TYPE
LOGOUT

LOGOUT OF HIRING USER

ﬁ ke _féThE University of West Florida Job Site

Employment and
Position Management

« Welcome Kim Keebler. You are logged in as Angela Hernandez with Department/Division View.

‘four Current Group: Administrative User. Tuesday, March 25, 2008

Search Actions
v The status of Action has successfully been changed to Sent to Department Head. —

|An',' | warking
Job Title Title |
Position I— UWF ID l—
Number number
Employee I— fmp;:\oyee l—
First Name i

Name
Check All Clear All
Sent to Supervisor
Employee Certified and Sent to Supervisor
Sent to Supervisor 2
Sent to Supervisor 3
Sent to Department Head

Sent to Sponsored Research

aaaa9anq

Sent to Dean/Division Head

Done

I B B B B T =
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Instructions on completing the following Job Questionnaire actions:

o Request to Establish a New Job Questionnaire
¢ Request to Establish a New Job Questionnaire and Recruit

1) Login to PPEMS.
2) Select the appropriate user type. (see User Types for more information)

Note: These actions can be started by any of the following user types:

e Administrative User
e Eval Admin User

e Supervisor

e Department Head

e Dean/Division Head
e Vice President

3) Click on Begin New Action under the Job Questionnaire Menu.

r University of . ; v Employment and
WestFlorida 1. . Position Management

JOB POSTINGS
VIEW OPEN
VIEW PENDING
VIEW HISTORICAL
CREATE REQUISITION .
FROM TEMPLATE Welcome to Position, Performance and Employment

FROM PREVIOUS
SR Management System

L ol BEGIN NEW ACTION

SEARCH ACTIONS
PENDING ACTIONS

o Velcome Sharon Jones, You are logged in with Department Division View,
Your Current Group: Administrative User,

Thursday, April 3, 2008

Hiring User Tutorial
(Under Revision)
View / Download

Faculty Hiring Guide Employee User Guide
View | Download Views / Download

SEARCH JOB
QUESTIONNAIRES

ADMIN

HOME
CHANGE DEFAULT VIEW

CHANGE USER TYPE Quick Tips for UWF Users:
LOGOUT

a Van maw hova multinla ncar tunacs Cn ta 2dmin = Channa Hear Tune and calart the

4) Select the action you want to take and click on Start Action. For this example, we
will be using the Request to Establish a New Job Questionnaire and Recruit
action; however, these instructions are applicable to both of the actions listed above.

Begin New Action

[A| Description
Request to Establish a New Job

Questionnaire and Recruit Action A: Use this action to request to establish a new position and recruit for
> Start Action the position once approved

8 Records

Request to Establish a New Job
Questionnaire Action B: Use this action to request to establish a new position only.
Start Action

Request to Reclassify a Job
Questionnaire and Recruit
Start Action

Action C: Use this action to request a redassification of an existing position
and recruit for the position.
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Request to Establish a New Job Questionnaire and Recruit Action

The job questionnaire will open as shown below. The green bar across the top contains
Tabs or pages of the job questionnaire.

5) Proposed Classification tab:

o Search for the appropriate classification by Class code OR Position Title. We
recommend you search by Position Title by clicking on the down arrow, selecting
the appropriate position title, and click on Search.

o If you are not sure which title to choose, you may choose Undecided.

[ )

For your convenience, there is a link to the Position Specifications for each
classification title.

Request to Establish a New Job Questionnaire and Recruit

Proposed Copy Job | Position | Essential | Position I;:‘:'Saﬁls Supplemental |Requisition Spedi 9 Disqualifying /
ﬁ (o125 il 11| ] Questionnaire | Details | Functions|Information Form Documentation Form I tions Points

P | Position Specifications

Search Titles
— Position Class Code: I Position Title: |An‘,‘ =l «_

> I SEARCH I CLEAR RESULTS I

CANCEL I

e You may View Summary to review this classification or you can Select and

Continue. You may also search again to search for a different classification title.

Choose Classification to Assign

You may associate this Job Questionnaire with one of the titles below by choosing the Select Title and Continue link directly belovs the
title you choose.

1 Record

I Classification Title W Class Code
Human Resources Specialist 1012
> Select and Continue View Summary <

Search Titles
Position Class Code: Position Title:

|Human Resources Specalist ;'

> [search || ciearresuits |

CANCEL I

e Click on Select and Continue.
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Request to Establish a New Job Questionnaire and Recruit Action

¢ You now have populated the proposed classification with the minimum
qualifications for this position title. You may keep this classification and continue
to the next page or you may click on Change Classification to search for a
different classification title.

Physical

Supplemental | Reguisition Posting Disgualifying /

Proposed Copy Job  (Position | Essential | Position

4 - - . = " ~ | Demands " Specific .
o] e 0 ”
Classification [sIEEulli1 ] e Documentation Form s Points
Title Details
Position Title: Human Rescurces Specialist
Position Class Code: 1012
Pay Band: Professional
EClass Description: 30-University Work Force Ex FT
EEO Skill: 30 Other Professionals
FLSA: Exempt
A bachelor's degree in an appropriate area of specialization and three years of
Minimum Qualifications: apprn.pr\ate experience; or a high school diploma and SEVEn years of appropriate
experience. Appropriate college coursework may substitute at an equivalent rate
for the required experience.

CHANGE CLASSIFICATION I

1 CONTINUE TO NEXT PAGE >> | h—

SAVE AND STAY ON THIS PAGE I

—>Click on Continue to next Page.

6) Copy Job Questionnaire tab: This tab allows you to copy an existing job
questionnaire from within your department. Copying a JQ is optional. If you do not
want to copy a job questionnaire, click on Do Not Copy JQ, Continue to Next
Page.

e To copy a job questionnaire, search for the job questionnaire you want to copy.
You may enter search criteria in one or more of the search fields OR you may
simply click on Search to bring up positions assigned to your department.

N ,,l' 7

N

"S  Search Tip: The more search criteria you enter, the more difficult it will be for
the system to locate the job questionnaire you are searching for, as it will be looking
for an exact match of the criteria you have entered. Less is better.

Recommended: Enter the employee’s Last Name of the JQ you wish to copy and

Click on Do Not
Copy JQ,
Continue to
Next Page if
you do not want

ation

click on Search.
Physical Supplemental | Requisition
Demands =
Form | Decumentation | Form

Proposed Copy Job Position | Essential Positi
Classification EVI=Sa6I I EI-W Details | Functions | Informg

Search Job Questionnaires to Copy

Employee Last Mame I Position Number to Copy anOther
Employee First Mame I UWF ID number J Q .
Position Title: I»in'r‘ =l

I SEARCH I CLEAR RESULTS I

DO NOT COPY 1Q, << RETURN TO PREVIOUS I I DO NOT COPY 1Q, CONTINUE TO NEXT PAGE >> I

SAVE AND STAY ON THIS PAGE I
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Request to Establish a New Job Questionnaire and Recruit Action

e The result(s) of your search will be displayed as shown below. You can View
Summary to review the details of the job questionnaire, Search again to change
the results of your search, choose to not copy a JQ, or select a job
guestionnaire to copy.

¢ Click on Select and Continue under the appropriate title to copy the job
questionnaire.

Choose Job Questionnaire to Copy

1 Record

K Classication Tele

Select and Continue || Ceordinator

Job Questionnaire Template in System (Needs
Selectand "\flei\ Summar: h ’ ] Update)
Continue

Do not copy
Employee Last Name |Iarsnn Position Number I a nd Conti nue
Employee First Name | UWF ID number I tO neXt page-
Position Title: |An\,' B3|

Search again
> [search | ciearresurs |

DO NOT COPY 1Q, << RETURN TO PREVIOUS I I DO NOT COPY 10, CONTINUE TO NEXT PAGE >> I

SAVE AND STAY ON THIS PAGE I

7) Position Details tab: Carefully review each field and enter/edit the appropriate
information.

Remember: Fields marked with an asterisk (*) are required and must be completed.

Copy J Posil
Questionnaire =T

<< RETURN TO PREVIOUS " CONTINUE TO NEXT PAGE =>

*Required information is denoted with an asterisk,

Proposed Position Title: Human Resources Spedialist

If Position Title is Undecided, please enter I
Proposed Position Title:

Proposed Working Title: I

Proposed Class Code:

Proposed Pay Band: Professional

Proposed FLSA: Exempt
= Puosition Number: ||—
= Employee: W

EClass Description: 30-University Work Force Ex FT
= Supervisor's Name: ISargent. April vl
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Request to Establish a New Job Questionnaire and Recruit Action

4

NI

~ Special Notes about this page:

¢ If you selected Undecided as your title, please enter a Proposed Position Title
and Proposed Working Title.

o Employee - If the position is vacant, please enter Vacant Employee here.

e Supervisor 2 and Supervisor 3 — these fields may contain the names of mid-
level supervisors who exist between the immediate supervisor and the
department head, dean, division/head, or VP. These fields are optional.

—Click on Continue to Next Page.

8) Go to page 14 of this manual for detailed instructions on completing the following
remaining tabs.

Essential Functions

Position Information

Physical Demands Form
Supplemental Documentation
Requisition Form

Posting Specific Questions
Disqualifying Points
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Instructions on how to complete the following Job Questionnaire actions:

o Request to Change Supervisory Reporting Relationship
o Certify Employee Job Questionnaire/Establish Objectives

Request to Change Supervisory Reporting Relationship

Use this action when there is a supervisory change.

1) Login to PPEMS.

2) This action can be started by the following user types:

a. Administrative User
b. Supervisor

c. Employee

d. Eval Admin User

3) Click on Start Action to begin the action.

Begin New Action

8 Records

Request to Establish a New Job
Questionnaire and Recruit
Start Action

Request to Establish a New Job
Questionnaire
Start Action

Request to Reclassify a Job
Questionnaire and Recruit
Start Action

Request to Reclassify a Job
Questionnaire
Start Action

Request to Update/Review a Job
Questionnaire and Recruit
Start Action

Request to Update/Review a Job
Questionnaire
Start Action

Request to Change Supervisory
Reporting Relationship
Start Action

Certify Employee Job
Questionnaire/Establish
Objectives

Start Action

n Description

Action A: Use this action to request to establish a new position and recruit for
the position once approved

Action B: Use this action to request to establish a new position only.

Action C: Use this action to reguest a redassification of an existing position
and recruit for the position,

Action D: Use this action to request a redassification of an existing position.

Action E: Use this action to request an update of the duties of an existing
position and recruit for the position

Action F: Use this action to request an update of the duties of an existing
position when no change in position dassification is requested. Or review
duties and responsibilities with employee to certify job questionnaire.

Action G: Use this action to request a change when the employees supervisor

changes.

Action H: Use this action to establish objectives for employees and certify
current job questionnaire.
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Request to Change Supervisory Reporting Relationship

4) Search for the position you wish to take action on. You may enter search criteria in
one or more of the search fields OR you may simply click on Search to bring up
positions you are responsible for or that are assigned to your department.

/.

J) {

"5  Search Tip: The more search criteria you enter, the more difficult it will be for the
system to locate the position you are searching for, as it will be looking for an exact
match of the criteria you have entered. Less is better.

Recommended: Enter the Last Name and click on Search.

JOB POSTINGS
VIEW OPEN
VIEW PENDING

VIEW HISTORICAL

CREATE REQUISITION
FROM TEMPLATE
FROM PREVIOUS

JOB QUESTIONNAIRES

BEGIN NEW ACTION

SEARCH ACTIONS

PENDING ACTIONS

SEARCH JOB

QUESTIONNAIRES
EVALUATIONS

BEGIN NEW PERFORMANCE

EVALUATION

PENDING EVALUATIONS

“"TSTORICAL EVALUATIONS
ADMIN

HOME

'CHANGE USER TVPE

Ly ™WIT

LOGOw ~ F HIRING USER

Request to Change Supervisory Reporting Relationship
Important Note:
Employees: If you are searching for your own performance evaluations or job questionnaire simply
click on the search button. It is not necessary to enter any information in the search fields that are
located on this page.
Supervisors: If you are searching for an employee performance evaluation or job questionnaire you
can either enter information into a specific search field or click the search button at the bottom and it

will bring up all employees assigned to the department and you can select the employee from that
paint.

Search Job Questionnaires to Begin Action On

Position Number
Employee First Working Title
Name

UWF ID number Position Title: IHmI

Employee Last
Name

=

I SEARCH I
CANCEL ACTION I

CLEAR RESULTS I

e

5) Click on Start Action on the job questionnaire you wish to take action on.
Caution: You can only have 1 open action on a Job Questionnaire at a time. Please
make sure you begin and receive approval from HR on the most important action you
need to accomplish first. If you receive the error message below, it means you have
already begun another action on this job questionnaire that must be completed before
you may begin another. Contact Human Resources for more information on your
outstanding action.

Choose Job Questionnaire to Begin Action On

1 Record
v Classification

Title

Human Resources

Specialist
Start View
> ction Summary

Working
V] Title

i~ Class = Position Employee - -

Job Questionnaire
—_— _—

1012 Approved

View History

Error Message: If
you receive this
message, you

already have another

action pending on

this job questionnaire

that must be
completed first.

4 ! This Position has an outstanding Action that must be completed before any new Actions
may take place.

Choose Job Questionnaire to Begin Action On

1 Record

(Iassrﬁcatlnn Class Pnsrl:lnn Emplnvee Emplnvee
Office Specialist Job Questionnaire
Start 11 view 0102 Approved
Action Summary ----} ----J ---J View History
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Request to Change Supervisory Reporting Relationship

6) The job questionnaire will open as shown below. The green bar across the top
contains Tabs or pages of the job questionnaire.

Request to Change Supervisory Reporting Relationship

ﬁ Current Title Position Details

> | CONTINUE TO NEXT PAGE >> |

This tab displays the present title associated with this Job Questionnaire, if applicable. New positions
will not have a current title.

*Required information is denoted with an asterisk,

Position Title: Office Specialist

Position Class Code: 0102

Pay Band: Office/Program support

EClass Description: 32-University Work Force NE FT
EEO Skill: 50 Clerical & Secretarial

o The first tab is not editable. It displays the title of the position and is viewable
only.
¢ Click on Continue to Next Page to move to the Position Details page.

7) Position Details tab: On the position details page, you will be able to edit the
supervisor fields and supervisory change effective date only.

e Click on the drop down arrows by the appropriate supervisor field to assign the
new supervisor's name to the job questionnaire and enter the effective date of

this supervisory change.
e To save your work and return at a later time, click on Save and Stay on this

Page.
9 . .
Pay Band: Professional
* Supervisor's Name: Keebler, Kimberly 'I h
EClass Description: 30-University Work Force Ex FT
Enter the .
. * Supervisor's Position Number: Illlllll
effective date -
= Supervisory Change Effective Date MM/DD/YYYY -or- MM-DD-YYYY
of the
H Department: Office Of Human Resources-1450
supervisory g
Not Selected Selected
Change' Joris - No Respanss
Departmental Users with Access:
(This is view only access)
d (= . o
Assign additional
Supervisor 2; Mo Respanse ] h .
(f Appiicable) supervisors here,
Supervisor 3; lﬁ h i i
Uf Appiicabie) No Respanse if applicable.
EEO 5kill: 30 Other Professicnals
<< RETURN TO PREVIOUS | | CONTINUE TO NEXT PAGE >> |
q SAVE AND STAY ON THIS PAGE |

—Click on Continue to Next Page.
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Request to Change Supervisory Reporting Relationship

8) Summary Page - On this page youcan. ..

e Save the action if you are not ready to route the request; or
¢ Send to HR Initial Review — all supervisory change requests will be routed to
HR first for an initial review to ensure proper electronic routing of the document.

JOB POSTINGS
YIEW DPEN
YIEW PENDING
YIEW HISTORICAL
CREATE REQUISITION
FROM TEMPLATE
FROM PREYIOUS
JOB QUESTIONNAIRES

» Welcome Kimberly Keebler. ‘You are logged in with Department/Division Yiew,

Your Current Group: Administrative User, Wednesday, Juby 23, 2003

Request to Change Supervisory Reporting Relationship
Summary

BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH JOB
QUESTIONNAIRES
ADMIN Edit
HOME
CHANGE DEFAULT YIEW
CHANGE USER TYPE
LOGOUT

To change the status of this action, choose from the statuses below:

L) Printer-Friendly Yersion

Action Status

© save
' Send ta HR Initial Review

CANCEL I CONTINUE

Pasition Title:

Program Specialist
Position Class Code: 4206
Pay Band: Office/FProgram support

EClass Description: 32-University Work Force NE FT

"S  Special Notes about the supervisory change action:

o Important: Supervisory Change actions require routing to the employee and
new supervisor to capture their electronic signatures.

Department Head Approval is optional and is left to the discretion of the
department.

q.

Routing Options for the Request to Change Supervisory Reporting Relationship:
Administrative User — HR Initial Review — Employee — New Supervisor — (Dept Head) —» HR
Current Supervisor — HR Initial Review — Employee — New Supervisor — (Dept Head) —» HR
Eval Admin User — HR Initial Review — Employee — New Supervisor — (Dept Head) - HR

Employee — HR Initial Review — New Supervisor — (Dept Head) -» HR

¢ Required: Employees (Employee User Type) will be required to certify that they
have reviewed the supervisory changes to the position as shown below.

Supervisor 2
(If Applicable)

Supervisor 3:
(If Applicable)

Ir-lo Response 'l
Ir-lo Response 'l

30 Other Professionals

— * |pdate Certification ¥ 1 certify that I have reviewed the supervisary changes to the position

to which I am assigned.

EEO Skill:
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Certify Employee Job Questionnaire/Establish Objectives

1) Select this action to set objectives for a new employee or existing employee and to
allow the employee to certify receipt of the job questionnaire and objectives.

2) Login to PPEMS

3) This action should be started by the supervisor. Make sure you change your user
type to “Supervisor” to begin this action. (See User Types)

4) Click on Start Action.

Begin New Action

Action A: Use this action to reguest to establish a new position and recruit for
the position once approved

8 Records

Request to Establish a New Job
Questionnaire and Recruit
Start Action

Request to Establish a New Job
Questionnaire
Start Action

Action B: Use this action to request to establish a new position only.

Request to Reclassify a Job . . . . . e

(ic= Bormraire el Recrat Action C: Use this action to request a redlassification of an existing pasition
and recruit for the position.

Start Action

Request to Reclassify a Job

Questionnaire Action D: Use this action to reguest a redassification of an existing position.

Start Action

Request to Update/Review a Job
Questionnaire and Recruit
Start Action

Request to Update/Review a Job
Questionnaire
Start Action

Action E: Use this action to request an update of the duties of an existing
position and recruit for the position

Action F: Use this action to request an update of the duties of an existing
position when no change in position dassification is requested. Or review
duties and responsibilities with employee to certify job questionnaire.

Request to Change Supervisory

Reporting Relationship Action G: Use this action to reguest a change when the employees supervisor

Start Action changes.

Certify Employee Job

Questionnaire /Establish Action H: Use this action to establish objectives for employees and certify
Objectives current job questionnaire.

ﬁ Start Action

5) Search for the position you wish to take action on. You may enter search criteria in
one or more of the search fields OR you may simply click on Search to bring up
positions you are responsible for or that are assigned to your department.

. b 7/

\Y/ —

"S  Search Tip: The more search criteria you enter, the more difficult it will be for the
system to locate the position you are searching for, as it will be looking for an exact
match of the criteria you have entered. Less is better.

Recommended: Enter the Last Name and click on Search.

R
VIEW PENDING

VIEW HISTORICAL
CREATE REQUISITION
FROM TEMPLATE
FROM PREVIOUS
JOB QUESTIONNAIRES
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH JOB
QUESTIONNAIRES
EVALUATIONS
BEGIN NEW PERFORMANCE
EVALUATION
PENDING EVALUATIONS
TTSTORICAL EVALUATIONS
ADMIN
HOME
CHANGE USER TYPE
Lv TOUT
LOGOL ~ F HIRING USER

Request to Reclassify a Job Questionnaire and Recruit

Important Note:

Employees: If you are searching for your ewn performance evaluations or job questionnaire simply
click on the search button. It is not necessary to enter any information in the search fields that are
located on this page.

Supervisors: If you are searching for an employee performance evaluation or job questionnaire you
can either enter information inte a specific search field or click the search button at the bottom and it

will bring up all employees assigned to the department and you can select the employee from that
point.

Search Job Questionnaires to Begin Action On

Employee Last Pasition Number |
Name

Employee First Working Title |
Name

UWF ID number Pasition Title: [y =

I SEARCH I

CLEAR RESULTS I
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Certify Employee Job Questionnaire/Establish Objectives

6) Click on Start Action on the job questionnaire you wish to take action on.

Caution: You can only have 1 open action on a Job Questionnaire at a time. Please
make sure you begin and receive approval from HR on the most important action you
need to accomplish first.

If you receive the error message below, it means you have already begun another action
on this job questionnaire that must be completed before you may begin another.
Contact Human Resources for more information on your outstanding action.

Choose Job Questionnaire to Begin Action On

1 Record

Specialist

— [r— A d
Start View 1012 .............j ----j -.,-iEF\I.J rHDi:tirE
——] Action Summary )

= Classification = Working | Class

Human Resources

n E:'s‘:l::ﬁfe K Last Action

Job Questionnaire

Error Message: If
you receive this
message, you
already have another
action pending on

4 ! This Position has an outstanding Action that must be completed before any new Actions
may take place.

Choose Job Questionnaire to Begin Action On

1 Record
this job questionnaire — Classificati | —— — — — )
1o 318 graton |G |miotten |pyieves g imievee |G tast acton
completed first Spelcliarst Job Suesh‘on;aire
. Start View 0102 — — — pproves
Ach!-on SIL?rJn\marE ------j ------} ------j View History

7) The job questionnaire will open as shown below.
contains Tabs or pages of the job questionnaire.

The green bar across the top

. (ollyy-) il Current Job | Position | Essential Position Required | Additional | Supplemental
R[N Questionnaire | Details | Functions | Information | Objectives | Objectives | Documentation
ﬁ | CONTINUE TO NEXT PAGE >> |

Certify Employee Job Questionnaire/Establish Objectives

This tab displays the present title associated with this Job Questionnaire, if applicable. New positions
will not have a current title.

*Required information is denoted with an asterisk,

Position Title: Program Specialist

Position Class Code: 4206
Pay Band: Office/Program support

EClass Description: 32-University Work Force NE FT

EEO Skil: 50 Clerical & Secretarial
FLSA: MNon Exempt
A hink mrleasl dislama s s A Friie sammem £ m i i

— l_hl_l_ [ [ st
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Certify Employee Job Questionnaire/Establish Objectives

e The first five tabs are not editable. You can only edit the Required Objectives
and the Additional Objectives tabs.

¢ Click on Continue to Next Page until you come to the Required Objectives
page.

8) Required Objectives tab: You can enter up to four (4) objectives on this page.

Employment and

Position Management

OBJECTIVE EXAMPLES
*Required information is denoted with an asterisk.
Cross-train on all front desk duties. =]
ﬁ = Objective L:
=
Cross-train on monthly p-card reconciliation and monthly d
Objective 2: budget recondliation.
iattend all pertinent in-house training. Complete the on-ine ;I
Objective 3: Ofﬁce 2007 (Word, Excel, Outlook, Office and Powerpaint)
itraining.
E
Assist office administrator with purging/dispositioning all old ;I
— . files remaining from prior employees per General Records
Objective 4
Schedule,
=
*Required information is denoted with an asterisk,
<< RETURN TO PREVIOUS I | CONTINUE TO NEXT PAGE >3> |
SAVE AND STAY ON THIS PAGE I

—Click on Continue to Next Page.



Certify Employee Job Questionnaire/Establish Objectives

9) Additional Objectives tab: You may enter additional objectives here. If you do not
have additional objectives, click on Continue to Next Page.

e To enter additional objectives, click on Add New Entry.

Certify Employee Job Questionnaire/Establish Objectives

iti GELT= Additional EETDIEEE]
Information | Objectives EuyZaa\U=t 8 Documentation

To add & new Entry, click the Add New Entry button below. To view more details about an existing
entry, click the View link for the entry. To edit an existing entry, click the Edit link for that entry. To
delete an existing entry, click the Delete link for that entry.

Mo Records Found

ﬁ ADD NEW ENTRY

<< RETURN TO PREVIOUS I I CONTINUE TO NEXT PAGE >> I

SAVE AND STAY ON THIS PAGE I

e You can enter one additional objective at a time.
¢ Enter the objective in the text field and click on Add Entry (or Cancel to return to
the previous screen without adding an objective).

L=l Additional 00 el
5] Objectives AT LT
To add a new entry, complete the following fields and then click the Add Entry button. If you do not
wish to add a new entry at this time, click the Cancel button.

Mo Records Found

Add New Entry

To add a new entry, complete the following fields and then click the Add Entry button. If you do not
wish to add a new entry at this time, click the Cancel button.

* Required information is denoted with an asterisk.

El
Objective: 4
=
—
ﬁ CANCEL I
() Il



Certify Employee Job Questionnaire/Establish Objectives

You can View, Edit, or Delete the objective or add another objective by clicking
on Add New Entry.

GELO=  Additional
Obje Objectives Julslsllul=]

upplemental

/ The entry has been added.

To add a new Entry, click the Add New Entry button below. To view more details about an existing

entry, click the View link for the entry. To edit an existing entry, click the Edit link for that entry. To
delete an existing entry, click the Delete link for that entry.

ADD NEW ENTRY

Existing Entries

1 Record
M Objective:
This is a test.

- View 1| Edit < ——

Delete

— ADD NEW ENTRY

<< RETURN TO PREVIOUS | |

CONTINUE TO NEXT PAGE >> I

SAVE AND STAY ON THIS PAGE I

\5 {2
93“*&(\ Remember to save your work occasionally by clicking on the Save and Stay on
Q(}V\ : this Page button.

—Click on Continue to Next Page

10) Supplemental Documentation tab:

Click on Attach to attach any supplemental documentation. For detailed
instructions on how to attach documents, see Important User Tips.

Certify Employee Job Questionnaire/Establish Objectives

Current EULILLEN  Supplemental

Title Eunctions | Information | Objectives | Objectives ML TITNENTE )]
2 Records
Attach Memo Mot Attached
Attach Organizational Chart Mot Attached

<< RETURN TO PREVIOUS | | CONTINUE TO NEXT PAGE >> |
SAVE AND STAY ON THIS PAGE |
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Certify Employee Job Questionnaire/Establish Objectives

11) After attaching your documents (if applicable), click on Continue to Next Page until
you come to the Certify Employee Job Questionnaire/Establish Objectives Summary.

e Onthispageyoucan...

0 Save Action Without Submitting; or
0 Send to Employee

Select Send to Employee and click on Continue.

.
Certify Employee Job Questionnaire/Establish Objectives
Summary
To change the status of this action, choose from the statuses below:
Edit (&) Erinter-Friendly Version
O Save Action Without Submitting
ﬁ :)Send to Employes
CANCEL || CONTINUE | G —
Position Title: Human Resources Specialist
Position Class Code: 1012
[N R I B I
Y
-
"S  You must click on Confirm to complete the action.

r University of ; 8 Employment and
: F Position Management

West Florida 1.

JOB POSTINGS
Welcome Kimberly Keebler, You are logged in as Karen Larson,
VIEW OPEN o ly o og Tuesday, April 8, 2008
Your Current Group: Supervisor,

VIEW PENDING

VIEW HISTORICAL
CREATE REQUISITION Confirm Change Action Status «ee—

FROM TEMPLATE
FROM PREVIOUS
JOB QUESTIONNATRES You are about to change this action to the following status:
BEGIN HEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH J0B
QUESTIONNAIRES

EVALUATIONS
LT ) | Send to Employee

EVALUATION
PENDING EVALUATIONS GO BACK ” CONFIRM I —

HISTORICAL EVALUATIONS

ADMIN
HOME
‘CHANGE USER TYPE
LOGOUT
LOGOUT OF HIRING USER
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Certify Employee Job Questionnaire/Establish Objectives

¢ You will be returned to the Search Actions screen with a message informing you
that you have successfully completed the action you requested.

Universiyol g &5 Employment and
WestFlorida 4. . Position Management

JOB POSTINGS

VIEW OPEN . Welcome Kimberly Keebler. You are logaed in as Karen Larson. Tuesday, Apri 8, 2008
VIEW PENDING Your Current Group: Supervisor,
VIEW HISTORICAL
CREATE REQUISITION .
FROM TEMPLATE Search Actions
FROM PREVIOUS
e ' The status of Action has successfully been changed to Sent to Employee. —
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS =
SEARCH JOB Search Actions
QUESTIONNAIRES
EVALUATIONS e [Any =] W‘;xrkmg I
BEGIN NEW PERFORMANCE Titie
EVALUATION
PENDING EVALUATIONS Fiston UWF ID
HISTORICAL EVALUATIONS [IACS number
ADMIN e s
. First Mame i
CHANGE USER TYPE MName
LOGOUT Check All Clear Al

LOGOUT OF HIRING USER

™ sent to Supervisar

I Employee Certified and Sent to Supervisor
™ Sent to Supervisor 2

T Sent to Supervisor 3

e 3

9) The employee will route the request back to the supervisor (by doing this, the

employee is certifying receipt of the job questionnaire and objectives). The supervisor
will route the request to Human Resources.

¢ Routing for the Certify Employee Job Questionnaire/Establish Objectives action:

Supervisor—>Employee—Supervisor->Human Resources

s
-
&~

Special Notes about this action:

o Users may locate any Action that has been sent to them or saved by them in the
system by clicking on “Pending Actions” under the Job Questionnaire menu.

o Required: Employees will be required to certify that they have reviewed the job
guestionnaire and the supervisor assigned to their position.

EEO Skill: 30 Other Professionals
- ) _ [¥ | certify that | have reviewed a copy of my current job questionnaire
e— ~ |pdate Certification and acknowledge the supervisor of the position to which | am
assigned.
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Job Questionnaire Library

Click on Search Job Questionnaires to view the most recent, HR Approved version of
a Job Questionnaire. You may filter your selection by specific search criteria, or you
may leave the search criteria blank to retrieve all of the approved position descriptions
you have access to in the system.

Search Job
Questionnaires
—Your
electronic file
cabinet of HR
Approved Job
Questionnaires
for your area(s)
of
responsibility.

4 University of

¥ West Florida ;

JOB POSTINGS
VIEW OPEN
VIEW PENDING
VIEW HISTORICAL
CREATE REQUISITION
FROM TEMPLATE
FROM PREVIOUS
JOB QUESTIONNAIRES
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH JOB
QUESTIONNAIRES
EVALUATIONS
BEGIN NEW PERFORMANCE

Employment and
Position Management

« Welcome Kimberly Keebler. You are logged in with Department/Division View,
Your Current Group: Eval Admin User,

Monday, April 21, 2008

Welcome to Position, Performance and Employment
Management System

Hiring User Tutorial
(Under Revision)
View / Download

Faculty Hiring Guide
View / Download

Employee User Guide
View [ Download

EVALUATION

PENDING EVALUATIONS Quick Tips for UWF Users:
HISTORICAL EVALUATIONS

SEARCH EVALUATIONS N )
ADMIN You may have multiple user types: Go to Admin > Change User Type and select the

e appropriate user type > then click change group, the screen will automatically refresh.

CHANGE DEFAULT VIEW Employees: Make sure that you are logged in as Employee User Type to complete your
CHANGE USER TYPE performance evaluation.

LOGOUT Supervisors: To view and complete employee performance evaluations = Make sure you are
logged in as Supervisor User Type.

All Users: Anytime you start an action in the system and save it, in order to retrieve it you must
go to pending either Job Questionnaires or Performance Evaluations.

42



Performance Evaluations
00 00 0000000000000 0000000 0OOCEOOCEOCEOCEOCEONONONONOEOEONONEOEEOOEOTEEOTOOEOTOOTLOTEEOTOOEOTPEEOTLOOTOEOLEOTEEOTLOEOTOEEOTLOEOEOTLEOTEOTLEOLEOEEOTLOOTOOLO

How to Complete the Performance Evaluation Action

User Types: There are three user types applicable to the Performance Evaluation
action: Employee, Supervisor, and Reviewing Officer. These are the electronic
signatures required on performance evaluations; therefore, you must be logged in as
one of these user types to complete the performance evaluation process.

N ,l' /7
&g}—
'S Special Note:
¢ Eval Admin User - is an additional user type that may be used for the
peformance evaluation process. This user type may perform typing
functions only on behalf of the Supervisor.
o Because this user type will have access to the performance evaluations of

others, this user type is assigned on a case-by-case basis and must be
requested via email to Kay Larson at klarson@uwf.edu.

Recommended Workflow for the Performance Evaluation:

— Employee starts the evaluation process by completing the self-evaluation
and sends to Supervisor.

— Supervisor completes standard competencies, evaluation details and
objectives and sends to Reviewing Officer.

— Reviewing Officer reviews, makes additional comments, if applicable, and
sends back to Supervisor

— Supervisor sends to Employee for Certification

— Employee certifies (or refuses to sign) and sends to Supervisor

— Supervisor sends to Human Resources

Employee (completes self-evaluation)—Supervisor (completes

evaluation/)—Reviewing Officer—Supervisor—>Employee (to certify receipt of
evaluation)—Supervisor->Human Resources
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Performance Evaluations

Starting the Performance Evaluation

For this example, the employee has already submitted the self-evaluation to the
Supervisor. The employee process has been outlined in the Employee User Guide.

1) The Supervisor will receive an email notification that the employee has sent the
performance evaluation to him/her.

2) The Supervisor will login to PPEMS, change user type to Supervisor, and click on
Pending Evaluations.

r University of i B -" Em plOyment and

WestFlorida 4. . Position Management

JOB POSTINGS
VIEW OPEN « Welcome Kimberly Keebler. You are logged in as Karen Larson.
VIEW PENDING ‘Your Current Group: Supervisor.

VIEW HISTORICAL

CREATE REQUISITION .

FROM TEMPLATE Welcome to Position, Performance and Employment
e Management System

JOB QUESTIONNAIRES g y
BEGIN NEW ACTION
SEARCH ACTIONS L _ o Hiring User Tutorial
PENDING ACTIONS faculty Hiring Guide  Employee User Guide  (under Revision)

SEARCH JOB View [ Download

Monday, April 14, 2008

QUESTIONNAIRES
EVALUATIONS

BEGIN NEW PERFORMANCE
EVALUATION

PENDING EVALUATIONS Quick Tips for UWF Users:
HISTORICAL EVALUATIONS

AE::; « You may have multiple user types: Go to Admin > Change User Type and select the

CHANGE USER TYPE appropriate user type > then click change group, the screen will automatically refresh.
LOGOUT « Employees: Make sure that you are logged in as Employee User Type to complete your

3) Pending evaluations will be listed. On this screen you can see the Status of the
pending evaluation(s) and the Date that the last action was taken on the
evaluation(s).

View Pending Evaluations

Active Evaluations 1 1
1 Record
. Evaluation Last
=5 = Position |~ Employee | .~ Employee - = "~ =

Human

Resources Evaluation

Specialist | I I 04-14-2008 Sent to
1] view Supervisor

ﬁ View
Summary

Click on View to begin editing the evaluation.
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Performance Evaluations

e Click on the Edit link.

View Performance Evaluation Summary

Please review the details of the evaluation carefully before continuing.

To take the action you have specified, click the Continue button. To edit the evaluation, click the Edit
link. To exit the evaluation without making any changes, click the Cancel butten.

——  Edit 3 Printer-Friendly Version
¥ Save

" Send Evaluation to Employee for Review
" send Evaluation to Reviewing Officer
" send Evaluation to Evaluation Adminstrative User

™ Return Evaluation to Employee for Editing

CANCEL II CONTINUE I

4) The performance evaluation will open as show below. The green bar across the top
contains Tabs or pages of the performance evaluation.

View/Edit Performance Evaluation

Employee Standard
Supervisor Evaluation
Communication | Competencies

Evaluation Additional | Supplemental Notes/Histo
Details Objectives| Documents e

Details JS¥WEI0EN]
Form

| CONTINUE TO NEXT PAGE >> |

*Required information is denoted with an asterisk.

Employee First Name Kimberly

Employee Last Mame Keebler

Employee: Keebler, Kimberly

Position Number: 110350

Department: Office Of Human Resources-1450

Supervisor's Name:
(If this is not the current supervisor please  Larson, Karen
contact HR)

Position Title: Human Resources Specialist

B B = Y=

e The first three tabs are not editable. They display the Employee Details,
Employee Self-Evaluation, and the optional Employee Supervisor
Communication form and are viewable only.

¢ Click on Continue to Next Page to move through these screens.
e Carefully review the employee’s self evaluation and supervisor communication
page.

—Click on Continue to Next Page.
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Performance Evaluations

5) Standard Evaluation Competencies tab:

e There are eleven (11) Standard Competencies/Performance Standards.
Carefully review and score each one based on the employee’s objectives and
performance for the review period.

¢ Click on the Explanation of Standard Competencies link for a detailed
explanation of each standard.

Employee

Ennhnee Self Employee Standard

= - i .| Additi Suppl "
Details | Evaluation Supervisor Evaluation Lo Objectives e Notes/History

e [ JululMills=lldi] Competencies S Slallnr Lolenans

<< RETURN TO PREVIOUS I I CONTINUE TO NEXT PAGE >> I

Explanation of Standard competencies and performance standards. _

*Required information is denoted with an asterisk,

General Performance

NOTE: The total score must be manually added.

(™ Response

" 1, Below
Job Knowledge, Skills, and Abilities 2. Needs I t
* Employee's knowledge, skils and abilities in + Meeds Impravemen —
their present job: 3. Meets Performance
4, Above Expectations

5. Superior

Mo Response

1. Below

(e O Be Te e Tie

N P PP

e e LS e

o After you score each competency, total the score and enter it into the
Employee’s Overall Score field and assign the corresponding Rating.

Use the

scale to Score 11-18; Below Performance Expectations Standard and Mot Acceptable

det . Score 19-29: Below Performance Expectations Standard and Needs Improvement
etermine # Score 30-40: Meets Performance Expectation Standards
the Score 41-47: Above Performance Expectation Standards

appropriate Score 48-55: Superior Performance Standards

OVera” . Employee's Overall Score: |45 '

Rating. e
= QOverall Rating: |Ab0ve Performance Expectation Standards | h-

*Required information is denoted with an asterisk,

<< RETURN TO PREVIOUS | | CONTINUE TO NEXT PAGE >> |
SAVE AND STAY ON THIS PAGE |
cAnceL | VIEW EVALUATION SUMMARY >> |
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Performance Evaluations

—Click on Continue to Next Page.

6) Evaluation Details tab: Carefully review each field and enter the appropriate
information.

'S Special Notes about this page:

o Type of Review - There are three types of performance evaluations
» Annual - the period of review for this type of evaluation will be published
by Human Resources.
» Position Orientation — the period of review for this type of evaluation will
be determined by the employee’s Date of Hire.
» Special — the period of review for this type of evaluation will be
determined by the Supervisor and Human Resources.

Employee
Self

5 . -
Emgloyee Standard Evaluation ; Additional | Supplemental

Supervisi i . i s~
upervisor Evaluation Details Objectives PTIErT I—— Notes/Histo

. Whatare the areas in which the employee
could make improvement?

Evaluation G ication | C e
Eorm Lommunication | Lompetencies
<< RETURN TO PREVIOUS || CONTINUE TO NEXT PAGE >>
Enter the appropriate
beginning and ending
*Required information is denoted with an asterisk. dateS fOI' the reV|eW
. o period. Dates must be
Period of Review Begin Date: MM/DD/YYYY -or- MM-DO-YYYY .
entered in the
* Period of Review End Date: I MM/DD{YYYY -or- MM-DD-YYYY appropriate fOrmat
* Type of Review: Io Response VI
What were the employee's strong points QS;:SL orientation . # SeIeCt the ?pproprlate
= and accomplishments during this rating Specl type Of review to be
period? =
= completed.
=l
=

Not Selected Selected
Archer, Linda ;I - | Mo Responss
Burton. Reta >
]
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¢ Reviewing Officer — assign the Reviewing Officer for this evaluation from the

drop-down list.

o Comments fields — all comments fields are optional.

ﬁ .= Reviewing Officer:

(Mext level supervisor)

Supervisor Comments:
Employee Comments:

Reviewing Officer Comments:

<< RETURN TO PREVIOUS I

ﬁ SAVE AND STAY ON THIS PAGE

I Mo Response - I

*Required information is denoted with an asterisk,

CONTINUE TO NEXT PAGE >> I

0,\1 \ Remember to save your work occasionally by clicking on the Save and Stay
w\(& on this Page button. Required fields are marked with a red asterisk (*) and
must be completed before continuing to the next page.

—>Click on Continue to Next Page
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7) Objectives tab:
o Enter the objectives for the next review period here. You will enter the
Objectives Begin Date and the Objectives End Date.

e Supervisors are required to enter at least one (1) objective; however, you may
enter up to four (4) on this screen.

Create Performance Evaluation - Office Specialist

Jnplemental

Documents

<< RETURN TO PREVIOUS II CONTINUE TO NEXT PAGE = I

*Required information is denoted with an asterisk,

* Objectives Begin Date: IDI,I’DI,I’ZDDS FARDDRCYYY -or- MM-DO-YYY
* Objectives End Date: IDQ,I’3D,|’2008 MDD Yy -ar- MM-DD-YVEY
This is a test. ;I
* Objective 1:
[
This is & test. =]
Objective 2;
=

IThic i = Fack .

8) Additional Objectives tab: You may enter additional objectives here. If you do not
have additional objectives, click on Continue to Next Page.

e To enter additional objectives, click on Add New Entry.

e S i h}hsiihL I i —————..
Create Performance Evaluation - Office Specialist

W Additional §

a Objectives

If you wish 10 add, change, or delete previously established objectives to this current evaluation you will
need o save this docurment, and go to 'Job Questionnaire' = "Begin new action’ =
'Establish/Update Employee objectives'.

Whien you are finished adding your entries, you may go 1o the next page by clicking "Save and Continue
to Mext",

To Edit &n Entry: Click the Edit link for the specific entry,
To Wiew &n Entry: Click the View link for the specific entry,

Mo Records Found

— I ADD NEW ENTRY I

< <. RETURNM TO PREVIOUS I I COMTIMUE TO MEXT PAGE == I «—

SAVE AND STAY DM THIS PAGE I
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You can enter one additional objective at a time.

o Enter the objective in the text field and click on Add Entry (or Cancel to return to
the previous screen without adding an objective).
Employee -t and:
Employee Self Fmpln\{rge st.an.da_rd Evaluation| . . . EGGHGHE R Supplemental
i o Supervisor Ewvaluation _o |Objectives [ ) )
Details |Evaluation| . . .| Details Objectives T =TS
Form Communication | Competencies
If you wish to add, change, or delete previously established objectives to this current evaluation you will need to
save this document, and go to "Job Questionnaire’ > 'Begin new action' > 'Establish/Update Employee
objectives’'.
To add the edits to this enfry, complete the following fields and then click the Add Entry button, If you do not
wish to add a new entry at this time, click the Cancel button.
Mo Records Found
To add the edits to this enfry, complete the following fields and then click the Add Entry button, If you do not
wish to add & new enfry at this time, click the Cancel button.
* Required information is denoted with an asterisk,
=
— Objective:
=
—
CANCEL I _

rrrir

e You can View, Edit, or Delete the objective or add another objective by clicking

on Add New Entry.

‘Establish/Update Emplu;;ee DEIiECtiVES'.‘ b

When you are finished adding your enfries, you may go to the next page by clicking "Save and Continue
o Mext",

To Edit &n Entry: Click the Edit link for the specific entry.

To Wiew An Entry: Click the Wiew link for the specific entry.

1 Record
This is a test.
tiew e

Delete

ADD NEW ENTRY —

<< RETURN TO PRE¥IDUS I I

CONTINUE TO NEXT PAGE == I

SAVE AND STAY ON THIS PAGE I

ﬁto.l‘f
?&Dﬂ(ﬂl Remember to save your work occasionally by clicking on the Save and Stay
on this Page button.
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—>Click on Continue to Next Page.

9) Supplemental Documents tab:

¢ Click on Attach to attach any supplemental documentation. For detailed
instructions on how to attach documents, see Important User Tips.

View/Edit Performance Evaluation

Employee

Employee Standard : -
Employee| Self = — - Evaluation| . . .. __|Additional EEHVeENETEl .
Details |Evaluation| =2U2EMSO Evaluatmn Details el el Documents Notes/Histo!
Communication | Competencies
Form

2 Records

Attach / Remove Document Type Attached Document
ﬁ Attach Evaluation Year Objectives Mot Attached

Attach Other Not Attached

<< RETURN TO PREVIOUS | | CONTINUE TO NEXT PAGE >> |
SAVE AND STAY ON THIS PAGE |

—Click on Continue to Next Page.

10) Notes/History tab: The history of the action (document) is recorded on this tab.
e You can view the document as it looked each time it is saved or routed
electronically by clicking on the View Summary link.
¢ You can also see the date and time of the action and the user who modified the
action.
I 7/
&) —
"S  Special Note: For security purposes, only the Supervisor and Reviewing Officer
user types have view access to the Notes/History tab.

View/Edit Performance Evaluation

Employee
Employee Self

5 . -
‘iﬂ%ﬁr E\f#giir:n Evaluation Obiectives Additional | Supplemental
=URENVISOL Shlecives Objectives| Documents

P— - Details Notes/History
Communication | Competencies

Details |Evaluation
Form

Date and
time == | | 04-14-2008 5:05 PM Kimberly Keebler <= | Jgeor
evaluation > | | Evaluation Sent to Supervisor who
was Sent to View Summery  «fjmm— took the
Supervisor action.
<< RETURN TO PREVIOUS I I CONTINUE TO NEXT PAGE ==
SAVE AND STAY ON THIS PAGE I

—Click on Continue to Next Page.
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11) View Performance Evaluation Summary
e On this page, youcan. ..

0 Save your work if you are not ready to route the request to the next
appropriate person; or
0 Select the next appropriate approval level and click on Continue.

¢ In this example, the supervisor has just completed the Standard Evaluation
Competencies and Evaluation Details.
e The Supervisor should route to the Reviewing Officer and click on Continue.

Remember: The recommended routing for performance evaluations is as
follows:

Employee (self eval) - Supervisor - Reviewing Officer — Supervisor —
Employee (certifies) — Supervisor - Human Resources.

View Performance Evaluation Summary

Please review the details of the evaluation carefully before continuing.

To take the action you have specified, click the Continue button. To edit the evaluation, click the Edit
link. To exit the evaluation without making any changes, click the Cancel button.

Edit &3 Printer-Friendly Version

Evaluation Status

Cl Save

" Send Evaluation to Employes for Review

Click on Printer-
ﬁ 'y . _— A d
\J5end Evaluation to Reviewing Officer Frlendly Version

to print a copy of the

" Send Evaluation to Evaluation Adminstrative User
™ Return Evaluation to Employee for Editing

evaluation.
CANCEL I I CONTINUE I

Employee First Mame Kimberly
On this page,

Employee Last Name Keebler
you can also
scroll th rOUgh Employee Self Evaluation Form
the entire In the past year, what did I do to excel this is a test
performance ' in the performance of my duties? SIS

: What areas could I imprave during the -
evaluation to next year? this is a test.
view the Cutline spedific efforts of self-

I ini impravement and development activities
eva.luatlon in its you pursued and accomplished during test
entlrety. this evaluation period.

What goals would I like to achieve in the Ge
next year?

How can my supervisor help me e
accomplish these goals?
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o Select Send Evaluation to Reviewing Officer and click on Continue.

Click on Confirm to confirm your action.

University of n o % Employment and

WestFlorida 1. .~ Position Management

JOB POSTINGS
VIEW OPEN
VIEW PENDING
VIEW HISTORICAL
CREATE REQUISITION
oM TEMPLATE Confirm Change Evaluation Status
FROM PREVIOUS
JOB QUESTIONNAIRES
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS

« Welcome Kimberly Keebler. You are logged in &z Karen Larson,

" .
‘Your Current Group: Supervisor. Wednesday, Aprl 16, 2008

You are about to change this action to the following status:

SEARCH JOB
QUESTIONNAIRES
EVALUATIONS

Evaluation Status

BEGIN NEW PERFORMANCE Send Evaluation to Reviewing Officer
EVALUATION

PENDING EVALUATIONS co sack | [ conFirm | <

HISTORICAL EVALUATIONS
ADMIN
HOME

e You will be returned to the View Pending Evaluations screen with a message
informing you that you have successfully completed the action you requested.

e You can verify the status of the performance evaluation and the date of the last
action on this screen.

View Pending Evaluations

)/ The status of Evaluation has successfully been changed to Evaluation Sent to Reviewing Officer.

Active Evaluations I I
1 Record V V
- Evaluation Last
= — Position | — Employee |~ Employee . [ B =
i Title (V| Number V| First Name (V| Last Name M Working ki Action | kil status
Title Date
Human .
Resources et
Specialist 110350 Kimberly Keebler 04-14-2008 -
i 11 view eviewing
View == Officer
Summary
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"S5  Special Notes:

¢ Once the performance evaluation has been moved to another user type, you will
only be able to view the evaluation. You can edit the evaluation only when it is at
your user type.

o After the evaluation has been accepted by Human Resources, you will receive an
email notification that it has been moved to the status of Completed.

Viewing Historical Evaluations

Once evaluations are accepted by Human Resources, they become historical. These
can be viewed by clicking on Historical Evaluations under the Evaluations menu.

r— g a5 Employment and

iWestFlorida 1. . Position Management

JOB POSTINGS

VIEW OPEN

VIEW PENDING

VIEW HISTORICAL
CREATE REQUISITION

» Welcome Kimberly Keebler. You are logged in with Department/Division View.
“Your Current Group: Eval Admin User,

Monday, April 21, 2008

FROM TEMPLATE Welcome to Position, Performance and Employment
FROM PREVIOUS
S RS Management System
BEGIN NEW ACTION
H IStO r|Ca| i::::‘l::GA:?T:;?E Faculty Hiring Guide Employee User Guide mm?@;g:;ﬁl
. View [ Download View /[ Download =
— SEARCH JOB View / Download
Evaluations a
Your electronic EVALUATIONS
X . BEGIN HEW PERFORMANCE
file cabinet of EVALUATION
PENDING EVALUATIONS Quick Tips for UWF Users:
com pleted HISTORICAL EVALUATIONS
SEARCH EVALUATIONS . 3 _
performance ADMIN + You may have multiple user types: Go to Admin > Change. User Typg and select the
. e appropriate user type > then click change group, the screen will automatically refresh.
evaluations for AR CEERNY DT « Employees: Make sure that you are logged in as Employee User Type to complete your
CHANGE USER TYPE performance evaluation.
yOUr area(S) Of LOGOUT + Supervisors: To view and complete employee performance evaluations = Make sure you are

logged in as Supervisor User Type.
All Users: Anytime you start an action in the system and save it, in order to retrieve it you must
go to pending either Job Questionnaires or Performance Evaluations.

responsibility.
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