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Performance Appraisal Instructions

PLEASE NOTE:  All performance appraisals for FY 2010-2011 must be filled out electronically.
Filling Out the Performance Appraisal
· Open the appropriate Performance Appraisal template.

· Click the space after Employee Name and type the name of the employee.
· Select the space after Employee Title and type the title.
· Continue entering the Header items in the same fashion.

· Scroll down the file to the first evaluation section (Job Knowledge/Professional Competence).

· In the table for this section are listed the various competencies each employee should be evaluated against.
· The 5 columns to the right of each competency show the various evaluation levels this employee can be assigned for a given competency.

· Type a lower-case ‘x’ under the level that appropriately reflects the employee’s accomplishment of that competency.
· PLEASE ENTER ONLY 1 x FOR EACH COMPETENCY.  You can include any needed explanation in the comment area provided.

· The system will count and tally the value of the x’s assigned in each section with a total at the end.

· Click in the comment field/box and type explanatory comments for each section.  All rankings other than “Meets Expectations” need an explanatory note. 
· Some sections have a Hyperlink under the title to view the Behavioral Indicators for this section.  A Link in that sheet will bring you back to this section.

· A Valuation Summary of the counts & totals is at the bottom of Section I.

· A Summary Chart for each section is available on the second sheet of this file.

· Click File – Save As
· We suggest including the employee’s name in the name of the file.

· We also suggest saving the completed file on your network drive (F) for security purposes.  This ensures that only you can access the file.

Tips/Tricks

· When typing comments:

· Spell Check is available in the Standard Toolbar.
· Alt + Enter - puts your cursor on a new line within the comment box.  Handy if you don’t want to type everything in one long continuous paragraph.

· F2 - puts you back into edit mode if you accidently click out of the cell (click in the comment cell then press F2).

· If your comments go beyond the displayed space of the comment box:

· Place your cursor on the line between the row number of the comment box and the next row down so it is a double pointing arrow.

· Click and drag the bottom border of the comment cell until all the comments are displayed.

· If you have typed your comments elsewhere and would like to paste them into the comment boxes of the Appraisal form, Double-click in the appropriate empty comment box then hit Paste.

