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Performance Management

Introduction

The University of Colorado Boulder is excited to offer a new online performance management solution
(Cornerstone) to better support our collective efforts toward improving talent management on campus.
The specific goals of this tool are to:

Alleviate the administrative burden of our existing and varied performance management processes
Better align work occurring across campus in support of specific unit goals and the Chancellor’s
Strategic Imperatives

e Introduce campus competencies more broadly to demonstrate the importance that work be
accomplished in a manner that is consistent with University values and the Colorado Creed

e Facilitate more frequent and meaningful conversations between Employees and Supervisors as they
relate to goal alignment, performance, and Employee development

e Better calibrate how different performance ratings are utilized across campus to ensure they are
assigned fairly and equitably

As Supervisors and Employees, you hold the key to realizing the promise of this new approach to
performance management and to the effective use of this new and powerful tool.

Purpose of This User Guide
This user guide is intended to be a comprehensive resources to aid Cornerstone users through the three

steps in Performance Management; Planning, Coaching, Evaluation; and answer any additional questions
you may have.

Resources

In addition to this user guide, many tools and resources are available to assist you and your teams
through the implementation of Cornerstone. You can find all of those tools as well as contact
information for Employee Relations staff here: www.colorado.edu/hr/cornerstone

Important Definitions

Alignment: The critical ability for every individual within the University, no matter their role, to understand
how their work supports and connects (aligns) to the short and long-term objectives of the University.

Competencies: The skills and behaviors Employees develop and demonstrate to execute their goals and
job duties. While goals and job duties articulate “what” is to be done, competencies provide guidelines for
“how” that work gets done.

Goals: Observable and measurable future results to be achieved within a reasonably specific timeframe.
CU Boulder Employees should plan and execute 1-3 team or individual goals during a given performance
period.

Job Duties: The general tasks and day-to-day operational responsibilities of a given role, the work
generally outlined in a position description. While goals tend to be specific projects to be delivered during
specific time frames, job duties remain fairly constant for a given position over time.

Performance Management: The year-long process through which Supervisors and Employees work


http://www.colorado.edu/hr/cornerstone
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together to establish expectations and provide ongoing feedback regarding those expectations. The
process consists of three steps: 1) Performance planning 2) Mid-year review-coaching and 3) End-of year
evaluation.

Performance Plan: The entire list of goals, job duties and competencies for every Employee that can be created
and modified at any time (24 hours a day, 7 days a week) by both Employee and Supervisor. The only times in
which the Performance Plan is not able to be modified are: 1) during Cornerstone software maintenance periods
2) after the Year End Evaluation has been conducted and finalized by both Employee and Supervisor which
occurs at the end of the performance cycle.

Tasks: Supervisors will receive one Task for each of their Employees, at three separate times during the
performance cycle; 1) Performance Planning Checklist Task (sent to Supervisors at the beginning of the
performance cycle), 2) Mid Year Coaching Session Task (sent to Supervisors at the midyear point of the
performance cycle), and 3) Year End Evaluation Task (sent to Supervisors thirty days prior to the deadline
for the year end evaluation). Found on the Home Page, a Task is a checklist of items that ensure all
required and recommended actions have been taken. Tasks requires action which is first confirmed and
e-signed by the Supervisor and then moves to the Employee for confirmation and e-signature. Tasks that
have not been completed will display until the last day of the performance cycle.

Getting Started with Performance Planning

Establishing Employee Performance Plans is a key supervisory responsibility. Effectively setting individual
Employee goals and job duties and closely tying them to the University’s overall Strategic Imperatives not only
enhances performance in an effective and efficient way, but also builds a collaborative relationship between an
Employee and their Supervisor that is focused on using feedback as a professional tool.

At the beginning of each performance management cycle (University Staff performance management cycle is
February 1 - January 31 and Classified Staff performance management cycle April 1 - March 31), Supervisors are
tasked with developing Performance Plans for their Employees. While plans should be created within
Cornerstone, using such tools as the SMART goal wizard and alignment capability, they must be discussed with
the Employee through an in-person dialogue. If you have not established a plan for your Employees in
Cornerstone, please do so before completing the Performance Planning Checklist task outlined in this user guide.

The Performance Plans created within Cornerstone serve as a fluid representation of the Employees
responsibilities during the performance cycle. They can and should be edited throughout the performance cycle
based on the changing needs of the Employee and department. These plans, along with all updates and
comments throughout the cycle year, will be pulled into the final performance evaluation task in Cornerstone at
the end of the plan year.

Login to Cornerstone

The Cornerstone for Performance Management portal is available via the MyCUinfo portal:

1. Log into MyCUinfo with your IdentiKey

2. Select CU Resources in the NavBar

3. Select Business Tools

4. Select the “Cornerstone for Performance” tile
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https://mycuinfo.colorado.edu/
https://mycuinfo.colorado.edu/

& My Drive - Google Drive
€ c

321 Apps @@ Doctor Apt directions

DocusSign

DocuSnQ;zn;

& SPB| A Rules|SPB @ APS5049-Leavesn 8] DocuSign

Search

% | [ Superisor Guide - January 166« X @ MyCUinfo | University of Colorar %+

@ https://portal.prod.cu.edu/psc/epprod/EMPLOYEE/ENTP/c/NUI_FRAMEWORK PT L ANDINGPAGE GBL

MyQL - Sign into Yc

v Business Tools

Concur Travel & Expense System

[ Employee Relations

fh How the Exams are

Faculty Reporting & DEPA

O

& Leave

Sharing | Univ

CU careers — Recruiting

CAREERS

CU Boulder Jobs

&)

CU Careers: Non-Boulder Jobs

&)

‘CU Boulder Jobs: Avature

&)

Position Management Portal

&)

Staff Hiring Manager Portal

&

Research/Faculty Search Portal

Voluntary Fiscal Assessment

©OnBase DM

Cornerstone for Performance

Other bookmarks

g-ornerstone

OnBase

Note: If the MyCUinfo portal is down, you can also access Cornerstone through the following link:
https.//colorado.csod.com/samldefault.aspx

5. Login to Cornerstone using your CU Boulder IdentiKey and password

Log in to Cornerstone OnDemand

CU Login Name

Identikey Password
o

[l Check this box to waw your Dhgital 1D Card and reset release approvals
before legging ina the senice Leam Mojs

Trouble signing in? We can help.

To ensure you end your sasssan with Fedeated Ideatity Sensce you will pesd
1o quit your web browser when you arz finished. Laaving your browssr apen
may make you mare winerabés to another user gaining sccess through your

accourt

Mote: Dus to the nature of this authentication page leadng dynamically per
semce, DO NOT boakmark the URL in your browser's sddress bar Instead
backmark the senice URL (e.g. hifpa:fioicethresd. colorado. edy or
httpsiquatings. colorade sd)

Univessity of Colorado Boulder
Otfice of Information Technology
IT Sandce Cantar| 303-TISHELPHIET)

Home Page Review
1. Upon logging in, you will land on the Cornerstone Home Page.

2. Review all tiles for important details regarding performance management philosophy, the performance
evaluation process and timeline, and performance tasks that require your review and completion.
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3. Please note the link to the University’s Strategic Imperatives. This will direct you to the Chancellor’s
Strategic Plan and give robust definitions of the Colorado Creed, and the Chancellor’s Strategic
Imperatives.

4. Additionally, please return here at any time to provide feedback to the implementation team on your
experience using Cornerstone or to submit a “ServiceNow” ticket if you need help.

% University of Colorado Boulder

You are currently logged in as Ralphie Buffalo

Welcg'fne,' Ralphie!
f- he Univérs'l'ty 6f Cuipr'aEIQ VBouléér's n_gw‘

. o
? ment Solution.

Why Performance Management Matters

Effective performance management processes like the one in place at CU Boulder can help organizations and individuals achieve
excellence by:

« Aligning work and resources to clearly defined institutional aspirations and imperatives

« Eslablishing clear expectations between employees and supervisors around work, professional development, and career growth
opportunities

= Reinforcing organizational values

Performance Planning Profile & Snapshot

Effectively setting and reviewing individual employee expectations and closely tying them to the University's Strategic Imperatives not only
% enhances performance in an effective and efficient way, but also builds a collaborative relationship between an employee and their supervisor that
i is focused on using feedback as a professional tool.

39

Performance Evaluation Process

Approve Performance Plan
(Your employees have 1 Performance Plan pending approval)

What can | expect this year?

The entire performance management process will consist of.

1. An initial planning exercise

2. A formal coaching check-in between supervisors and employees to review plan progress
3. Recommended quarterly check-in coaching sessions

4_A final performance evaluation

Tasks (Action Required)

- Due Date
I February-March:

You and your supervisor will work together to define expectations aligned with the University's Strategic Imperatives. Y. Approve 2019-2020 Review for Little Buffalo 911712019

April-July:

You and your supervisor will occasionally check-in with each other to review plan progress, providing & collecting feedback through in person, two-

way dialogue Disclaimer

August: Please be advised that the content within the Comerstone tool is intended for providing performance

; ana fee: l wil 1 i a eporti
You and your supervisor will formally check-in for the mid-year coaching task, within Cornerstone, and review your progress towards your plan ;‘::;gg:%:cg;:fang:;;; "Cu;‘ iii?cgzg’i’cc‘dﬂiﬂfc‘am:oi rﬁzz:iﬁ;?;ﬂﬁ:zﬁ:’z;ﬂ];'?;’:;Fq v
jodates 3 . el : LR . Aliegation: lace mis: ict, Fi a repotism, ar tionship polic:
Updates and comments should be made within Comerstone during this formal check-in. violations, sexual misconduct, protected class discnimination or harassment, or retaliation shouid be reported
through established reporting channels: see The Office of ional Equity and C i

e and resolution options. For a list of confidential and non-confidential campus resources, please refer to: The
. e 3 " 3 e P e " N R Office of institutional Equity and Compliance resources
= You will be asked to review the progress that you made lowards your plan over the past year and will have the option lo comment. Your supervisor

will be asked to do the same, and a final performance evaluation and rating will be assigned

Ask Questions and Provide Cornerstone Feedback

The use of Comnerstone for performance management is new to CU Boulder, therefore, we request that you share your thoughts regarding your
experiences wilh this solution. We will use your feedback lo evolve our configuration of Comnerstone lo ensure it is meeling the ongoing needs of
our campus

To provide feedback or request assistance with the Cornerslone tool, please fill out the Cornerstone Help Form. '

Powered by Comerstone OnDemand, Inc. ©2000-2019
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Cornerstone Notifications

Performance Plan Notifications

A. Supervisor Initiated Actions
1. Supervisor modifies a goal/job duty/competency within the Performance Plan and clicks Submit
i.  Cornerstone will send an email notification fo the Employee if any of the below items are
modified in the Performance Plan:
Title
Description
Start Date
Due Date
Weight
Type
University Imperative
Tasks and Targets details
Alignment
Email Notification Subject: Cornerstone: A Change Has Been Made to “Goal Name”

Q"’ Department of Human Resources

University of Colorado Boulder

Hi Chip.

On 8/7/2019 a change was made to one of your goals in C *Core C 1: Integrity/R: ibil thics
This change was made by Ralphie Buffalo
Please log into Cornerstone and review your Performance Planning section to ensure that you are aware of expectations for this plan year. If you have questions, please contact your supervisor

Please do not reply to this email.

Department of Human Resources | University of Colorado Boulder
303-492-6475 | hrmail@colorado.edu | www.colorado. edu/hr
3100 Marine Street, Boulder, CO 80309

2. Supervisor adds a new goal to Employee’s Performance Plan
i.  Cornerstone will send an email notification fo the Employee if a new goal/job
duty/competency has been added to the Performance Plan
Email Notification Subject: Cornerstone: New Item Added to Your Performance Plan

Ql' Department of Human Resources

University of Colorado Boulder

Hi Chip Buffalo,

An item has been added to your performance plan: New Goal

Please log into Cornersione o review your Performance Planning section. If you have questions, please contact your supervisor.

Please do not reply to this email.

Department of Human Resources | University of Colorado Boulder
303-492-6475 | hrmail@colorado.edu | www.colorado.eduwhr
3100 Marine Street, Boulder, CO 80309




3. Supervisor approves a goal/job duty/competency within the Performance Plan

i.  Cornerstone will send an email notification fo the Employee if a goal/job duty/competency
has been approved Performance Plan

Email Notification Subject: Performance Plan Changes/Additions Approved

Q" Department of Human Resources

of Colorado Boulder

Hi Chip Buffalo,

Ralphie Buffalo has approved edits fo your performance plan. Please log into Comerstone to view these additions.

Please do not reply to this email.

Department of Human Resources | University of Colorado Boulder
303-492-6475 | hrmail@colorado edu | www.colorado.eduhr
3100 Marine Street, Boulder, CO 80309

4. Supervisor denies a goal/job duty/competency within the Performance Plan

i.  Cornerstone will send an email notification fo the Employee if a goal/job duty/competency
has been denied

Email Notification Subject: Performance Plan Item Denied by Your Supervisor

Ql" Department of Human Resources

of Colorado Boulder

Hi Chip Buffale,
An item on your performance plan has been denied by your supervisor: Field Study Reports
Please log into Cormerstone to review your performance plan. If you have questions, please contact with your supervisor.

Please do not reply to this email.

Department of Human Resources | University of Colorado Boulder
303-492-6475 | homail@colorado.edu | www.colorado edu/hr
3100 Marine Street, Boulder, CO 80309

5. Supervisor cancels a goal within the Performance Plan

i.  Cornerstone will send an email notification fo the Employee if a goal/job duty/competency
has been cancelled

Email Notification Subject: Performance Plan Item Cancelled by Your Supervisor




Ql' Department of Human Resources

of Colorado Boulder

Dear Chip Buffalo,
An item on your performance plan has been canceled: New Goal for Planning Cycle
Please log into Cornerstone to review your performance plan. If you have questions, please contact your supervisor.

Please do not reply to this email.

Department of Human Resources | University of Colorado Boulder
303-492-6475 | hrmail@colorado.edu | www.colorado.edu/hr
3100 Marine Street, Boulder, CO 80309

B. Employee Initiated Actions
1. Employee creates or edits a goal within their Performance Plan and clicks Submit
i.  Cornerstone Inbox item will appear for the Supervisor
Cornerstone Inbox Notification: Approve Performance Plan

% University of Coloraco Boulder

You are currently logge!

Welc;'ﬁae, Ralphie!

i

d in as Ralphie Buffalo

Why Performance Management Matters

Effective per
excellence by:

like the one in place at CU Boulder can help organizations and individuals achieve
N

« Aligning work and resources to clearly defined institutional aspirations and imperatives

« Establishing clear expectations between employees and supervisors around work, professional development, and career growth
opporlunities

« Reinforcing organizational values

Effectively selting and reviewing individual employee expectations and closely tying them to Ihe Universily's Strategic Imperatives not only Performance Planning

enhances performance in an effective and efficient way, bul also builds a collaborative relationship between an employee and their supervisor that
is facused on using feedback as a professional tool

=

Performance Evaluation Process

Approve Performance Plan

i ?
What can | expect this year? (Your emplayees have 1 Performance Flan pending approval)

The entire performance management process will consist of

1 An inhial nlanning axercise

ii. No notification email will be sent

2. Employee clicks Send Approval Request to generate an email notification to their Supervisor
for any goals/job duties/competencies that are still pending approval in their Supervisor’s inbox
i.  For an Employee to access any currently Pending Approval items in their Performance

Plan, click Performance Planning on the Home Page



Ql University of Colorado Boulder

You are currently logged in as Chip Buffalo

Welc;7ne, :Chip!

he Univérsity of qunr'aaq Boulder's fiew’

Effective performance management processes like the one in place at CU Boulder can help organizations and individuals achieve
excellence by: N

« Aligning work and resources to clearly defined institutional aspirations and imperatives H
« Establishing clear expectations between employees and supervisors around work, professional development, and career growth

opportunities N
= Reinforcing organizational values

Effectively setting and reviewing individual employee expectations and closely tying them to the University’s Strategic Imperatives not only RecfanmanosBlanning ot S rapahat

¥ enhances performance in an effective and efficient way, but also builds a collaborative relationship between an employee and their supervisor that
fl is focused on using feedback as a professional tool

Performance Evaluation Process

What can | expect this year? No ltems

he entire performance management process will consist of.
1. An initial planning exercise = -
2. A formal coaching check-in between supervisors and employees 1o review plan progress Tasks (Action Required)

Click Send Approval Request

Qr University of Colorado Boulder

You are currently logged in as Chip Buffalo

Performance Plan My Performance Plan

My Performance Plan Options ™

Goals, Job Duties, Competencies

My Performance Plan Team Performance Plan
Current Period ™ 4/1/2019 1/31/2020 m
Display Can Hide Completed

My Performance Plan | | Manager's Performan..
3 1

. Send Approval Request

My Performance Plan

*Core Competency 1: Integrity/Responsibility/Ethics X
Status: Co) i Due Date: 1/31/2020 Type: Univ mpetency Weight: 0% >

*Core Competency 2: Inclusive Excellence -
Status: -Select Option- Due Date: 1/31/2020 Type: Unive Staff Competency Weight: 0% >

ii.  Cornerstone will send only one email notification fo the Supervisor when an item has
been submitted by the Employee for approval
Email Notification Subject: Performance Plan Item Submitted for Approval




Q" Department of Human Resources

University of Colorado Boulder

Hi Ralphie Buffalo,

Chip Buffalo has submitted edits to their performance plan for your approval. Please loqg into Corerstone to approveideny these edits. You can view these items in your Inbox on the homepage of Comerstone:

Please do not reply to this email.

D of Human | Uni ity of Colorado Boulder
303-492-6475 | hrmail@colorado.edu | www.colorado.edu/hr
3100 Marine Street, Boulder, CO 80309

3. Employee cancels a goal/job duty/competency within the Performance Plan
i.  Cornerstone Inbox item will appear for the Supervisor
Cornerstone Inbox Notification: Approve Performance Plan

Qll University of Colorado Boulder

You are currently logged in as Ralphie Buffalo

- Py ;
Wel(:g?ne, Ralphie!
] -‘ne Univérsi'ty 6f CQ}ar‘aﬁq _Bnuldér's Rew’
rmance Maﬁagement Sollition.
F 3 2

Why Performance Management Matters

Effective per
excellence by:

like the one in place at CU Boulder can help organizations and individuals achieve

« Aligning work and resources fo clearly defined institutional aspirations and imperatives
« Establishing clear expectations between employees and supervisors around work, professional development, and career growth
opportunities
« Reinforcing organizational values
Effectively selting and reviewing individual employee expectations and closely tying them to the Universily's Strategic Imperalives not only Patromiance: Flanning
enhances performance in an effective and efficient way, but also buikds a collaborative relationship between an employee and their supervisor that
is focused on using feedback as a professional tool

o <
Inbox
Performance Evaluation Process

Approve Performance Plan

1 ?
Whatican/l expect thisiyear2 (Your employees have 1 Performance Plan pending approval)

The entire performance management process will consist of

1 Aninitial nlannina eyarrica

ii.  No notification email will be sent
iii.  Supervisor will have the option to select each goal where changes require approval
1. The items with the status of “Pending Cancellation Approval” are goals/job
duties/competencies an Employee has cancelled
2. The items with the status of “Pending Modification Approval” are goals/job
duties/competencies an Employee added or cancelled

10
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% University of Colorado Boulder

You are currently logged in as Ralphie Buffalo

Pending Performance Plan

You may individually, or as a group, view, approve, or deny the Performance Plan

[ check 1 Uncheck Al | [inciude Performance Plan for inactive users
Pending Performance Plan

Select User Title Status Options
I\ O Chip Buffzlo *Core Competency 4 Collaboration Pending Modific ation Appraval ApprovelDeny
(] Chip Buffalo Field Study Reperts / Pending Modification Approval Approve/Deny
[ Chip Buffalo New Goal for Planning Cycle Pending Approval Approve/Deny

[[«Back | [ ¥ Approve Request | [ % Deny Request

omerstone OnDemand, Inc. ©2000-2019
ved. Terms - Privacy - Cookies - Feedback

fornerstone

C. Actions That Will Not Generate Email or Cornerstone Inbox Notifications

1. Goal Comments
Any comments made within the comment section of a goal will NOT generate an email

notification or notification in the Cornerstone inbox
2. Visibility
i.  Any changes to the visibility of the goal/job duty/competency will NOT generate an email
notification or notification in the Cornerstone inbox

3. Attachments
i.  Any added attachments will NOT generate an email notification or notification in the

Cornerstone inbox

11



All fields marked “*" are required

Title * Alignment

*Core Competency 1: Integrity/Respo ty/Ethics Mot currently aligned

Description Align
BI US| L = E %
~
Gaining the confidence and frust of others fhrough honesty, authenticity, and acceplance of
responsibility
Key Behaviors:
s Accepts responsibility that comes with working in the interest of the public good.
s Follows through on commitments - shows consistency between words and actions -
does what they say they will do, and what they are expected to do - and makes sure
others do the same o
a
Start Date Due Date * Weight *
2/1/2019 :x:1) 1/31/2020 & 0
Type * University Imperative *
University Staff Competency ¥ University Values & Colora... ~
Tasks and Targets

Add Tasks or Targets

Attachments

Choose ‘
Upload up t chments. Maximum upload Tmb
Visibility

Allow other users to see and align

Comments P

Add Comment

Cance' m

4. Goal Status
i.  Any changes to the Goal Status will NOT generate any notifications

My Performance Plan

*Core Competency 1: Integrity/Responsibility/Ethics -

Status: Completed Due Date: 1/31/2020 Type: University

Status /

Completed ™

Description:
Gaining the confidence and trust of others through henesty, authenticity, and
acceptance of responsibility.

read more

Start Date: 2/1/2019

University Imperative: University Values & Colorado Creed

Attachments

005€e

Upload up ments. Mavimurn upload Tmb

Comments

Add Comment

Close

aff Competency Weight: 0% v

12



Performance Management Task Notifications

Cornerstone automatically generates a Performance Planning Task, Mid Year Coaching Task and a Year-End
Final Evaluation Task for both University and Classified staff. These tasks always initiate within the
Supervisor’s “Tasks (Action Required)” tile at the start of the task. Simply stated, the Task functions solely as
a means to obtain the electronic signature sign-off that actions were taken by both Supervisor and Employee.

A. System Initiated Actions
1. Task is launched in Cornerstone fo all Supervisors
i.  Cornerstone will populate Task in Supervisors “Tasks (Action Required)” box on the
Home Page
ii.  No notification email is sent to Supervisors

Why Performance Management Matters

Effective performance management processes like the one in place at CU Boulder can help organizations and individuals achieve
excellence by: N

« Aligning work and resources to clearly defined institutional aspirations and imperatives
» Establishing clear expectations between employees and supervisors around work, professional development, and career growth
opportunities H

= Reinforcing organizational values

Effectively setting and reviewing individual employee expectations and closely tying them to the University's Strategic Imperatives not only Earfoanance Rlaming

enhances performance in an effective and efficient way, but also builds a collaborative relationship between an employee and their supervisor that
is focused on using feedback as a professional fool

Performance Evaluation Process

Approve Performance Plan

I ?
What can | expect this year: (Your employees have 3 Performance Plan pending approval)

The entire performance management process will consist of

1. An initial planning exercise

2. A formal coaching check-in between supervisors and employees to review plan progress
3. Recommended quarterly check-in coaching sessions

4. A final performance evaluation

| Tasks (Action Required)

Due Date

February-March:

You and your supervisor will work together to define expectations aligned with the University's Strategic Imperatives 972019

April-July:
You and your supervisor will occasionally check-in with each other lo review plan progress, providing & collecting feedback through in person, two-
way dialogue

Disclaimer

Please be advised that the content withm the Comerstone fool 1s intended for providing performance

August: L
" ~ ianagement feedback and will not b ifored or considered a res e for policy violation ting
You and your supervisor will formally check-in for the mid-year coaching task, within Cornerstene, and review your progress towards your plan MGG feeeioes alld WRA0L oy (MOMRUN D Lo efe0 0 TCaUTEE RN ARy Vienon He00ns
Updales and comments should be made within Comerstone during this formal check-in P Kpiace mistonduct FMLA malkation, nepabsm, amovots refaonship pollcy
gL : ¥ o ¥ sl g N GIHON viola cf, protected class discrimination or harassment, or retaliation should be reported
through orting channels: see The Office of Institutional Equity and Compliance reporting
January: and resolution options. For a list of confideniial and non-confidentral campus resources, piease refer to. The B

Offie f Instituts | Equil d Ce i
You will be asked to review the progress that you made towards your plan over the past year and will have the option to comment. Your supervisor e of nsttions: Equily and Gomphance FE<ourees

will be asked to do the same, and a final performance evaluation and rating will be assigned.

iii.  Cornerstone will send an email notification to the Employee (once the Task has been
completed by Supervisor) that the Task awaits Employee completion
Note: For Classified Staff, the Reviewer will receive the email notification after the
Supervisor has completed the Task
Email Notification Subject: A Performance Review Step Has Been Assigned To You
(ACTION REQUIRED)

13



Q" Department of Human Resources

University of Colorado Boulder

Hi Chip Buffalo,
A Performance Review Step, Supervisor Review, is assigned for Little Buffalo.
Please log into Comerstone to review your current tasks.

Please do not reply to this email.

Department of Human Resources | University of Colorado Boulder
303-492-6475 | hrmail@colorado.edu | www.colorado.edu/hr
3100 Marine Street, Boulder, CO 80309

2. Task has been completed in its entirety by both the Supervisor and Employee
i.  Supervisor receives email notification
i. Employee receives email notification
Note: For Classified Staff, the reviewer will not receive an email notification after a
Task has been completed

Create Performance Plans

1. Click on the “Performance Planning” tile located in the upper-right corner of the Home Page

Performance Planning

AL I

2. To add goals, job duties, and competencies to either your performance plan, your direct, or indirect
employees’ plan, click the Create button on the top right of the screen

14



Ql' University of Colorado Boulder

You are currently logged in as Ralphie Buffalo

My Performance Plan \ -

Create Options ™

Goals, Job Duties, Competencies
My Performance Plan eam Performance Plan

Current Period ™ 4/1/2019 1/31/2020 E

My Performance Plan
|

3. If you would like to be walked through writing SMART goals, you can click Wizard on the top

right-hand corner of this page

Qr University of Colorado Boulder

You are currently logged in as Ralphie Buffalo

Create Performance Plan \

Add goals, job duties, and competencies to your perfarmance plan or create using the SMART Wizard

Wizard

Supervisors: W\
multiple notifications

king on an employee's plan, each time an edit is submitted, the employee will be notified via email. You can avoid sending your employee
y using the Save as Draft button while making changes on a plan.

Employees: When m
My Performance Plan

hanges to your plan, you can notify your supervisor via email of pending changes by clicking the Send Approval Request button on the

ecommended that any proposed changes made be discussed between employee and supervisor

Alignment

Description Align
BIUS I

Wi

4. Enter the title and description for your goal, job duty, or competency

Title *

Title

Description

BIUS I ;=::= 4 (| %F

5. If applicable, align your goals with higher-order departmental goals by clicking Align

15



Qr University of Colorado Boulder

You are currently logged in as Ralphie Buffalo

Create Performance Plan Wizard

Add goals, job duties, and competencies to your performance plan or create using the SMART Wizard

Supervisors: When working on an employee's plan, each time an edit is submitted, the employee will be notified via email. You can avoid sending your employee
multiple notifications by using the Save as Draft button while making changes on a plan.

Employees: When making ¢
My Performance Plan pag

anges to your plan, you can notify your supervisor via email of pending changes by clicking the Send Approval Request button on the

it is recommende:

that any proposed changes made be discussed between employee and supervisor

All fields marked “*" are required

Title * Alignment

Not curr

Description Align

BIUS L =i+« ¥ -

a. You may search for any individual on campus who has visible goals by clicking the window
search box and entering the individuals name

y-stg.csod.com/phnx

Alignment \

Select a goal to align with, or select none to create an independent goal

Title Type | Due Date

Staff Competency 1/31/2020

Ralphie Buffalo

*Core Competency 1: Integrity/Responsibility/Ethics Serv

- fialo
*Core Competency 2: Inclusive Excellence

es Director

Ralphie Buffalo

c Services Director

*Core Competency 3: Innovation

*Core Competency 4: Collaboration

niversity Staff Competency 13

_ . Ralphie Buffalo
*Core Competency 5: Communication p m

ic Services Director

Ralphie Buffalo

Academic Services Director

Project Goal For My Group

Overwrite the

ing fields when aligning: Title, De:




Select a user

buffalo h
=
Full Name | Title ' Manager

@ Chip Buffalo Academic Services Manager Ralphie Buffalo

[
i ' Little Buffalo Admin Assistant | Chip Buffalo
m Ralphie Buffalo Academic Services Director

/

Cancel

b. Select which goal(s) that you would like to align to by clicking the circle on the left side of the
table

Alignment

Select a goal to align with, or select none to create an independent goal. Chip Buffalo

- (h,ﬂﬂi
Chip to learn HCM Acade rvices Main ob Duty 32020
1 vices Ma

/ ¥

g: Title, Description, Weight | Close

c. To pullin the goal owner’s title, description and weight into your goal click “Overwrite Fields”
checkbox

Note: if you do not select “Overwrite Fields” you will have the option to create your own title,
description and goal weight

6. Enter Start Date and Due Date for your goal. The start and due dates must fall within the performance
cycle period. The performance cycle dates will automatically default in these fields.

. For goals that will be assigned to both University and Classified staff, please use the default cycle
dates of 4/1 - 1/31; as to not create goals that will not overlap multiple cycles.

Start Date Due Date * Weight *

4/1/2019 1/31/2020 | B 0
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7.

9.

For Type please select whether this is a “Goal” “Job Duty” or “Competency”

Type *

Select ¥

‘r v Select ‘

Competency

Goals

‘ Job Duties ‘

Select at least one University Imperative that best embodies your goal, job duty, or
competency. If none of the imperatives makes sense, select “Other”

University Imperative *

Select options w:
Select All
*Be the Top University for Innovation
*Positively Impact Humanity
*Shape Tomorrow's Leaders

Other

If applicable, add specific milestones for your goals under the Tasks and Targets section
Note: For classified staff, this is the same as measurement method

Description Align
BIUS| L == | ¥
4
Start Date Due Date * Weight *
4/1/2019 1/31/2020 0
Type ™ University Imperative *
Select ™ Select options -

Tasks and Targets

Add Tasks or Targets ‘

Attachments
Choose File
Upload up o 3 attachments. Maximum upload 1mb
Visibility
¥| Allow other users to see and align
Assignment *
Select which users or OU?s this goal should be assigned to.
* Yourself Your team

Cancel Save as Draft

18



Add Tasks or Targets

Description

Start Date * Due Date *

4/1/2019 1/31/2020

Include Target

Type Start Value Target

10. Attach any documents that support the goal, job duty, or competency

Attachments

Choose File

Upload up to 3 attachments. Maximurm upload Tmb

11. Select the Visibility box if you would like others to be able to align to this goal, either
internal or external to your department.

WARNING: Selecting this box allows anyone on campus to see and align to this goal
Visibility

Allow other users to see and align

12. Assign the goal to members of your team by selecting the “Your Team” option and checking
the box for the Employees you wish to assign the goal to.

Note: You may also assign the goal to each Employee’s direct and indirect reports by selecting
the box in the right-hand column

19



Assignment *

Select which users or OU?s this goal should be assigned to.

Direct and Indirect Reports

Options
Crea parat for each user.
Cancel Save as Draft m
Powered by Cornerstone OnDemand, Inc. ©2000-2019
rners"one All Rights Reserved. Terms - Privacy - Cookies - Feedback

13. Once you have finalized the goal, job duty, or competency click Submit. The goal, job duty or
competency will be assigned to all members of your team selected in the “Assignment” section.
You also have the option to save the goal as a draft without submitting.

Note: If you save the goal as a draft, even if a Supervisor has assigned an
Employee to the goal, the draft of this goal will appear under the “My Performance
Plan” tab, not the “Team Performance Plan” tab. It will only show under “Team
Performance Plan” tab once you click Submit.

% University of Colorado Boulder

You are currently logged in as Ralphie Buffalo

My Performance Plan Options ¥

Goals, Job Duties, Competencies

. My Performance Plan Team Performance Plan
Current Period ¥ 429 : 128200

Display Cancelled Hide Completed

Supervisor Goal Creation from Snapshot

Supervisors can also assign goals to their direct and indirect reports by using the Snapshot

1. Click “Profile and Snapshot’ tile

20



arsity of Colorado Boulder

You are currently logged in as Ralphie Buffalo

Welcb:ﬁe, Ralphie!
b‘#_-tl-.\e University of Colorado Bollder's new -

s
gmance Managgment Solution.
P

Effective performance management processes like the one in place at CU Boulder can help and i achieve

« Aligning work ar clearly df
+ Establishing clear expectations betwsen en
«Re nizational values

nstitutional aspirations and im
ployees and arcund vr

al devel and career growth opportunities

tively setting and jual employee
efficient way. but also builds 2 collaborative

<pectations and closely tying them o the University’s Strategic Imperatives not only enhances performance in an
elationship between an employee and their supenisor that is focused on using feedback as 2 professional Loal

Performance Planning

| Performance Evaluation Process

What can | expect this year?

The entire performance management process will consist of

Approve Perlo
Your employees h

ve 1 Performance Plan pending approj

1.An initial planning exercise
2 A formal coaching check-in between supen
3 Recommended quarterly che
4 A final pe

15 and employees to redew plan progress

\g sessions

Tasks (Action Required)

February-Ma
You and your supenisor

wiork together to define expectations aligned with the University’s Strategic Imperatives Due Date

< b test 2019 > . 21212018
AprilJuly: 12520192020 Final Performance Evaluation for Chip Butfalo

You and your supenisor will occasionally check-in

each other to review plan progress, providing & collecting feedback through i

2018 2020 University Staff Final Performance Evaluation for Chip Buffalo /812019

August:

2. Click “View Team”
3. Click on the name of the Employee that you wish to assign a new goal to

File Edit View History Bookmarks Iools Help

Universal Profile Bio - About - Rea

€= c @

View Team
return to Ralphie Buffalo s Ralphie Buffalo
~ Chip Buttalo o 7:00 PM MO, yout portal will be briefly unavailable due to a software update. o
Academic Services Manager
Actions ~ Snapshot
My Team
{2} > RalphieBuifalo D Bio
Bio View Team 13 | | ==
‘ Little Buffalo «— Description for this tab displays here. This is html friendly and can be configured in the Universal Profile General Preferences.

Ralphie Buffalo
Academic Services Director
University Staff

About Resume

Email

Summary

»
Interests

»
Team

L7 Ralphie Buffalo

Academic Services Director

4. Click “Snapshot” in the header

21



You are currently logged in as Ralphie Buffalo

"‘ Little Buffalo

Actions ~

@ >

Snapshot

Email

Summary

Interests

Team

5. Click “Goals”

Univi f Colorado Boulde:

You are currently logged in as Ralphie Buffalo

3:00 PM MD

Bio ¥

7:00 PM MDT, your pertal will be briet
Actions ~ Snapshot
{2y > LitteBuffalo > Snapshot
Snapshot
Description for this tab disp!

6. Click “Create”

Ql University of olorado Boulder

ments

Little Buffalo
'

his is htmi friendly and can be configured in the Us

g Chip Buffalo
%

You are currently logged in as Ralphie Buffalo

(E

le Buffalo

Bio ~

e T

Actions ¥ Snapshot
Q) Lty D Snapshot D Goals
Goals
Current Period ¥
Display Cancelled || Hide Complete
* Test Goal
Status Select Ogtion- Duc Date

s html friendly and can bellagfigured in the Ur

Type: Competency Weight: 0%

**Department Mandatory Goal 1 - Training Goal

Status: -5

Status:

Select O

Due Date: 1/31

Due Date

Type: Goal Weight: 15

**Department Mandatary Goal 2 - Deputy PM Goal

0 Type: Goal Weight: 15%

Core Competency: Accountability

Status: -5

Core Competency: Communication
Status: -5 3

ect Opion

Due Date: 1/31

Due Date: |

1/2020 Type: Cle

Type: Classfied Staff Competency Weight 15

ctency Weight: 14°

sal Profile General Pref

ersal Profile General Preferences

Reviews

sam €

Team 3
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7. Goal creation page will display
Note: You will not see the “Assignment” button since the new goal is only for the Employee selected
Note: “Save as Draft” it will NOT save for an indirect report, only direct reports (Employees). If you are not
ready to submit the goal for an indirect report, return to their Snapshot page at a later time.

8. In order to send the goal to a direct or indirect report, click “Submit”

Qll University of Colorado Boulder

You are currently logged in as Ralphie Buffalo

Create Performance Plan Wizard

BIUST,
Start Date Due Date * Weight
Type * University Imperative *
Sel
Tasks and Targets
Add Tasks or Targets
Attachments
Choose Flle
Visibility
7 Allow ath
saveas Draft | [T
Powered by Comerstone OnDemend, Inc. $2000-2019
rnerstone A SR e e

Approving Goals Created by Employee

Each of your Employees will have access to create or add goals/job duties/competencies to their performance
plan within Cornerstone. This process works in the same way as Supervisor goal creation with the exception that
goals require Supervisor approval. Supervisors can see goals that are awaiting approval in the Inbox.

1. To access goals for approval, click on the Approve Goals link in the “Inbox” tile on your Home Page.
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You are currently logged in as Ralphie Buffalo

WelcomggRalphie!
| :
To the Universi o olorade Boulder's few

Performance Mi ment Solution.

T V———— T

mance sses like the one in place at CU Boulder can help organizations and individuals achieve excellence by:

utional aspirations and im
205 and SUPENVISOrS around work professional development, and career growth opportunities

not oniy ennances performance in an effectve and eficient way, but
g feedback as a pro nal

Performance Flanning

Performance Evaluation Process

What can | expect this year?

The entire performance

gement process will consist of

Apprave Performance Plan

(Your emplayecs have 4 Performance Plan pending appraval)

nitial o o s et
3l ¢ n betwean sups

d employess lo review plan proaress
NG

nded quar heck-in coaching s
4A performance evaluation

Tasks (Action Required)
February-March:

You and your supenisor will work togsther to define expeciations aligned with the University's Strategic Imperatives Due Date

April-July: 120192020 Final Performance Evaluation for Chip Butfalo 93072019
¥ou and your supendsar will occasionally check-in with each other o reew plan progress. providing & collecting feedback through in person, two-way dialogue o

2013-2020 Final Performance Evaluation for Chin Buffalo 1012019
August: £ Approve 20192020 Review far Littie Butfalo 101172019

d your supeniso
stone during this

eciin for the mid-year coaching task. within Comerstone, and review your progress towards your plan. Updates and comments should be made within

1082019

. Your 2019 2020 Mid Year Coaching Session

PYour 20182020 Final Performance Evsluation 101272018

ry:
be asked to review the progress thal you made towards your plan over the past year and will have Ine option to comment. Your supenisor will be asked to do the same, and a final performance
evaiuation and raing will be assigned

Disclaimer

Ask Questions and Provide Cornerstone Feedback

a

‘quity and repurting and i
tor fa The Office of Institutional Equity and Complisnce resources

To provide feedback o requ

2. Goals that are pending approval from all of your Employees will display in the list for Pending
Performance Plan and can be accessed via the Approve/Deny link on the far right. This link
opens an editable version of the goal

You are currently logged in as Ralphie Buffalo

Pending Performance Plan

Vou may individually, o 38 & group, view, apprave, ar deny the Pesfarmance Fla

[(Check i Uncheck At | linciate ectormance i for macive

Pending Performance Plan

Select User Title Status Options
L crBurrsk “Core Competency 4: Cotaboration Bending Modificaton

[m] ing o
[ ChisButtsh Field Study Reports Pending Modiicalion Approv: ApproveDeny
’ [  ChioBuffok Hew Goal for Planning Cycle Pending Approval AppraveDeny
« Back | [ Approve Request | [ % Deny Request | /

fornerstone st

ApproveDeny

Chip tolearn HCH ApprovelD

Camerstone OnDemand, Inc. 19
erved. Terms - Privacy - Cookies - Feedback

3. Review the goal and make any necessary changes before selecting the individual goals
and clicking Approve Request at the bottom of the screen

= Back | v Approve Request | ¥ Deny Request |

4. You may deny goal changes by clicking Deny Request

Note: After a goal has been denied, it will appear in the Employee’s Performance Plan with
“Status: Denied” where it can either be edited by Employee and resubmitted or cancelled to be

24



removed from Performance Plan list.
5. If you are not yet ready to Approve or Deny the goal, click Back to exit out of that webpage

Completing the Goal Planning Task

Supervisor Steps

1. Inthe “Tasks (Action Required)” tile on your Home Page, click on Performance Planning
Checklist for each of your Employees
Note: Only 10 tasks will display. To access all tasks, locate and click on the Hamburger menu
on the top right corner of the Home Page and select Tasks

le un orado Boulder

You are currently logged in as Ralphie Buffalo
‘elcomggRalphie!
emént‘Squlion.

% :
Why Performance Management Matters

dindividuals

Effective performance management processes like the one in place al CU Boulder can
- —

ettt irations and imperatives
employees and supenssors around wark, proless

pment, 3

r orowth opportunities

Effectively setting and reviewing indiv mployee expectations and closely tying them to the Un
also builds a collaborative relationship between an employee and their supenisar thatis focused on

alegic Imper: nly enhances performance in an effective and efficient way, but
edb

ack as 2 professional tool Performance Planning

Performance Evaluation Process

What can | expect this year?

The entire performance management process will consist of:

Approve Performance Plan
Your employees have 3 Performancs Plan pending approval)

1. Aninitial planning exercise
i in between supenisors and employees to review plan progress
ck-in coaching sessions

Tasks (Action Required)

February March:
You and your supersor will wark together to define expectations aligned with the University's Strategic Imperatives.

April-July: £ Approve 7018-3020 Review for Litile Bullalo

You and your supenisor will occasionally check-in with each other to review plan progress, providing & collecling feedback through in person, two-way dialogue. 2048-2020 Performance Planning Checklist far Chip Bulfalo

Rugust
You and your supersor will farmally checkin for the mid-year coaching task, within Cormerstone, and review your progress lowards your plan. Updales and commenls should be made within
Comersione during this forma check-in.

January:
You will be asked to review e progres
ion and rating will be assi

5 thal you made lowards your plan over the past year and will have the option to comment. Your superisor will be asked fo do the same, and a final performance

o
twtional Equity and Compliance reperting and resolution options. For
5, pleasc refer fo. The Office of Institutional Equity and Gomplionce resources

Ask Questions and Provide Cornerstone Feedback

he use of Comerstone for performance management is new to CU Boulder, therefore, we request that you share your thoughts regarding your experiences with this solution. We will use your
feedback to evolve our configuration of Comerstone o ensure it is meefing the ongoing needs of our campus

To provide feedback of request assistance with the Comerstone tool, please fill out the Cornerstone Help Form

stone OnDemand, Inc,
Terms - Privacy - Cooki

fornerstone T

2. After opening the task for a given Employee, review the task steps on the left-hand side of the screen
and read the “Overview” to become familiar with the steps in the planning process and why they matter
3. Click Get Started
Note: If you have not built goals for your Employees in Cornerstone, please do so before
continuing to the next step in the Checklist task
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Qr University of Colorado Boulder

You are currently logged in as Ralphie Buffalo

2019-2020 University Staff Performance Options
Planning

6 Overview I

Chip Buffalo

Academic Services Manager

2/1/2019 - 1/31/2020 (o)
0%

Overview

Establishing individual e s and aligning them with the University's Strategic
Imperatives not only elationships between em . teams, and their
supe pmental tools.

At the beginning of each performance cycle, supervi: d employees are responsible for developing a Performance Plan. While
goals, job duties, and competencies should be created and documented within Cornerstone, they should also be discussed
through ongoing face-to-face dialegue.

The goals, jc
can and should

and comp ies created wit
edited throughout the plan cycle
job duties, and competendies, along with all updates and comments throughout the cycle year, w
performance evaluation task in Cornerstone,

nerstone serve as a fluid representat

ion of the perfc
e and de|
ve pulled into the

Performance Planning Task: This task contains a checklist of items to review once initial performance planning has been
completed for the plan year

Review Step Progression
@ Supervisor Review @
1/29/2020

Employee Acknowledgment ‘
Get Started

rstone OnDemand, Inc. ©20
Terms - Privacy - Cookies -

gornerstone

4. “Performance Plan Review” requires you to examine the Performance Plan as it is
currently written. In this step you are able to add, modify or cancel goals.

5. Once you have reviewed the Performance Plan and made any necessary changes, click
Save and Continue to move on to the next step.
Note: If you are not yet ready to proceed, you may click Back or Save and Exit to exit the
Review
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Ql» University of Golorado Boulder Q

You are currently logged in as Ralphie Buffalo

g Performance Plan Revi.. |

2019-2020 University Staff Performance Options
Planning

Chip Buffalo
Academic Services Manager

2/1/2018 - 1/31/2020 O%

Performance Plan Review Add Performance Plan

Goal #2

ng information in multi modes

Key Behaviors: More

Status: -Select Option
Start Date:

Due Date: 1/31/2020

more.

Cancel Goal

tal.
Back Save and Exit Save and Continue

erstone OnDemand, Inc. ©2000-2020

Terms - Privacy - Cookies - Feedback

gornerstone Rrin

6. Review the “Supervisor Goal Planning Checklist” and use the checkboxes to indicate
completion of the planning task

7. If you have completed all items on the checklist, click Save and Continue to move on to the next step
Note: If you have not completed goal planning or met with your Employee to discuss their Performance
Plan, you may click Back or Save and Exit to exit the checklist task
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Q’ University of Colorado Boulder

You are currently logged in as Ralphie Buffalo

2019-2020 University Staff Performance Options ¥
Planning

Chip Buffalo
Academic Services Manager

2/1/2019 - 1/31/2020 33%

Supervisor Goal Planni. |

Supervisor Goal Planning Checklist

ot reviewed and created a performance plan in Cornerstone and discussed it with Chip Buffalo, please do so before
s checklist.

| Please note that the performance plan can and should be edited and updated throughout the plan cycle.

Consider alignment of the Performance Plan with the supervisor/department objectives

Create goals, job duties, and competencies for the employee’s Performance Plan

Meet with your employee to discuss their Performance Plan

Back Save and Exit

stone OnDemand, Inc. ©2000-2020
erms - Privacy - Cookies - Feedback

fornerstone

8. “Supervisor Sign-Off” requires that you enter your first and last name and click Sign
9. If you are ready to submit the checklist and route it to your Employee for completion, click Submit
Note: You may also click Save and Exit if you are not ready to route the task to your Employee
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Q" University of Colorado Boulder Q

You are currently logged in as Ralphie Buffalo

2019-2020 University Staff Performance Options
Planning

Chip Buffalo

Academic Services Manager

2/1/2019 - 1/31/2020 67%

Supervisor Sign-Off I

Supervisor Sign-Off

Please provide an e-signature to confirm /
Supervisor

Back Save and Exit

Powered by Camerstone OnDemand, Inc, © 2020
fornerstone

10. “Submit Review” confirmation popup appears, click Submit

Submit Review

11. A confirmation page will display

Q" University of Colorado Boulder Q

You are currently logged in as Ralphie Buffalo

2019-2020 University Staff Performance Options
Planning

Chip Buffalo

Academic Services Manager

2/1/2019 - 1/31/2020 1 DO%

0000

You've completed this step in the Performance Planning Task.

he goals, job duties, and competendies created within Cornerstone serve as a flu

epresentation of the performance plan.

They can and should be edited throughout the plan ¢ he changing needs of the e epartment
These ¢ N i comments th ill be pulled into
task in Corne
You r

by Comerstone OnDemand, Inc. ©200(

s Reserved. Terms - Privacy - Cookies - Feedt

fornerstone -

12. Complete this process for all of your Employees
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13. The task will move to the Employee’s “Tasks (Action Required)” tile for their completion

Employee Steps

1. In the “Tasks (Action Required)” tile on your Home Page, click on Performance Planning
Checklist

R 2
To the University of Colorade Boulder's few
Performance. Mha&gemen[ Solution.

i - ——
| Why Performance Management Matters

Elfective performance management processes like the one in place al CU Boulder can help organizations and individuals achieve excelflenc

clearly defined institulional aspirations and imperalives
ons between employees and SUPSMSOrS around work, professional development, and career growth oppoftunities
nalvalues.

. -\Ilg ing work and resources
. Sning clear expect;
. Rsmn ng or

Effectively Sefing and reviewing indvidual employee expectations an
also builds a collaborative relalionship between an employee and the

selying them to the University's Strategic Imperatives not only enances performance in an effactive and efficient way, but
penasor that s focused on using feedback as a professional tag

Performance Evaluation Process

What can | expect this year?

fire peformance management process wall consist of

inibial planning exercise

oaching check-n between supenisors and employees to review pian progress
mended quarterly check-in coaching sessions
2 Afinal performance evalustion

Tasks (Action Required)

February March:
You and your SUpenisor will Work together ta defing eXpectations aligned with ne UNVersity's Stratagic Imperatives.

Due Date

£.2018-2020 Final Performance Evaluation for Little Bultalo

April-
You and your supemvisor will occasionally check-in with each olher la review pian progress, providing & collecting leedback through in person, two-way dialogus My 2082020 Rarformance FRAN Cye: iolet

2018-2030 Performance Planning Checklist for Little Buffalo 10232019
August:

You and your super
Comerstone d

isor will formally check-in for the mid-year coaching task within Comerstone, and review your progress towards your plan. Updates and comments should be made within
qthis formial check-in

Disclaimer
January:
You will be 35ked to review the Progress that you made towards your plan over the past year and will have the opton to comment Your supenisor
evaluation and rafing will be assigned.

be askedto 0o the same, and a final perfo

uct o
hennels: see HlqulMuul Imatitutions! Equrty Am}(,um,vhﬂnrurujlnrhm;Am}rﬂxu!l on options. F
rio The Office of institutional Equity and Complianee rosources

. y =

Ask Questions and Provide Cornerstone Feedback

CU Boulder. therefore.
ing the ongoing

e requestthat you share your thoughts regarding your experiences with tis sof
eds of our Campus.

The use of Comerstone for performance management is ne: Il use your
i

feedback lo evolve our configuration of Comerstone to e

To provide feedback or request assistance wit

he Cornerstone foal, plea

fill out thee Cornerstone Help Form

gornerstone s e e oy e oat . Fechack

2. After opening the task, review the task steps on the left-hand side of the screen and read the
“Overview” to become familiar with the steps in the planning process and why they matter
3. Click Get Started
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Q' University of Colorado Boulder

You are currently logged in as Chip Buffalo

2019-2020 University Staff Performance Options
Planning

6 Overview I

Chip Buffalo
Academic Services Manager

2/1/2019 - 1/31/2020 O%

Overview

Establishing individual employee goa duties, and competencie
Imperatives not only enhances pi 0 builds collabora
supervisors that are focused on using dialogue and feedback as developmental tools

ce, but

At the beginning of each performance cycle, supervi
goals, job duties, and competencies should be cre:
through ongoing face-to-face dialogue

g a Performance Plan. While
also be discussed

The goals, job duties, and competencies created within Cornerstone serve as a fluid representation o erformance plan
can and should dited throughout the plan cycle based on hanging needs
job duties, and petencies, along with all updates and comments throughout the cycle year, will be pulled i
performance evaluation task in Cornerstone,

Performance Pl
completed for the

Review Step Progression
Supervisor Review 0

Employee Acknowledgment @
1/30/2020 \

ng Task: This task contains a checklist of items to review once initial performance planning has been

an year

e OnDemai 2020
Terms - Privacy - Cookies - Feedback

g-ornerstone

4. Review the “University Staff Goal Planning Checklist” and use the checkboxes to indicate
completion of the planning tasks

5. If you have completed all items on the checklist, click Save and Continue to move on to the next
step
Note: If you need to return to the task at a later time, click Save and Exit
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Q" University of Colorado Boulder

You are currently logged in as Chip Buffalo

2019-2020 University Staff Performance Options
Planning

Chip Buffalo
Academic Services Manager

Performance Plan Revi.. I 2/1/2019 - 1/31/2020 OO/
(0]

Performance Plan Review Add Performance Plan

Goal #2 >

1 multi modes

Key Behaviors: More

Status: -Sele
Start Dat

Due Date: 1/3

more

Cancel Goal

Back Save and Exit

Comerstone OnDemand, Inc. €
d. Terms - Privacy - Cookies -

gornerstone
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Ql» University of Colorado Boulder Q

You are currently logged in as Chip Buffalo

2019-2020 University Staff Performance Options ¥
Planning

Chip Buffalo
Academic Services Manager

2/1/2019 - 1/31/2020 33%

University Staff Goal PI... |

University Staff Goal Planning Checklist

ompleted for the year. If you have not

The following checklist should be reviewed once initial perfarmance
L supervisor, please do so before completing

re 1d created a Performance Plan in Cornerstone and discussed
checklist.

Please note that the Performance Plan can and should be edited and updated throughout the plan cycle.

Meet with your supervisor to discuss your Performance Plan

Review the Performance Plan created by your supervisor

Edit your Performance Plan accordingly

Back Save and Exit

stone OnDemand, Inc. ©20(
1. Terms - Privacy - Cookies - Feedback

gornerstone e

6. To acknowledge that you have reviewed the Performance Plan with your Supervisor, provide your
e-signature by entering your first and last name in the Acknowledgement box and click Sign
Note: If you need to return to the task at a later time, click Save and Exit

7. Click Submit once signature has been applied
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Qr University of Colorado Boulder

You are currently logged in as Chip Buffalo

2019-2020 University Staff Performance Options
Planning

Chip Buffalo
Academic Services Manager

2/1/2019 - 1/31/2020 67%

Employee Acknowledg.. I

Employee Acknowledgment

Employees: Please provide an e-signature to confirm that you have reviewed with your supervisor.

Acknowledgment l
Crvp Buttalo m Y

Back Save and Exit

r:Ol'nerSfOI'le Powered by Comerstone OnDemand, Inc. ©2000-2020

All Rights Reserved. Terms - Privacy - Cookies - Feedback

8. A confirmation page will display. Task is complete!

2019-2020 University Staff Performance Options ¥
Planning

Chip Buffalo

Academic Services Manag

m

= 54 PN O
= i,

9 -1/31/2020 100%

You've completed this step in the Performance Planning Task.
The goals, job duties, and competencies created within Cornerstone serve as a fluid representation of the performance
plan. They can and should be edited throughout the plan cyce based on the changing needs of the employee and
department. These goals, job duties, and competencies, along with all updates and comments throughout the oycle

vear, will be pulled into the final performance evaluation task in Cornerstone,

You may access performance plans in the My Performance Plan tile from the homepage or through the navigation
menu
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Completing the Mid Year Coaching Session Task

Supervisor Steps

1. Inthe “Tasks (Action Required)” tile on your Home Page, click on University Staff Mid Year Coaching
Session for each of your Employees
Note: Only 10 tasks will display. To access all tasks, locate and click on the Hamburger menu
on the top right corner of the Home Page and select Tasks

Q' ur Boulder

You are currently logged in as Ralphie Buffalo

:Wélcomgigkal phie!

To the UniveTs Colorade Boulder's few

Performance' M ement Solution.

Lf

i
' Why Performance Management Matters

Effective performance management processes ke the one in place at CU Boulder can help organizations and individuals achieve excelience by:

« Aligning work and resourc

ional development, and career growth opporiunities

mperalives not only enhances performat an effective and efficient way, but
olassional toal

Performance Evaluation Process

What can | expect this year?

menl process will consist of

and employees to review plan progress
in coaching sessions

Tasks (Action Required)

Febiu. March:
You and your supenisor will work tagether to define expectations aligned with the University's Strategic imperatives.

0192020 University Stalt Mid Year Coaching Session for Chip Buffato
April-July: i s .
You and your supenvisor will occasionally check-in with each other to review pian progress, providing & collecting feedback through in person, two-way dialogue

2. After opening the task for a given Employee, review the task steps on the left-hand side of the screen and
read the “Overview” to become familiar with the steps in the coaching session and why they matter
3. Click Get Started

do Boulder

You are currently logged in as Ralphie Buffalo

2019-2020 University Staff Mid-Year Coaching Options ~
0 Overview | Chip Buffalo
ﬁ Academic Service ag
. \ 27172019 - 131 0%
A

Overview

Coaching Sessions

This

Review Step Progression
9 !up:(-n;isur Review ;:,J\

Fmployee Acknowledgment s

Get Started

fornerstone

4. “Performance Plan Review” displays all previously created goals, job duties and competencies
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5. Enter any necessary coaching related comments for each of the items
Note: If you need to return to the task at a later time, click Save and Exit
6. Click Save and Continue to proceed to the next step

Colorado Boulder

You are currently logged in as Ralphie Buffalo

2019-2020 University Staff Mid-Year Coaching Options *
Chip Buffalo
ﬁ Academic Services Manager
\:-f‘; Performa .up\«.wr.-...l e = aHRte 0%
{1
Performance Plan Review Add Performance Plan

*Core Competency 1: Integrity/Responsibil

Key Beh
A he public good. More

Status:

Cancel Goal

e equals 100%. Shared goals cannot be modified. On
1 the tota

Back Save and Exit Save and Continue

fornerstone iy s S

Poviered by nc. ©2000-201
All Rights Reserved. Terms - Privacy - Cookies - Feedback

7. Review the “Supervisor Coaching Session Questions” and use the checkboxes to indicate completion of
the coaching questions
Note: Only proceed from this point if you have already met with your Employee for a coaching session, or
if you are actively in a coaching session with the Employee during this task completion

8. Once you have completed and checked all items, click Save and Continue

Note: If at any time you need to return to this checklist at a later time, click Back or Save and Exit to exit
the checklist task

Ql University of Colorado Boulder

You are currently logged in as Ralphie Buffalo
2019-2020 University Staff Mid-Year Coaching Options =
Chip Buffala
- < 2/1/2019 - 1/31,2020 33%
v
(W) supervisor Coaching s |
Supervisor Coaching Session Questions

Navigate to the My Performance Plan page

Check the box to indicate the steps that ha

Review and update goaks, job duties, and competencies

Back  Saveand Dt [EECEEREEGTIRTTY

geornerstone

36



9. “Supervisor Sign-Off’ requires that you enter your first and last name and click Sign
10. If you are ready to submit the checklist and route it to your Employee for completion, click Submit
Note: If you are not ready to route the Task to your Employee, click Save and EXxit

Colorado Boulder

You are currently logged in as Ralphie Buffalo

2019-2020 University Staff Mid-Year Coaching aptions ¥

67%)

f}{) Supervisor Sign-Off |
Supervisor Sign-Off

Powered by Cornersts I
fornersfone Al Fights Resenvd, ems - Pracy - Conkies_Feeaback

11. “Submit Review” confirmation popup appears, click Submit

Submit Review

12. A confirmation page will display
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2019-2020 University Staff Mid-Year Coaching Options ¥

Chip Buffalo
Academic Services Manager

2/1/2019 - 1/31/2020 1 00‘7
(8]

0000

You've completed the coaching session task,

13. Complete this process for all of your Employees
14. The task will move to the Employee’s “Tasks (Action Required)” tile for their completion

Employee Steps

1. Inthe “Tasks (Action Required)” tile on your Home Page, click on Your Mid Year Coaching Session

% ur Boulder

You are currently logged in as Chip Buffalo

Performance M ement Solution.

) 3 O ! v 3

i/ g
! Why Performance Management Matters

Effective performance management processes like the one in place at CU Boulder can help organizations and individuals achieve excellence by:

rly defined institutional aspirations and imperatves
ployees and super

Performance Evaluation Process

What can | expect this year?

The entire performance management process will consis

Tasks (Action Required)

February-March:
You and your supervisor will work logether lo define expactalions aligned with the University's Strategic Imperatives

Due Date

Your 2048-2020 Mid-Year Coaching Session /132019

April-July:
You and your supenisor will occasionally check-in with each other to review plan progress, prowding & collecting feedback through in person, two-way dialogue

2. After opening the task, review the task steps on the left-hand side of the screen and read the “Overview” to
become familiar with the steps in the coaching session and why they matter
3. Click Get Started
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You are currently logged in as Chip Buffalo

2019-2020 University Staff Mid-Year Coaching options *

P Chip Buffalo
o | ﬁ \cademic Services Manager
e 0%
0

Overview

Get Started

fornerstone s

4. “Performance Plan Review” will display all previously created goals, job duties and competencies
5. Click Save and Continue

sity of Colorado Boulder

You are currently logged in as Chip Buffalo

2019-2020 University Staff Mid-Year Coaching Options =
Chip Buffala
\\\_/\, Performance Plan Revi | . - RS O%
0
Performance Plan Review Add Performance Plan

*Core Competency 1: Integrity/Responsibility/Ethics

gornerstone

6. Review the “Mid Year Coaching Session Checklist” and use the checkboxes to indicate completion of the

coaching tasks
7. If you have completed all items on the checklist, click Save and Continue to move on to the next step

Note: If at anytime you need to return to this checklist at a later time, click Back or Save and Exit to exit
the checkilist task
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QI University of Colorado Boulder

You are currently logged in as Chip Buffalo

2019-2020 University Staff Mid-Year Coaching

$ et il 33;/)

Employee Coaching Session Questions

Review and update goals, job dutics, and competencies

Review and update your Performance Plan progress '

Back ICEICRS s5ave and Continue

gornerstone

8. To acknowledge that you have had a coaching session with your Supervisor, provide your e-signature by

entering your first and last name in the Acknowledgement box and click Sign for the Employee Sign-Off
9. Click Submit once signature has been applied

of Colorado Boulder

You are currently logged in as Chip Buffalo

2019-2020 University Staff Mid-Year Coaching

i 1,_,‘&.“: 67%

fornerstone

kies - Feedback

10. “Submit Review” confirmation popup appears, click Submit
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Submit Review

9. A confirmation page will display. Task is complete!

@l University of Colorado Boulder

You are currently logged in as Ralphie Buffalo

2019-2020 University Staff Mid-Year Coaching

e Senind fonage 100%

0000

geornerstone

Completing a Mid Year Closeout Evaluation

If an Employee is transferring positions, leaving the University, or if there is a change in Supervisor; a close out
evaluation should be completed for the Employee prior to the official data change entry in HCM. Once the entry is
completed in HCM, the Supervisor will lose access to the Employee in Cornerstone. Cornerstone will not generate
any Tasks or Notifications when a change such as this occurs. It is highly suggested that the Supervisor take
proactive steps prior to the data entry change in HCM.

Supervisor Steps

Option 1: Final Comments within the Individual Goals and Suggested Ratings
1. Supervisor may make final assessment comments within the comment section of each goal assigned to
the Employee. A Supervisor may also make a comment with a suggested performance rating for each
goal. These comments will be visible to the Employee and the new Supervisor. This will allow the new
Supervisor to include them in their final performance assessment at the end of the performance cycle.
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Welcome

< C @

Realize Your Poten

Welcotne, R'alph'n-e!

Io the Un'\versity of Coloradq Boulder's new
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Why Performance Management Matters

Effective performance management processes like the one in place at CU Boulder can help organizations and individuals achieve excellence by;

+ Aligning work and resources to clearly defined institutional aspirations and imperatives

+ Establishing clear expeclations between employees and
+ Reinfarcing organizational values

Effectively selling and reviewing individual employee expectalions and closely lying them to the University's Stralegic Imperatives not only enhances performance in
an effective and efficient way, but also builds a collaborative relationship between an employee and their supervisor that is focused on using feedback as a

prote

q‘ Performance Evaluation Process

What can | expect this year?
The entire performance management process will consist of.

1. An initial planning exercise

2. Aformal ceaching check-in between supervisors and employees to review plan progress

3. Rec ended quarterly check-in coaching sessions
4 Afinal performance evaluation

February-March:

You and your supervisor will work together to define expectations aligned with the University's Strategic Imperatives

File Edit View History Bookmarks Tools Help

My Goals

< cC @

Realize Your Potentia

oxy.csod.com/

My Performance Plan

*Core Comp Y H ity/Resy ibility/Ethics
Status: In Progress Due Dates 1/31/2020 Type: Unwersity Staff Competency Weight: 0
Status:

In Progress ™

read more

Start Date: 2/1/2019
University Imperative: Lini

rsity Values & Colorado Creed

Attachments

\ Comments

2. Remember to add comments for each goal where you want to include a final comment before the

Add Comment

*Core Competency 2: Inclusive Excellence

Status: In Progress Due Date: 1

*Core Competency 3: Innovation
Status: In Progress Due Date: 1/31/2020 Type: University Staff Competency Weight

*Core Competency 4: Collaboration

Shatunes I Pev Matae 172

Employee’s official effective date changes in HCM.

0 Type: University Staff Competency  Weight: O

pervisors around work, professional development, and career growth opportunities

Performance Planning

Approve Performance Plan
(Your employees have § Performance Plan pending approval)

» & i =

| Tasks (Action Required)

nl Tasks In Progress

Close
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My Goals - Realize Your Potential

<« ¢ @ Goals/Goallist#loaded a0% ¥ | Q search n @8 &

Status: In Progress Due Dates 1/31/2020 Type: University Staff Competency Weight: 0% > ~

5proxy.csod.com/ph

sl *Core Competency 2: Indlusi 1l .

Status: In Progress Due Date: 1/21/2020 Type: Unwersity Staff Competency Weight: 0% A7

Status:

In Progress ™

D

read mare

Start Date: 2/1/2019
University Imperative: University Values & Colorado Creed

Attachments

oose File

Cancel Add

Close

Option 2: Final Overall Summary and Final Suggested Overall Score
1. If a Supervisor would rather provide an overall performance assessment with a suggested score, a
Supervisor could compose a summary on a word document and upload it into the documents section
within the Snapshot profile of the Employee.

Welcorife, Ralphie!

juthe University.of Colorado Bollder's
é&_.e nlverSityo Olorado ler nE\:d

>
opmance Managgment Solution.
*

Effective performance management processes like the one in place at CU Boulder can help organizations and i achieve

nal development, and career growth opportunities

Effectively seiting an
efficient wiay, but also

ns and closely tying them to the University's Strategic Imperatives not only enhances performance in an effective and
2 an employee and their supenvisor that is focused on using feedback as a professional tool

a collaborative relati

Performance Flanning

| Performance Evaluation Process

What can | expect this year?

The entire performance management process will consist of

Approve Performance Plan

1. An initil planring exerciae (Your emplayees have 1 Perfarmance Plan pending approval)

2 Aformal coaching check-in between supervisors and employees 1o review plan progress
3 Recommended quarterly check-in coaching sessions
4. A final performance evaluation

Tasks (Action Required)

February
You and your supenisor will work together to define expectations aligned with the University's Strategic Imperatives.

Due Date

April July: £ test-2019-2020 Final Performance Evaluation for Chip Buffalo 9/2/2019

You and your supenisor will cccasionally check-in with each other to review plan progress, providing & collecting feedback through in person, two-way dialogue. 2018-2020 University Staff Final Performance Evaluation for Chip Buffalo 9/9/2019

IAugusL
i ek e b i B e S o e Vb b st s Al A e . R et st e brsiarei st b F VB sl et PO
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Completing University Staff Year End Evaluation Task

Supervisor Steps

1. Inthe “Tasks (Action Required)” tile on your Home Page, click on University Staff Final Performance
Evaluation for each of your Employees
Note: Only 10 tasks will display. To access all tasks, locate and click on the Hamburger menu
on the top right corner of the Home Page and select Tasks

ado Boulder

You are currently logged in as Ralphie Buffalo

‘Welcorfig, Ralphie! .
To the Univ_e%j of Colorado Boulder's new .

Performance Managément Solution.
.i"._. SOy N1 o
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,: Why Performance Management Matters

B Cifective performance mar

urces to clearly defn
betwasn smplo

utional aspirations a
s and supenisors aro

enhances performance in an effective and
professional too

Effectively settin
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efficient way, but

supenvisor that is fecused on using

Performance Planning

Al

Performance Evaluation Process

What can | expect this year?

The entire performance management process will consist of

1. An initial planning exe
2. A farmal coaching
3 Recommendad quarterly
4. A final performance evaluation

sors and employees to review plan prograss
sessions

Tasks (Action Required)

February March:

You and your supsnvisor will work togsther to define expectations alignad with the University's Strategic Imperatives Due bate

" .|"y 2019-2020 University Stall Final Performance Evaluation for Clup Bulfalo

April-July:

You and your supenvisor will occasionally checkin with each other to review plan progress, providing & collecting feedback through in person, two-way dialogue !
o

2. After opening the task for a given Employee, review the task steps on the left-hand side of the screen and
read the “Overview” to become familiar with the steps in the planning process and why they matter
3. Click Get Started
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QII University of Colorado Boulder

You are currently logged in as Ralphie Buffalo

VIDEO-DEMO-2019-2020 University Staff Year Options ™
End Evaluation
Chip Buffalo
Academic Services Manager
4 2/1/2019 - 1/31/2020 0,
3 0%
Overview
) its 1
he task as well by clicking the “of I
Review Step Progression
Supervisor Review
(| S ®
Employee Review
Supervisor Final
Departmental Rating and
Sign Off
Employee Acknowledgment /
Pow emand, Inc. ©2000-2019
rnerstone All Rights Rese il

Review the “University Staff Ratings”

Click Select to select a Rating for each goal. (The overall rating will be added in a later step)

Enter Comments for each goal, job duty or competency

If you are ready route the Evaluation to your Employee for their review, click Submit

Note: If you are not ready to complete this portion, you may click Back or Save and Exit to exit the task

Nooabk
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You are currently logged in as Ralphie Buffalo

g University Staff Ratings |

VIDEO-DEMO-2019-2020 University Staff Year Options *
End Evaluation

Chip Buffalo
Academic Se
2/1/2019 - 1

0%

Gaining the co
Key Behaviors:

 Accepts responsibility that comes with working in the interest of the public good. more....

Status: Completed

Start Date:

Due Date: 1/31/

Select v

Comments:

BIUSH@Xx I, ;:: E EEEE Fon - size - A-B-
v BRE Es

"4

one OnDemand, Inc. ©2000-2019
Terms - Privacy - Cookies - Feedback

fornerstone

8. “Submit Review” confirmation popup appears, click Submit

Submit Review

9. A confirmation page will display
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QII University of Colorado Boulder

You are currently logged in as Ralphie Buffalo

VIDEO-DEMO-2019-2020 University Staff Year Options ™
End Evaluation

Chip Buffalo
Academic Services Mai
2/1/2019 - 1/31/202C

[ 4)
o 100%

Thank you for completing this step in the final performance evaluation

erstone OnDemand, Inc. ©2000-2019

vad. Terms - Privacy - Cookies - Feedback

gornerstone

10. Complete this process for all of your Employees

Employee Steps

Welco !, \ ¥ / g " g

! Why Performance Management Matters

1. Inthe “Tasks (Action Required)” tile on your Home Page, click on Your Final Performance Evaluation

Q' u (orado Boulder

You are currently logged in as Chip Buffalo

To the Universit olorade Boulder's few

Performance M ment Solution.

/)

Effective performanc: ement processes like the one in place at CU Boulder can help organizations and individuals achieve excellence by:

nl, and career growth opportunilies

nal

g indrvidual employe ns and closely lying them to the Uni ategicimy Iy enhances performance in an effective and efficient way, but
collaborative relationship between an employee and their supenisor thatis focused on using feedback a. 100l

Efl
also builds a Performance Planning Profile & Snapshot

Performance Evaluation Process

What can | expect this year?

The eniire performance management process will consist of.

ween supenisors and employees o review plan progress
aaching sessions
Tasks (Action Required)

February-March:
You and your supendsor will work logether o define expectalions aligned with the University’s Strategic Imperatives

Due Date

Your 2049-2020 Final Perf

7019

April-July:
You and your supenisor will occasionally check-in with each other to review plan progress, providing & collecting feedback through in person, bwo-way dialogue.

2. After opening the task, review the task steps on the left hand side of the screen and read the “Overview” to
become familiar with the steps in the planning process and why they matter
3. Click Get Started

49



Ql' University of Colorado Boulder

You are currently logged in as Chip Buffalo

2019-2020 University Staff Year End Options =
Evaluation
o bz | Chip Buffalo
ﬁ Academic Services Manager
R e 0%
\
Overview

Supervisor Final
Departmental Rating and

Sign Off

Employee Acknowledgment \

Get Started

geornerstone

4. Review the “University Staff Ratings” page which includes each goal, job duty and competency in your
Performance Plan as well as Comments from your Supervisor

Leave any necessary feedback in the comments boxes

Click Submit

7. You may also click Save and Exit if you need to resume the task at a later time

o o
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You are currently logged in as Chip Buffalo

2019-2020 University Staff Year End Options =
Evaluation

? Chip Buffalo
o rul e
A

University Staff Ratings

0%

fornerstone

o - Cookies - Feedback

8. “Submit Review” confirmation popup appears, click Submit

Submit Review

9. Confirmation page appears, your comments and feedback have been submitted to your Supervisor for
review
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You are currently logged in as Chip Buffalo

2019-2020 University Staff Year End Options ~
Evaluation

Chip Buffalo
demic Service

100%,

"

and, Inc. £2000-2013

Cookies - Feedback

fornerstone

Supervisor Steps

1. In the “Tasks (Action Required)” tile on your Home Page, click on Final Performance Evaluation for
each of your Employees
Note: Only 10 tasks will display. To access all tasks, navigate to the “hamburger” menu on the top right
corner of the Home Page

You are currently logged in as Ralphie Buffalo

Welcorfig, Ralphie! .

To the Univ_e%;f of Colorado Boulder's new o
Performance Managément Solution.
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,: Why Performance Management Matters

B Cifective performance management processes like the one in place at CU Boulder can help organizations and individuals achieve excellence by

« Aligning work an
« Establishing clear ex +
» Reinforcing organizational values

utional aspirations and imy
s and supenisors around w

ces to clearly defin
bt

waen e professional development, and career growth oppartunities

and closely tying them ta the University's Strategic Imperatives not only enhances performance in an effective and
n employee and their supervisor that is focused on using feedback as a professional too

Effectively setting an wing individual employee ex|
efficient way, but aiso builds a collaborative relationshi

Performance Planning

- Al 5
Performance Evaluation Process

What can | expect this year?

The entire performance management process will consist of Approve Pertormance Plan

Your employees have 1 Performance Pian pending approval)

1. An initial planning exercise

2. A formal e in between supenssors and employees ta review plan progress
3 Recommends ckin caaching sessions

4. A final performance evaluation

Tasks (Action Required)

February March:
You and your supsnvisor will work togsther to define expectations alignad with the University's Strategic Imperatives

Due Date

Wy 2019-2020 Universily Stall Final Performance Evaluation for Chip Bulfalo

April-July:
You and your supenvisor will occasionally checkin with each other to review plan progress, providing & collecting feedback through in person, two-way dialogue !
o

2. After opening the task for a given Employee, review the task steps on the left-hand side of the screen and
read the “Overview” to become familiar with the steps in the planning process and why they matter
3. Click Get Started
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Review Step Progression
Supervisor Review o
Employee Review °

Supervisor Final @
Departmental Rating and

Sign OFf

/2019

Employee Acknowledgment !

Reopen Step Get Started

fornerstone ke
4. Review the “University Staff Ratings” page which includes all comments from your Employee

5. Edit and/or confirm all your previously entered comments and add any additional comments as necessary
6. Click Save and Continue

Note: You may also click Save and Exit if you need to resume the task at a later time
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Gaining the confidence and trust of others
Key Behaviors:
® Accepts responsibility that comes with working in the interest of the public good. more...
Status: Completed
Start Date: 2019
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Back Save and Exit Save and Continue

erstone OnDemand, Inc. ©20!

d. Terms - Privacy - Cookies

gornerstone

7. “Final Departmental Rating” requires the selection of Overall Rating and any additional comments

8. Click Save and Continue
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9. “Supervisor Final Sign-Off” includes information regarding Performance Calibration
Note: The use of calibration should be applied consistency within a unit; if it is done for one Employee, it
should be done for all Employees within a unit

10. Once you have reviewed the Performance Calibration summary enter your first and last name into the text
box and click Sign

11. If you are ready to submit the Final Evaluation to your Employee for completion, click Submit

Note: You may also click Save and Exit if you are not ready to route the Final Evaluation to your
Employee
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12. “Submit Review” confirmation popup appears, click Submit

Submit Review

13. Confirmation page appears, the Final Evaluation has been sent to your Employee for Final Employee
Acknowledgement
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Thank you for completing this step in the final performance evaluation

nerstone OnDemand, Inc. ©2000-2019
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Employee Steps

1. In the “Tasks (Action Required)” tile on your Home Page, click on Your Final Performance Evaluation
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&5 and SUPENiSors around work, professional development, and career growth opporunities

otk and resources to
1g clear expectations between er
g organizational values

e University's Strategicimper:
sed on using feedback as a pro

nat only enhances performance in an effective and eficient way, but

nal tool Performance Pianning

Parformance Evaluation Process

What can | expect this year?

The enfire performance management process will consist of

between supenasors and employees 1o review plan progress
aching sessions
Tasks (Action Required)

February-March:
You and your supenisor will work lagether la define expectations aligned with the University's Strategic imperatives

Your 2019-2020 Final Performance Evaluation sn7z01e

ApriJuly
You and your supenvisor will occasionally check-in with each other to review plan progress

roviding & collecting feedback through in person, two-way dialogue.

2. After opening the task, review the task steps on the left hand side of the screen and read the “Overview” to
become familiar with the steps in the planning process and why they matter
3. Click Get Started
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QI University of Colorado Boulder

You are currently logged in as Chip Buffalo

2019-2020 University Staff Year End Options =
Evaluation

e | jc__h_if,ff;,?

Overview

Review Step Progression

Supervisor Review o
Employee Review °
Supervisor Final o

Departmental Rating and
Sign OFF

(v) | Employee Acknawledgment (e
A\l [ alirneianiicnd Cd

i

Get Started

geornerstone

4. Review the “University Staff Ratings” page which includes each goal, job duty and competency in your
Performance Plan as well as Comments from your Supervisor
5. Click Next

f Colorado Boulder

You are currently logged in as Chip Buffalo

2019-2020 University Staff Year End Options =
Evaluation

University Staff Ratings

Ralphic Buffalo (Manager) Rated: 5 - 5 - Outstanding Review: 2019-2020 University Staft Vear End Evaluation Time:
0/11/2019 2:50 AM

fornerstone A1 chtsRescvets e - v  Cooies Fcc Rl

6. “Final Departmental Rating” appears and includes any final comments from your Supervisor
7. Enter any comments relating to the Final Overall Rating here
8. Click Save and Continue
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Note: You may also click Save and Exit if you are not ready to continue

Ql University of Colorado Boulder

You are currently logged in as Chip Buffalo

2019-2020 University Staff Year End Options *
Evaluation

Chip Buffalo
ﬁ Academic Services Manager
- 33%
~
W) rmm:nnﬁ:-\-:m:..l v

Final Departmental Rating

Weighted Average Scare: If your dep care,
G! ores of your dired eport
overall performance rating
e provided belo
Rated: £ 1 f
EESE A B
=4 E m=
Back Save and Exit Save and Continue
fornerstone

9. To acknowledge that you have reviewed the Final Performance Evaluation including Rating and
Comments, provide your e-signature by entering your first and last name in the Acknowledgement box and
click Sign for the Employee Sign-Off

10. Click Submit once signature has been applied

Ql University of Colorado Boulder

You are currently logged in as Chip Buffalo

2019-2020 University Staff Year End Options *
Evaluation

Chip Buffalo
Academic Services Man,

A0

67%

-
(@) Employee Acknowled I
Employee Acknowledgment

Employees: Please provide an e-signature ta confirm th

fornerstone

11. Your University Staff Year End Evaluation report populates for review and saving!
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Completing Classified Staff Year End Evaluation

Supervisor Steps

1. In the “Tasks (Action Required)” tile on your Home Page, click on Final Performance Evaluation for

each of your Employees
Note: Only 10 tasks will display. To access all tasks, locate and click on the Hamburger menu
on the top right corner of the Home Page and select Tasks

% University of Colorado Boulder

You are currently logged in as Chip Buffalo

1 &
0

Welcome, Chip!

Tg_-ghe Universit): 6f Coloradf) Bdulder's new

ik o 4 [ A 4
iPBdormance Managenjer& Solutian.
il . ) -
1 A *
(AT ol L ¢l
: g ' -k * N

5 ‘Why Performance Management Matters

Effective per like the one in place at CU Boulder can help organizations and individuals achieve excellence by:

N
+ Aligning work and resources to clearly defined institutional aspirations and imperatives
» Establishing clear expectations between employees and supervisors around work, professional development, and career growth opportunities H

« Reinforcing organization: s
i i ’ . . N

Effectively setting and reviewing ual emplayee expectations and closely tying them to the Universily's Strategic Imperalives not only enhances performance in an

effective and efficient way, but also builds a colaborative relationship between an employee and their supenisor that is focused on using feedback as a professional

toal Performance Planning L Profile & Snapshot

Performance Evaluation Process

What can | expect this year?
The entire performance management process will consist of

1. An initial planning exercise

2. Aformal coaching check-in between supervisors and employees ta review plan progress .

2 Recommended quarterly check-in coaching sessions

4. Afinal performance evaluation Tasks (Action Required)

February-March:
You and your supervisor will work logether lo define expectations aligned with the University's Strategic Imperatives =2
2019-2020 Final Performance Evaluation for Little Buffalo

R April-July
You and your supervisor will accasionally check-in with each other to review plan progress, providing & collecting feedback through in person, two-way dialogue

Due Date

9/17/2019

2. After opening the task for a given Employee, review the task steps on the left-hand side of the screen and

read the “Overview” to become familiar with the steps in the evaluation process and why they matter
3. Click Get Started to move on to the next step in the task
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QI University of Colorado Boulder

You are currently logged in as Chip Buffalo

2019-2020 Classified Staff Year End Evaluation options ¥

o Overview | Littie Buftelo
4/1/2019 - 3/31/2020 O%
]

Overview

Review Step Progression

() | Supervisor Review
() | Supervisor Review
) :

P
X

Reviewer Sign Off

Employee Acknowledgment Supervisor Sign OFf \4

Get Started

fornerstone

4. Assign weight % and select a rating and enter comments for each goal, job duty or competency
Note: all goals, job duties and competencies will be on one page
5. Click Save and Continue to proceed on to step 6 to review the Summary of Classified Goal Rating

Ql- University of Colorado Boulder

You are currently logged in as Chip Buffalo

2019-2020 Classified Staff Year End Evaluation Options =

? Littie Buffal
(./‘; Classified Goal Rating | -

0%

Classified Goal Rating

* Test Goal -

Status: Select Option.
Start Date:

Due Date: 1/31/2020

L
=
0
x
e
~
I
I
[
]
>
[>]

Back save and Exit Save and Continue

fornerstone

Cookies - Feedback
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6. Enter optional final narrative

Q" University of Golorado Boulder

You are currently logged in as Chip Buffalo

2019-2020 Classified Staff Year End Evaluation

Options ¥

Little Buffalo

Admin Assistant |
4/1/2019 - 3/31/2020 33(y
(o]

Classified Supervisor Narrative

Classified Supervisor N...

Optional: Provide a narrative of Little Buffalo’s performance for this cyc

Narrative:

Comments

Back Save and Exit Save and Continue

fornerstone

vered erstone OnDemand, Inc. ©2000-2020
ved Terms - Privacy - Cookies - Feedback

7. Review the “Summary” of Overall Rating

8. Note: Overall rating is displayed in decimals. Ex: 2.71 = 271 on the Classified Rating Scale
9. Click Next
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Q’ University of Colorado Boulder

You are currently logged in as Chip Buffalo
2019-2020 Classified Staff Year End Evaluation Options ¥

Little Buffalo
Admin Assistant |

4/1/2019 - 3/31/2020 )
| 67%

Summary

Overall Rating @

Level 2 - Meeting Expectations (1.81-2.70)

_

Classified Goal Rating 2.1 8/3.UU
Classified Supervisor Narrative
Overall @ 2.183.00
Meeting Expectations (1
Back [

0-202
ookies - Feedback

fornerstone

10. Enter your first and last name and click Sign for “Supervisor Acknowledgement”
11. Click Submit

of Colorado Boulder

You are currently logged in as Chip Buffalo

2019-2020 Classified Staff Year End Evaluation aptions ¥

Supervisor Acknowledgment

(;I:J Supervisor Ackne \-.lﬂl...l

ratings before

\

Back Save and Exit Submit

gornerstone

12. “Submit Review” confirmation popup appears, click Submit
Note: once submitted you cannot modify!
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Submit Review

13. A confirmation page will display

14. Final Evaluation has now been sent to the assigned Reviewer (Second Level Supervisor) for their review

% University of Colorado Boulder

You are currently logged in as Chip Buffalo

2019-2020 Classified Staff Year End Evaluation Options ™

Little Buffalo

Admir Assistan

4/1/20 3/31/2020 ‘] OO%
il

000

fornerstone

Reviewer Steps
1. Inthe “Tasks (Action Required)” tile on your Home Page, click on Approve Review for each Employee
Note: Only 10 tasks will display. To access all tasks, navigate to the “hamburger” menu on the top right
corner of the Home Page
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% sity of Colorado Boulder

You are currently logged in as Ralphie Buffalo

-

Welcomé, Ralphie!
To the Uni\;éréitv of Colorado Boulder's new

Pégiormance Management Solutién.
”‘;ﬁo Waings R

r : .
.
Why Performance Management Matters

Fffective performance management processes like the one in place at CU Boulder can help and individuals achieve excellence by:

+ Aligning work and resources to clearly defined institutional aspirations and imper:

tween employees and supendsors around work, g

fessional development, and career growth oppottunities

tizes not only
edback as a p

emplayee sxpectations and closely lying them to the University's Strategi
lationship between an employee and their supenisor that is focused

Effectively
efficient way,

Performance Planning

Performance Evaluation Process

5 What can | expect this year?

The entire performance management process will consist of: Approve Performance Plan

(Your employees have 1 Performance Plan pending approval)

1. An initial pi
2 A formal

avicu plan progress

heck-n coaching S
4 A final luation

Tasks {Action Required)

February-March:
You and your supsnasor will work together to define expectations aligned with the University's Strategic Imperatives

Due Date:

9MTi2019

. Approve 2019-2020 Review for Littie Buffalo
AprilJuly:
You and your supenisor will occasionally check-in with each other to review plan progress, providing & collecting feadback through in person. wo-way dislogue

2. After opening the task for a given Employee, review the task steps on the left-hand side of the screen and
read the “Overview” to become familiar with the steps in the evaluation process and why they matter
3. Click Get Started to move on to the next step in the task

o Boulder

You are currently logged in as Ralphie Buffalo

2019-2020 Classified Staff Year End Evaluation Options ™
[ T Little Buffalo
Admin Assistant |
44172019 - 3/31/2020 0%
Overview

oyee development over the ¢

Review Step Progression

Supervisor Review o

Employee Acknowledgment Supervisor Sign Off

(ETEEMN Get Started

one OnDemand, In
s - Privacy - Cooki

fornerstone

4. Review ratings, weights and comments
Note: all goals, job duties and competencies will be on one page
5. Click Save and Continue
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lorado Boulder

You are currently logged in as Ralphie Buffalo

2019-2020 Classified Staff Year End Evaluation Options ™

Little Buffalo
Admin Assistant
4/1/2018 - 3/31/2020

0%

Classified Goal Rating

Supervisors: Ple:

lo's perfermance for each geal, and provide comm
ce Plan, mee

b ssac
Employee:
and prepare f

lag back into C;

* Test Goal

Status: -Se
Start Date: 2/1/2019

Due Date: 1

Weight:

,@' Chip Buffalo (
Evaluation

Back

gornerstone

nand, In

0 2019
erms - Privacy - Cookies - FeedBagk

6. View Supervior final narrative if applicable

Qr University of Colorado Boulder

You are currently logged in as Ralphie Buffalo

2019-2020 Classified Staff Year End Evaluation Options ¥

Little Buffalo
Admin Assistant |
4/1/2019 - 3/31/2020

33%

Supervisor N...

Classified Supervisor Narrative

Optional: f

e of Little Buffalo's performance for this cycle.

Narrative:

€

PM

int ut labore

t dolore magna
uis imperdiet massa tincidunt. Elit ullamco
itae jus

magna fermen

um. A ar

vitae congue mauris rhoncus 2
ser feugiat nibh

m purus sit amet
tid aliquet. Nu

psum a arcu cursus vita

laculis urna id
Ornare arcu ©

dio ut sem nu
Lectus quam id Ie
ondimentum v

tesque habitant. Duis at consectetur lor

Et malesuada fames ac turpis. F
tus vestibulum mattis ullamcorper velit sed ullamcor
pis massa sed elementum tempus et

gestas fringilla. Sem
semper feugiat nibh sed p
d nisi p

sed areu non ¢

erat imperdiet sed euism

ta lorem.

Ultrice

etur purus ut faucibus p

cipit tellus maur

Nunc se

ers 2000-202!

fornerstone

nDemand, Inc

erms - Privacy - Cookies - Feedback
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7. Review Overall Rating
Note: Overall rating is displayed in decimals. Ex: 2.71 = 271 on the Classified Rating Scale
8. Click Next

Q’ University of Colorado Boulder

You are currently logged in as Ralphie Buffalo

2019-2020 Classified Staff Year End Evaluation Options ¥

Little Buffalo
Admin Assistant |

4/1/2019 - 3/31/2020 67%

Summary

Overall Ralinue
Level 2 - Meeting Expectations (1.81-2.70)

2d Goal Rating 2.185.00
Classified Supervisor Narrative
Overall @ 2.183.00
Back Next
' Powered by Comerstone OnDemand. Inc. ©2000-2020
rners one All Rights Reserved. Terms - Privacy - Cookies - Feedback

9. If you are ready to sign-off, enter your first and last name and click Sign for Reviewer Sign-Off
10. If Reviewer agrees with overall evaluation click Submit

11. **SEE STEPS 15-17 for process if Reviewer disagrees with any aspect of the evaluation
Q’ Universit: o Boulder

You are currently logged in as Ralphie Buffalo

2019-2020 Classified Staff Year End Evaluation

{ ' A 509

Reviewer Sign Off

<

e CrDemand, in. ©2000-2
. Terms - Privacy - Cookies - Feedbadk

fornerstone

12. Submit Review Confirmation window will appear
**Note, once submitted you cannot modify!
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Submit Review

13. Click Submit

14. A confirmation page will display

15. Final Evaluation has now been sent to the Employee as well as the Supervisor concurrently for final
Sign-Off

Q' University of Colorado Boulder

You are currently logged in as Ralphie Buffalo

2019-2020 Classified Staff Year End Evaluation Options ®

Little Buffalo

Admin Assistant

4/1/2019 - 3/31/2020 100%
y

y for completing this step in the final perfarmance evaluation

0000

fornerstone b bl SO

16. If Reviewer disagrees with overall evaluation, click Overview in the menu on the upper left side of the
screen

17. Overview page appears, click Reopen Step

18. Add necessary corresponding instructions on items of disagreement and click Save to send back to
Supervisor for edits

19. Supervisor will receive an email notification that the step has been re-opened and can make changes to
the evaluation to re-submit

Supervisor Steps
1. Once Reviewer has signed and submitted, Supervisor should schedule and hold the performance review
meeting with the Employee
2. After performance review meeting with Employee has occurred, complete the task
3. Inthe “Tasks (Action Required)” tile on your Home Page, click on Final Performance Evaluation for
each of your Employees.
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Q’ University of Colorado Boulder

You are currently logged in as Chip Buffalo

-

‘Welconté; Ch
Performance Management Solutiof..

eg.ﬁﬁ».._

7 Why Performance Management Matters

B Effective performance

anagement processes like the one in place at CU Boulder can help organizations and individuals achieve excellence by

es o clearly defined mstitutional aspira
xpectations between employees and supes
nal values

and imperatives
s around work, professional development, and career growth opportunities

ing indwidual emplo

: agic Imper
lds a collaborative relal

on using

not enly enhances performance in an effective and
ack as 3 professional tool

Performance Planning

o

Parformance Evaluation Process

What can | expect this year?

The entire performance management process will consist of
No items
lanning exercise

oaching check-in between supenisors and employees to revew plan progress
nded quarterly check-in coaching sessions

formance evaluatior

Tasks (Action Required)

February March:
You and your superisor will work together to define expectations aligned with the University's Strategic Imperatives

Due Date
20192020 Final Performance Evaluation for Littie Buffalo 918212019

April-July:
You and your supenvisor will occasionally check-in with each ather to review plan progress, providing & collecting feadback through in person, two-way dialogue

4. Review the task steps on the left-hand side of the screen and read the “Overview” to become familiar with
the steps in the evaluation process and why they matter
5. Click Get Started to move on to the next step in the task

> Boulder

You are currently logged in as Chip Buffalo

2019-2020 Classified Staff Year End Evaluation Options ™

O owrien Little BuFfalo

Admin Assistant |

4/1/2019 - 3/31/2020 O%

Overview

Review Step Progression

Supervisor Review o
Reviewer Sign Off o

Employee Acknowledgment °

"4

Reopen Step Get Started

OnDemand, Inc. ©2000-2019
Privacy - Cookies - Feedback

gornerstone

6. Review the evaluation in it's entirety
Note: All goals, job duties and competencies will be on one page
7. Click Save and Continue
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% University of Colorado Boulder

You are currently logged in as Chip Buffalo

2019-2020 Classified Staff Year End Evaluation

Little Buffalo
Admin Assistant
| 4/1/2019 - 3/21/2020
Classified Goal Rating

Classified Goal Rating

Supervisors:
nce t

* Test Goal

Status: -Select Option-
Start Date: 2/1/2019
Due Date

Weight

(2]

= Chip Buffalo (Manaqer) Rated: 3 - Level 3 - Exceet
. End Evaluation Time: 9/11/2019 3:02 PM

ing Expectations (2.71-3.00) Review: 2019-2020 Classifiec

Back Save and Exit Save and Continue

fornerstone

<. ©2000 2018,

8. “Classified Year-End Evaluation Meeting” page required that you certify you have met with the Employee

to review the evaluation, click the checkbox
9. Click Save and Continue

Q, University of Colorado Boulder

You are currently logged in as Chip Buffalo

2019-2020 Classified Staff Year End Evaluation

Little Buffalo
Admin As
4/1/2019 2020

Classified Year-End Evaluation Meeting

Classitied Year-End Eva..

o

Options ™

33%

1 certify that | have met with the employee to review their final evaluation

v

gornerstone

10. Final review of “Summary” with overall goal rating score displays

we and Exit Save and Continue

Note: Overall rating is displayed in decimals. Ex: 2.71 = 271 on the Classified Rating Scale
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11. Click Next

@' University of Golorado Boulder

You are currently logged in as Chip Buffalo

2019-2020 Classified Staff Year End Evaluation Options ™
Little Buffalo
Admin Assistant
4172019 - 3/31/2020 67%
-
Summary
Overall Rating @

Level 3 - Exceeding Expectations (2.71-3.00)

Supervisor Review
3.00:
fied | &
s 3.00 3.00

gornerstone

12. Enter your first and last name and click Sign for “Supervisor Sign-Off”
13. Click Submit

Q’ University of Colorado Boulder

You are currently logged in as Chip Buffalo

2019-2020 Classified Staff Year End Evaluation Options™

e

\

gornerstone

14. “Submit Review” confirmation popup appears, click Submit
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Submit Review

15. A confirmation page will display

% University of Colorado Boulder

You are currently logged in as Chip Buffalo

2019-2020 Classified Staff Year End Evaluation Options ™
o Little Buffalo
Admin Assistan
o 4/1/2019 - 3/31/2020 ‘]OO%
]
hank you for completing this step in the final performance evaluation.
Fomerstone 5L e i

Employee Steps
1. Inthe “Tasks (Action Required)” tile on your Home Page, click on Your Final Performance Evaluation
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QII University of Colorado Boulder

You are currently logged in as Little Buffalo

=

‘Welconte; Little!
f Colorado Boulder's new

Performance Manageinent Solutio

¥ s v

] Why Performance Management Matters

B Effective performance management processes like the one in place at CU Boulder can help organizations and individuals achieve excellence by:

ork and resources to clearly defined institutional aspirat
xpectations between employees and supe

peratives
, professional development, and career growth opportunities

not enly enhances performance in an effectve and efficient
s a professional Lool

employee expectations and closely ty
nship between an employee and their su

Performance Planning Profile & Snapshot

| Performance Evaluation Process

What can | expect from the Performance Planning Cycle?

The enlire performance management process will consist of

2A E g check-in between supenisi
3. Recommended quarterly checkin coaching sessions
4 Afinal perfformance evaluation Tasks (Action Required)

s and employees to review plan progress

April
You and your supenisor will work 1ogether to define expectations afigned with the University'’s Strategic Imperatives

Due Date

June -August: Your 2019-2020 Final Performance Evaluation 9/18i2019

o ur supenisor will nccasionally check-in with with each other and review pian progress, providing feedback through in person, two-way dialogue

2. After opening the task, review the task steps on the left hand side of the screen and read the “Overview” to
become familiar with the steps in the planning process and why they matter
3. Click Get Started to move on to the next steps

> Boulder

You are currently logged in as Little Buffalo

2019-2020 Classified Staff Year End Evaluation Options ™

O owrien Little Buffalo
Admin Assistant |

4/1/2019 - 3/31/2020 O%

Overview

Review Step Progression

Supervisor Review o
Reviewer Sign Off o

EmployeeM:knnmedgmewt@ Supervisor Sign Off @ \
= 9/18/2019
Get Started

OnDemand, Inc. ©2000-2019
Privacy - Cookies - Feedback

gornerstone

4. Review the ratings, weights and comments submitted by your Supervisor
Note: All goals, job duties and competencies will be on one page
5. Click Save and Continue to move on to the next step

73



You are currently logged in as Little Buffalo

geornerstone

6. Review supervisor final narrative

2019-2020 Classified Staff Year End Evaluation Optiois ¥

Little Buffalo
Admin Assi

0%

* Test Goal -

Status: -Sele

Start Date: 2/1/2015
Due Date:
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Q’ University of Colorado Boulder

You are currently logged in as Little Buffalo

2019-2020 Classified Staff Year End Evaluation Options ¥

Little Buffalo
Admin Assistant |

4/1/2019 - 3/31/2020 33%

Classified Supervisor N..

Classified Supervisor Narrative

Optional: Provide a narrative of Little Buffalo’s performance for this cycle.

‘ Narrative:
Chip Buffalo (Manager) 19 Classified Staff Year End Evaluation Time: 2/25/2020 1 PM
K, Lorem ipsum dolor sit a wsectetur adipiscing elit, sed do eiusmod temper it t labore et dolore magna
aliqua. A scelerisque purus semper eget duis at tellus. Commodo quis imperdiet massa tincidunt. Elit ullamco

& im cras tin

funt lobortis feugiat vivamus at augue. Eu s a fermentum. A arcu

itae justo eget

cursus vitae congue mauris rhoncus aenean vel. Vivi

amus at augue eget arcu dictum. Fermentum posuere urna nec

tincidunt praesent semper feugiat nibh sed. Sed odi odo odio. Habi atea dictumst vestibulum
rhoncus est. Sapien faucibus et molestie ac feugiat sed. Aliquam purus sit z Vattis
sllameorper velit sed ullan er morbi, Sed turpis tincidunt id aliquet. Nur augue lacus viverra vitae congue eu

consequat ac. Nec dui nunc mattis enim ut. Vehicula ipsum a arcu cursus vitae congue mauris.

laculis urna id volutpat
Ornare arcu odio

lacus lacreet non curabitur gravida. lacuis eu non diam phasellus vestibulum forem sed risus
sem nulla. Nulla porttitor massa id neque aliquam. Arcu bibendum at varius vel pharetra vel turpis
in vitae. M. i ulum morbi blan:

us at.

liquam s a

vitae. Sed augue unc vel risus

n lacus. Consectetur ad

vitae congue eu consequat ac iverra maecenas

iscing elit pellentesque habital
g elitE

ommo
Duis at consectetur lorem donec massa sapien

i ac auctor augue mauris. Et malesuada fames ac turpis. Feugiat nibh sed pulvinar
t sed ullamcorper. Pharetra magna ac placerat vestibulum lectus
mauris. Vitae turpis massa sed elementum tempus egestas

Volutpat commodo sed

stas egestas fringilla. Sem integer vitae justo eget

q tum iaculis eu non. Posuere
ima nec tincidunt praesent semper feugiat nibh sed pulvinar. A lacus vestibult

sed arcu non odio euismod. Egestas

ctetur purus ut faucibus pulvinar. Cc

erat imperdiet sed euismod nisi porta

v suscipit tellus maui
venenatis a condimenturr

Back Save and Exit Save and C

nand, Inc. ©2000
Privacy - Cookies - Fead:

gornerstone

7. Review summary and overall goal rating score
Note: Overall rating is displayed in decimals. Ex: 2.71 = 271 on the Classified Rating Scale
8. Click Next

Iniversity of Colorado Boulder

You are currently logged in as Little Buffalo

2019-2020 Classified Staff Year End Evaluation Optiens ¥

Little Buffalo
Admin Assistant |

4/1/2019 - 3/31/2020 67%

Summary
Summary
_
Classified Goal Rating 2.183.00

Classified Supervisor Narrative N/A

Overall @

fornerstone




9. To acknowledge that you have reviewed the final evaluation, provide your e-signature by entering your first
and last name in the Acknowledgement box and click Sign for the Employee Sign-Off
10. Click Submit

Q' Univershty of Colorado Boulder

You are currently logged in as Little Buffalo

2019-2020 Classified Staff Year End Evaluation Options

Little Buffalo
by Admin Assist
4/1/2019 - 3/31/2020 0,
- 1 50%

Employee Acknowledgment

employes Acknowled gl

Employees: Please provi

Lt Buffalo

tone OnDem,

fornerstone

11. “Submit Review” confirmation popup appears, click Submit

Submit Review

12. Final Evaluation and rating is complete! Confirmation page appears
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You are currently logged in as Little Buffalo
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o |
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2019-2020 Classified Staff Year End Evaluation

Little Buffalo
Ad ant |

gornerstone

Options ™

100%

cokies - Feedback
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