Putting the Pieces Together

The Specialized Service Provider (SSP) growth and performance system ensures
that all SSPs receive meaningful feedback every year based on their

performance.

This guide outlines how to:

e Loginto Infor HR (page 2)

e  Approve Other Raters and Review Employee’s Self-Appraisal (page 3)

e Complete the End-of-Year Appraisal (page 5)

Which Outcome to Expect

When you review the employee’s Self-Appraisal, you can use the information to
host an End-of-Year Conversation and provide an End-of-Year Appraisal.

Where to Find Additional Resources
You can find the SSP End-of-Year Appraisal Process and Guides on the

Commons. http://thecommons.dpsk12.org/Page/2520

Who To Contact

Contact SSP_GPS@dpsk12.org if you have any questions about the appraisal

process.
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ACTION:

Log in to Infor HR

DPSK12.0RG HELP ¥ PORTALS AND TOOLS ¢ USER OPTIONS

Employee Action Center

& ECOMMONS S 2

Office Professional
Partal

¥ Human Resources artment Directol
o gf Principal Portal

Teacher Portal

User Override
® 7 4 Employee Action Center

1) Access

2) Click the drop down for Portals and
Tools to access Employee Action Center

2) Using your district credentials, enter
your User Name and Password (a), then

click the blue arrow (b) to log in.

" [ User Name " | Password
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ACTION:

1) Click on your name in the upper right hand corner (a)

Approve Other Raters and select My Inbasket (b) from the menu.

_—_—_—_—_"

Please Note

e You will only be able to complete this
step if your employee has requested

other raters in Infor HR. You will receive
an email notification letting you know when an

employee has requested other raters.

i 2) From your Inbasket, double click on the Work Item labeled
B &g ¢ Actions . | Options .
Task Request Other Rater Appraisal. o

b

Ziggy Ztardust

Records Per Page: 20
(Ca B - i | Actions 4 Options 4
Wark Unit Work Description it Date Due Date Filter Value Originates Authenticaled Onginator .
509676 t Other Rater Apprasal 1; 100016106-DI 2/26/2018 10.40.41 squinta squinta

| HR. Please disregard this information. |

Please Note |

team member who launched your appraisal in Infor I

 The Originator seen on the work item is the HR
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Request Other Rater Feedback

Employment 1D 1000 LINDA

Appraisal  S5P 201 7-18 Growth and Perfar....

. N 3) On the Request Other Rater form, review the names of the other

Appesiesl Perind | BRIBOIT - 6202018 raters your employee requested. If you want to add or change the

other raters, click the Search Icon (a) to search for an employee.

Due Dale: 182018
Be sure to check the box (b) to indicate the relationship of the

Comment

other rater to your employee. Once you are satisfied with the list,
click Approve (c)

Other Raters Selected To Provide Feedback

Oither or Indirect Supenasor

' g [ other ar Indirect '.«!_rr:-ruT_sD
=|

O Gther or Indirect Supervisor

CHher Rater: | 100

CHher Rater |

Crther Rater: |

Mher Rater | E, [:I Citheer or Indirect Supervisor
Other Rater: | B O oiher ar Indirect Supervisor
Mher Hater | = D Crther ar Indirect Supervisor
Cher Rater | £ | O other or Indirect Supervisor
(Mher Rater: | 51 L] ©ther ar Indirect Supervisor
Other Rater | Al O other ar Indirect Supervisor
Ciher Rater | B E] Cither ar Indirect Supenasar

we As Draft | Approve '- F
e

B @ ¢ | Actons. | Optionss -
= 4) Complete any other remaining Other Rater requests. When you .
o 1
e are done, click the back button on your browser to return to the
home page.
Recards Per Fage: 20 T
Work llems
Filter Value Originator Authenticated Originator o
squinta squinta
m — —_— —_— —_— —_— _— —_— _— —_— _— —_— —_— —_— —_— —_—

Which Outcome to Expect

e Once the request is approved, the Other Raters will
| receive an email letting them know that they have been
asked to be an Other Rater for your employee.

e
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ACTION:

Locate and begin the Appraisal

Ziggy Ztardust

&=

Help Center
R Connect

Connel HumarREsUCesGapaK2 g
Email HR Gonnoct

Telephone: 7206733900

Hows: 8:00am - 5/00pm MST

Ziggy Ztardust

@ Manager
@ Employee

FTEr

Help Conter
Contact T Helpoesk

com
Email the helpdesk
Telaphone 1-851-555-1234
Tol free 1-800-555-4321
Hours: 7:00am - &00pm CST

1) Click Manager in the left hand menu to open Manager Space.

Welcome to Infor HR!

This system empowers our employees to update

personal information, post job openings,
look up team profiles, set goals and much more!

My Reviews My Goals Work Schedule
Complete this years appraisal o view post appraisals Updiate my individual goals and aign them with our comgany goals. : Vi ey wotk seheduie informaton

My Development Opportunities Benefits Enroliment
Moritor the progress on my development plan Soe a kst of open jobs. ; Foovirw curnent benefits

2) Verify that you are in Manager Space (a) by checking the top left corner of the
screen. Click Review Performance (b) at the top of the screen and select

Appraisals by Resource (c) from the drop down menu.

Pending Goats
Name Due Date » Destriphan e, Name. ‘Due Date o,
A
5
~
Recands Per Fage: 20 NN Records Per Fage: 20 Ho Records Found
My Staff Job Requisition Count Appraisals By Status
Search Q Chatts || Search

3) Make sure you are in the My Appraisals tab (a). Highlight the employee’s name (b). If the
employee completed a self-appraisal, you can review it by clicking Consolidated Appraisal (c).
Once you are ready to start the employee’s appraisal click Start Appraisal (d).

S5P 2017-18 Geowth and Performance Apprasss 5182013
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4) or the 2020-21 School Year, Student Growth will not be included in

your appraisal

e M D M B A N A R BB R R A
i LINDA - Performance Appraisal. SSP 2017-18 {
Sawe | Save AndCiose | Consolidated Appratsal
[5] Evaiuate Criteria v
1 Expectation 1
| okt s o g o i o e g
Student Outcomas 2018 ) et Meating
Crrarall Summary ® Ap
Oen
O Dis hed
"Comments
HZ H3 nomal p B! |Fliu EE = = =
: Do not copy and pasie kom Google

2 Expectation 2
Eslablishes a hle, inclusive, and respectiul larning ermvifonment

— — — — — _— - — — — — — — — — — — — — — — q

Please Note
o Add your comments directly in the comments box. Do not copy and paste

|
from another source. If you need to share additional documents with your I
employee, you can use the Attachments functionality in the main screen and

upload documentation. Titles of attachments cannot exceed 50 characte rs

|
(including spaces). |

........................................................................................................................... 5) Enter overa" Section Comments (a). Click Next (b) tO

LINDA Perdommance Apprasal SSP 2017-18 Growth and Performance Apprasal
| St S | o e _ continue to the Student Outcomes section.
Evaﬂume Criteria o H2' H3 noemal 4
RN

Student Oulcomes 2018

Cveral Summary

» Expaciaton b
Demonstrates colaboration, sdvocacy and ladarship

H2' H3 noemal p B 7 U EEE
Do rot copy and paste troem Google.

il
il

——————
H2, H3| noemal B I U EE= =

| 4
o Do ROt copy And paste from Googie

il
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Please N

o SSPs are rey

SLO Application sho
see an SLO rating, please ensurey
evaluator in the SLO Application first.

6) Review SL

(L0 Froow it Jous it £t 5

. Student Growth
Pt Excluded in 2020-21

Q;. —

e P s . B Iy EE3 E.
e ronssey and pase o Goagh

i

7) Provide overall comments in the Performance Summary section (a). Click Finish (b).

« Expuctasions & Evidence

' Student Ouicomes 2018

Infor HR Specialized Service Provider Appraisal Evaluator Guide

LINDA formance Appraisal SSP 201718 Growih and Performance Appraisal
Sav 4 Consclidsted Appratsal
[=] evaiuate cinesia vl

| Periormance summary: Describe overall strengths & aneas of growsh during th performance:

ot copy and paste fom Googhe|
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8) Click Consolidated Appraisal (a) if you would like to review the appraisal and print or

download to your computer. Click OK (b) to see the appraisal.

o [T e

, Appraisals

‘Supervisor

- = n ffm EEm o o - . o o E— = =
Generate And View Appraisal PDF Form % | Please Note

- Press OK To See The Appraisal Document it I

e The consolidated appraisal will
appear in the same window so use

the back button when you are ready

P I 10 return to the main page.
o {_OK ) Cancel . At the bottom of the document you can see the
]

| average rating for expectations/evidence and

| student growth. This can help you inform your

| Overall Performance Rating.

9) Click Finalize Appraisal when you are ready to provide a date from your end-of-
year conversation and an overall rating to the employee.

e F
e ]
Continue Appraisal Cmﬂnmwnm 4 :

Name . Appesisal Due Date 4 St Next Step Supervisor Appraisal Owner Estimated % Complete o
.., ", = =] = " L Y
LINDwA SSP 2017-18 Growh and Performanca Apprats: 511872018 In Frogress MW:GNMMMIM Finalze Ztardust, Jggy Ztardust, Dggy .

10) Enter the date that you met with the employee for the end-of-year conversation

and click OK.

Finalize Appraisal x

By finalizing this appraisal, the appraisal will be viewable to the resource. Click OK to confirm.

Meeting Date: ['m I‘fl]
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11) Click Update Overall Rating to provide the employee with an Overall Performance Rating.

) Wpdate Mosting Date || Subenit To Employee | Consolidated Apprassal

Appraisal Due Date & Status Naot Step Supervisce Apprassal Owntr Estmated % Complete ©,
L ", = =] = L "
LINDA © SSP 2017-18 Growth and Parformance Apprai 5182018 Finakzed Update Overall Rasing (4 appscable) and Submit Ztardust, Ziogy Ziardust, Ziogy
Zanders, Zarah Core Competencies Evaluation 2017-18 2102018 Dran Start Appraisal Zvardust, Ziggy Zuaedust, Ziggy o |
Zinobéa, Zena LIFT Agpraisal 2018 1072018 Draft Start Appraisal Zrardust, Ziggy Ttardust, Ziggy EE

12) Use the dropdown menu to select an Overall Performance Rating. Please rate your
employee’s performance on a scale of Not Meeting to Distinguished.

Select Manager Rating

|| Effective =
' =ubmit To Employee Immediately

Cwerall Performance Rating:

&

o3

_—_—_—_—_—_—_—_—_—_"

Please Note

r—

| |
e The appraisal has been submitted to the employee for acknowledgement. They I
|

I will need to acknowledge the appraisal to finalize the process.

N aee

e -

" .

i Appraisals

§ | Conscadated Appraisal

:- Mame Appraisal Dus Date & Status. Neat Step. Suponasor Appraisal Cwner Estimated % Complete. -

H i, = =] = Lyl Ll A

LINDA 10 55 2017-13 Grow and Performance Appral 5182018 For Acinowiedgment Emmm@ Zrardust Ziggy Diardust, Ziggy

Zanders, Zarah Core Competencies Evaluation 2017-18 2102018 Draft ‘Start Apprasal Ztardust, Zogy Zuardust, Ziggy oss ]
Zinobia_ Zelma UIFT Aporaisal 20118 BHO2018 Draft Start Aparaisal Ztardust. Zioav Dtardust Zioow P
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