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Introducing MyPerformance Profile

Welcome to the User Guide for MyPerformance Profile, our streamlined online tool designed to record the
performance conversations between employees and supervisors. The MyPerformance Profile is the result of a
large consultation and on-going design process with BC Public Service employees, supervisors, and Ministry
executives. All have asked for a simplified recording tool and process so that the focus is on the actual
conversation between employee and supervisor. As you’ll see, this tool is user-friendly, intuitive, and clean in
its application style. This User Guide is designed to support you in using the MyPerformance Profile.

How to Use This Document

This document has been developed to help you perform some of the basic functions of the MyPerformance
Profile tool. You can save it electronically to your computer, or print it off for your reference. Functions
common to everyone are at the beginning of the document, and there is a special section at the end for
supervisors.

You can navigate through this document using the Table of Contents. Simply click on the line or page number
within the Table of Contents that corresponds to the function you would like to view.

Familiarize yourself with the layout of the instructions, described below.

Main Function Grouping

Underneath the main function headings, you will read about the functions available for you to use in
MyPerformance Profile. Specific functions belonging to the grouping will then be listed in this section of text.

. . 2
Specific Function
~
1 N
- STEPS TO FOLLOW TO PERFORM
@ THE FUNCTION WILL APPEAR IN
THIS BOX.
1. First, click the “named” text that
3) i B
e hand is pointing at.

2. Second, select one of the tabs the
arrow is pointing to.

Please note: The red boxes hold important information
or warnings.

3. Third (and lastly in this case), click

- . the “named” button that the
Tip: The green boxes have tips to help you along . o
arrow is pointing to.
the way.

The orange boxes will point you toward resources to help you get the most out of MyPerformance.
If you see a hyperlink, you can click on it to go to a new window.
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Navigating to the MyPerformance Profile

To access MyPerformance Profile, your first step is to navigate to the MyHR website.

When you arrive at MyHR, you will see some navigation buttons along the top header of the website, such as
“By Topic,” “Favourites,” and “A-Z Index.” Each of these main navigation links will take you to the
corresponding page in MyHR, and are common to any webpage on the MyHR website. Click “By Topic,” and
look for the “Performance Management” section. Once you arrive at the “Performance Management” hub,
you will see a link to access MyPerformance Profile.

Enter the “MyPerformance Profile” site and you will see:

Use the Side MyHR | Human Resources for the B.C. Public Service
navigation to
perform some of
the more common Profile Mavigation = Profile Resources ~ System Administration = Corporate Administration =
MyPerformance
Profile actions -
creating a new

BY TOFIC FAVOURITES A-LINDEX TOOLBOX CONTACT US

MyHR > MyPerformance Profile > Dashboard

prOfI|e or V|eW|ng Notice Welcome Sarah Employee
: . Ho profile loaded yet.
previous profiles. o profile fosdedye
MyPeI"fOrmanCe Profile Not sure which profile to create? Click here first
» Create profile
* Wiew previous profiles MyPerformance Profile Dashboard

Your Current Supervisor is: Mary Supervisor

If this is not correct please contact your Supervisor to change this information.

Select Year: [2013/14[«]

What if | get lost?
You will be able to determine where you are in the Profile by looking at the profile page “breadcrumb” trail
indicated underneath the MyHR navigation bar:

MyHR = MyPerformance Profile » Dashboard

You can click the “MyPerformance Profile” text at any time to get back to the main MyPerformance page.

Getting Started

Getting started with MyPerformance Profile involves creating a brand new profile for the first time. You will
want to do this the first time you enter the MyPerformance Profile site. You can create a new, blank profile at
any time using the “Create profile” feature. You will want to do this at the start of each performance cycle.

Create Your Profile for the First Time

First: Choose the Right Profile for Your Ministry. You will need to know which performance cycle
your ministry has chosen to complete this step. The performance cycle options are calendar year (2014
Profile) or fiscal/operational (2013/14 Profile). Find out your ministry’s cycle by following the steps below.
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\/I yHR | Human Resources for the B.C. Public Service

BY TOPIC FAVOURITES A-T INDEX TOOLBOX CONTACT US

Profile Mavigation = Profile Resources v tem Administration v Corporate Administration v
MyHR = MyPerformance Profile > Dashboard STEPS
H “"
1. Click “please check
”
_ here” text.
Notice Welcome Sarah Employee
No profile loaded yet.
MyPerformance Profile Mot sure which profile to create? Click here first 1 2. Flnd your mInIStry on
e \J the list and check the
reate profile
’ } “« .
R T T MyPerformance Profile Dashboard Profile Employees
Your Current Supervisor is: Mary Supervisor should Be Using”
If this is not correct please contact your Supervisor to change this information. COIU mn.
Select Year: [2013/14[«]
MINISTRY MyPERFORMANCE | DATES PROFILE
PROFILE CYCLE EMPLOYEES
SHOULD BE USING
Aboriginal Relations and Fiscal Year June 1— May 31 2012/13 Profile
Reconciliation \2)
Advanced Education, Innovation, | Fiscal Year June 1— May 31 2012/13 Profile
and Technology
Agriculture Fiscal Year June 1— May 31 2012/13 Profile
BC Public Service Agency Fiscal Year June 1 - May 31 2012/13 Profile
Children and Family Development | Fiscal Year June 1—May 31 2012/13 Profile
Children and Family Development | Calendar Year Jan 1-Dec 31 2013 Profile
[P

If you know your ministry cycle, use the side navigation on the dashboard page to create your new profile.

Notice Welcome Sarah Employee STEPS
No profile loaded yet.

1. Click “Create profile”

MyPErfnrmanCE Profile Mot sure which profile to create? Click here first. text,
» Create profile \]j ‘
B R = MyPerformance Profile Dashboard 2. Choose the profile
Your Current Supervisor is: Mary Supervisor matching your

ministry’s cycle.

If this is not correct please contact your Supervisor to change this infermation.

SelectYear. |2012/14 |z| l

Create Profile

Mot sure which profile to create? Click here first.

Create a new, blank 201415 profile... 2 )
Create a new, blank 2014 profile...

Create a new, blank 2013/14 profile...

3
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For Returning Users - Create a New Profile

If you have completed and signed off your previous year’s profile, you are ready to create a new profile for the
next year’s performance cycle. If you don’t know your ministry’s performance cycle, please follow the steps
above in First: Choose the Right Profile for Your Ministry. Once you know your ministry’s cycle, complete the
steps as above to create your new profile.

‘archived’ when you create more than one profile within a Ministry cycle or when the
profile has been signed off. An archived profile cannot be edited (although
information can be copied from it).

0 Please note:  An ‘active’ profile is a profile that is current and ‘in progress’. A profile becomes

Access Your Current Profile

The easiest way to access a current profile is via the drop down menu on the main page.

MyHR ‘ Human Resources for the B.C. Public Service

BY TOPIC FAVOURITES A-Z INDEX TOOLBOX CONTACT US

Profile Navigation = Profile Resources = System Administration - Corporate Administration =

MyHR = MyPerformance Profile > Dashboard

Notice Welcome Sarah Employee
No profile loaded yet.

MYPEI’TBTI‘HE"CE Profile Not sure which profile to create® Click here first.

* Create profile

CE e MyPerformance Profile Dashboard

Your Current Supervisor is: Mary Supervisor STEPS

If this is not correct please contact your Supervisor to change this information.

1. Scroll down the page

Select Year: |2012/14 [+] 1 ) ‘ ot el
\J drop down box and
I} find your current year.
Name Excused Shared Review ‘
Sarah Employee No In Progress \J 2. Click the “In Progress”
I:} text to open your

current profile.
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Working with MyPerformance Profile

There are three main tabs in MyPerformance Profile: “Work Goals,” INFORMATION
“Learning and Career Development,” and “Ratings and Signoff.” To
display the tabs, follow the steps above to “Access Your Current 1. The “Work Goals” tab allows you

. ”
Profile”. access to record your key work
MyHR | Human Resources for the B.C. Public Sevice goals.

BY TOPIC FAVOURITES A-Z INDEX TOOLBOX CONTACTU | 2. The “Learning and Career
| Development” tab allows you to

MyHR > MyPorformance Profile > 2012113 MyPerformance Profile record your Iearning goals.

MyPerf Profile for Sarah Empl
T L O Ty 3. The “Ratings and Signoff” tab

Profile 1 proson 2012/13AaNeFle v  Lowd 2 3 allows you the optional
— — : — . opportunity to self-assess your
l Work Goals Learning and Career Development | Ratings and Signoff || performance and provide

comments.

Your MyPerformance Goals

From the “Work Goals” and “Learning and Career Development” tabs, you can record, edit, reorder, and delete
your goals.

STEPS
Record a Goal
MyPesformance Pro 4 \saran Empicyes 1. Select the tab where you would
POt S o like to record your goal. We will
I% e | use the “Work Goals tab.
Key Work Gasl --wfhw--m-m-m 2. Click the “Add Work Goal” button.
—— \2) - -h‘\g T —— 3. Click the calendar icon.
5 m : 4. Select the target or completion
. date for your goal.
Therrh Sppflioeg 4 )
T - ) RS
[§ 5. Enter your goal by clicking in the
7 text box and typing your goal.

4

6. You can click the “Check Spelling”

Please note: = MyPerformance Profile autosaves every 2 button to check your spelling.

minutes.

@ Tip:  Hover over “[?]” for help text.

7. Click the “Save” button.

Need some help with creating goals? Check out the MyPerformance Guides and the Learning
Centre’s Performance Management course offerings.
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Edit a Goal

1)

STEPS

Select the tab where you
would like to edit your goal.
We will use the “Work Goals”
tab.

Enter your revised goal by
clicking edit or somewhere in
the text box and typing your
goal.

Click the “save” button.

| 1.
Koy Wiork Soal  LMRGESE  Rusid Ry Wt ads Koy Vilork Goal  LEIWSASE  Ba b iy sl o
= iy W ol = iy W Dol §
Earvpued G [T Tarped il [T]
P ——— P — 2
T [t S Tt
Sl ey e
E‘-.Ir;m 2 Vi dwy et T omds [Pk el
™ Ry Work Gl
g D 7] Sawe Cesoell i bbrh upling 3'
o 30
"\ Please note: MyPerformance Profile autosaves every 2
minutes.
Delete a Goal
|W| Learning and Career Development | Ratings and Signoff I
Key Work Goal AddWork Goal  Reordes Key Work Geals L.
¥ Key Work Goal 1 rMessoge from webpage
Target Date (?) | ) ents 1o go hete
May 15,2013
! o Delete Goal? 3 )
Key Work Goal Description and Comments: [?] 2.
Sample Goal X
Edit

Reorder Your Goals

1.

Delete Gosl

Y

STEPS

Select the tab where you
would like to delete your
goal. We will use the “Work
Goals” tab.

Click the “Delete goal”
button next to the goal you
would like to delete from
your profile.

Click “OK.”

Learning and Career Development

I Ratings and Signoff _

STEPS

Work Geal
‘; = 1. Select the tab where you
would like to reorder your
Key Work Goal AddWork Goal | Reorder Key Work Goals 2 goals. We W|” use the ”Work
* Key Work Goal 1 m‘m-_,—Zl‘ __ Goals” tab.
Target Date [7] ) %
May 15,2013 1 1 Sample Goal X
H “"
e + 2 Sample Goal Y 2. Click the “Reorder Key Work
ey vvorl 0al Uescription an ommer ”
h Goals” button.
\) 3. Click and drag the goals to

P

reorder them as you would
like them to appear.

. Click the “X” button to close.
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Enhancing and Publishing Your Goals

Add an Attachment to a Goal
1)

e

q Learning and Career Development Ratings and Signoff

Key Work Goal Add Work Goal

* Key Work Goal 1
* Key Work Goal 2
* Key Work Goal 3

Reorder Key Work Goals

Please note: file names that contain the characters ~ or .. (double period) will prevent the file from opening.

Attachment (2mb file size limit):

Add Attachment 2
| % \)

File name:

Files of type:

| Earole i =l
| Al Files () |

Each attachment can be no larger than 2MB.

STEPS

. Select the tab where you would like

to add an attachment to your goal.
We will use the “Work Goals” tab.

. Click the “Add Attachment” button

at the bottom of the page.

. Browse for and select the file that

you would like to attach, and click
llopen'”

Tip:

‘ Please note:

This feature supports almost any kind of attachment file type.

Delete an Attachment

1)

u

W Learning and Career Development

Ratings and Signoff

Key Work Goal | AddWork Goal

Reorder Key Work Goals

¥ Key Work Goal 1
¥ Key Work Goal 2

¥ Key Work Goal 3

Please note: file names that contain th
Attachment (2mb file size limit):

Add Attachment

Message from webpage

=5

:\ Delete the file: Team Project Plan v5.0.docx?

lar

e

Team Project Plan v 0.docx %

\2)%

=Y

STEPS

1. Select the tab where you would
like to delete an attachment.
We will use the “Work Goals”
tab.

2. Click the “close” button next to
the attached file you would like

to delete.

3. Click “OK.”
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Add Learning Comments

: 1 \
I Work Goals I Leaming and Career Developme® Ratings and Signoff ‘

Learning Goal
* Leaming Goal 1
Target Date [7]

Chick to et

Learning Goal Description and Comments: (7)

Describe your foemal of inflormal Iearning plans for the ¥

COUrsSes, wabInNs, reading o¢ mentoding

<

Add Learing Goal Feotder Learning Goaks

Superasor comments 1 O here

@ Tip: Hover over any field or heading for help.

0 Please note:

STEPS

Click on the “Learning and
Career Development” tab.

Click the text box.
Enter your goal and comments.

Click “Save.”

This section is also here to capture reasons you have not chosen learning goals or
barriers that prevented you from achieving your learning goals.

Draft and Publish Mode

-

Ty r— "y

Key Work Goal

» Koy Woek Goal 1
» Koy Work Gosl 2
» Koy Work Goal )

Pwate a0t S aarmes Dhat Contam e CAM RCiers
AR drent (Dend Tie w00 e

A0 M wnend

A Wk Godl  Fecrden Koy Wark Gass

Contum peod) will prevert D tie rom cgeneg

~ o2 1)
Message from webpage L
it |
' X ._\ Your selection is saved.
& :
b - \)

i (2
Dt

X

P

STEPS

Select the tab you would like to
publish or hide.

Click the arrow for the
“Draft/Publish” drop-down menu

and select one of the options.

Click “OK.”

Select the “Publish” mode to allow your supervisor to see your goals. Each tab has a
draft/publish option.
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Notify Your Supervisor With a Message

MyPerformance Profile for Sarah Employee

Profile: sarah Employes: 2012/13 Active File v | Load

m Learning and Caree

Add Work Goal

Supervisor

Make sure your tabs ay

Reor|

Key Work Goal

* Key Work Goal 1
» Key Work Goal 2

¥ Key Work Goal 3

Please note: file names that contain the characters. .. .-
Attachment (2mb file size limit):

Cancel

[P ——

Tip:

Send a notification to Kathryn kineway (000000}

re set to publish.

Send Message

Messages sent to your supervisor will appear on

>

Printer Friendly

gk

Notify Supervis« 1 .

e«

STEPS

Click the “Notify Supervisor”
button.

Enter a message to your
supervisor in the text box.

Click “Send Message.”

their MyPerformance Profile dashboard.

View Supervisor Comments

/—A\]')—\

1.
Ml Learning and Career Development I Ratings and Signoff .

Key Work Goal Adid Work Goal

* Key Work Goal 1

Reorder Key Work Goals

2.

Target Date [?]
May 15, 2013

Key Work Goal Description and Comments: [7]

Sample Goal X

Tip:

Supervisor comments to go here

STEPS

Click on the tab that contains the
comments you would like to view.

Your supervisor’s comments will
appear to the right of your
comments.

Access MyPerformance Resources

We have several resources available to support both supervisors and employees in having effective
MyPerformance conversations. You may access them from the top menu of the MyPerformance Profile.

Profile Mavigation = Profile Resources =

USER GUIDE
MyHR > MyPerformi
Competencies

- Uszz another identity Learning Centre Courses

Profile Sample

MyPerformanc

MyHR - MyPerformance Profile
Using 2013114 profi

Recognition options for staff

> Create profie Career Planning

* View previous p
MyPerformance FAQs
» Copy from previc
Corporate Values
~or
CEDELLIEE MyPerformance Guides - NEW
performance

» Viiew any employ  Ministry Profile Cycles

Performance Coaching Services 3 ‘

P

Your supervisor’s comments will appear only if they have used the “publish” feature.

STEPS

Go to the top menu on the
MyPerformance Profile.

Click on “Profile Resources”.

Click on the resource you would
like to access.
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Understanding Your Rating Profile

From the “Ratings and Signoff” tab, you can self-assess your overall performance rating (optional), add

comments to support your self-assessment, and sign off your profile.

Step 1: Provide a Self-assessment of Your Performance

m Learning and Career Development al:g;lgs and Sign Off

Completion of the ratings self-assessment section is Optional for employees.

Corporate YWalues Ratings Scale

‘ TEP
This tab is in draft. Click Here to set to publish and make it visible to your Supernvisaor. S S
1. Click the “Ratings and Signoff”
tab.
“fou are encouraged to provide e self-assessment in preparation for your perfformance conversation with your
@ Exceeds Expectations 2 )@J Achieves Expectations @ Developing 2. Click the radio button next to
k the rating that best describes
is exceaeding expectations of job is meeting expectations of job is cumently not achieving Vour performance OVera”.
performance and is demonstrating performance and is demonstrating solid  expectations but has the
exceptional corporate values. corporate values. the motivation to do so, |
developing anundestan 3 Click the radio button next to
corporate values. . ..
the desired description.
Describe Performance (Choose One Category) Proven Leader
Select a category that best desoibes your performance.
@ Accomplished 3 )a Proven Leader & Subject Matter Expert @ Valued Mentor @ Valued Team Player
Contributor M
Lag’

Step 2: Add or Change Comments

Add Comments

Employee Year-End Comments
click to edit( ) !
Edit

Ciraft El \;f,)

J

Please note: MyPerformance Profile autosaves every 2
minutes.

the page to “publish”.

STEPS
Click “edit”.

Enter your comments and click
“Save”.

You have the option to keep
your ratings and comments in
draft or publish them so your
supervisor can see them.

Tip: There are quick links to Corporate Values and the Ratings Scale at the top of the “Ratings and

Sign off tab”.

@ Tip: When you are ready for your supervisor to view your rating (optional) and comments, change
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Step 3: Sign or Unsign Your MyPerformance Profile

‘ STEPS
1

“ H
1. On the “Ratings and
5IGN OFF pccurs only OMCE a year at the end of the performance management cycle for your ministry. Sign off cccurs after q 7
their final performance conversation and after both the employee and supervisor have completed the employee’s profile for | SlgnOff ta bl gO tO the

the supervisor. Sign off section.

Employee Signature
Saran Emplayes

{Suparvisor): 2 3 2. Enter your 6-digit
e Employee ID as your
Enter your @ digit employee 1D as your password: Sig\nﬁth by Py password
|:| | disagree with the information contained in this perfformance review: 3 C||Ck ”Sign Wlth my

Password.”

Please Note: Once you sign-off on your profile, all of your If you are unsigning, it
comments will be published and the profile will be will say “Unsign with
locked to any further changes by either supervisor or My Password”.
employee.

clicking the “Disagree” button after entering your employee ID number. Your
supervisor will be notified.

Tip: After you or your supervisor have signed off, you will both need to “unsign” your
profile in order to make any further changes. You do not need to unsign to select “I
disagree”.

Click the “Corporate Values” and “Rating Scale At-a-glance” text for more detailed information.
You find several resources under “Profile Resources” on the top menu of the MyPerformance Profile
to support you in having MyPerformance conversations.

G Please Note: You can disagree with the information contained in your performance profile by

Managing Your Profile

There are several profile management features available to you from the main MyPerformance Profile page.
Some of these features include: view previous profiles, archive your profile, copy information from previous
profiles, and manage to-do list items.

View Previous Profiles

MyPerformance Profile View Previous Profiles ‘

Viewing your 201213 profile

STEPS

1. Click the “View previous

Period | Name :
: profiles” text.

201213 | Click to edit | Active
* Create profile 2 Load

A
1) * \iew previous profiles m,h 201213 Chek to edit Aschive from 201202217 2 Click the “Load” button next to

» TakeEn archive snapshot 2012113 | new archive | Archive from 2012-02-20 1 the previous profile you would
Lo ' . q
* Copy from previous like to view.
profiles
Tip: You can use your previously archived profiles to help fill out your current profile, to
reflect on your past performance reviews, or any other way you find useful.


https://employee.gov.bc.ca/uploads/Corporate%20Values.pdf
https://employee.gov.bc.ca/uploads/Ratings%20at%20a%20glance.pdf
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. . STEPS
Copy Items from Previous/Other Profiles
c from Previ Profil :
MyPerformance Profile opy ffom Frevious Frofiies 1. Create a profile (Page 5)
Using 201213 profile Are you using your active profile? B
Tip: The profile you are using is noted o 2. Click the ”Copy from pFEViOUS
> CTeate p(:.J'ﬁIe 1 Step 1 of 2: Select the pr01 profiles" button.
* View prewous. M Pesiod | ame Type
:nT:ake :n archive snapshot Thisprofie  2012/13 Active 3. Click the “Select” button next to
p;%fe . p;ﬂous SE 2012 Active the profile you would like to
\ ) 3 ) Active copy from
Select :
= \J |
Step 2 of 2: Select the Items to Copy 4. Click the check box next to the
=== e — i | item you would like to copy.
=
j.{hK’ 4 G e You are abouk to <opy 1 iems 10 your current profile. Are you sure you 5. Click the “Next Step” button.

— (o] 6. Click “OK.”
INEE s
<) &
@ Tip: Another option is to load your previous profile, copy the text you wish to transfer,
load your new profile and paste the text.

Print or Save Your Profile to Your Desktop

MyPerformance Profile for Sarah Employee 1 STEPS
ProflE: SarsnEmpioyas:2012/12 pcaFle | Losd J T o —

1. Click “Printer Friendly”.
Key Work Goal Add Work 6 T?:wuéw! s;‘SD\aaY.:gH ﬂ;gﬂz:;ﬂ Shrista Fit " For larger font, select "Print 1 . . . .
* Key Work Goal 1 F’Prim:M‘II:‘r:flllem ‘ 2 F 2' CIICk ”Prlnt My PrOfIIe” (entlre
* Key Work Goal 2 Print Current Tab \,J prOfile), ”Print Current Tab
* Key ank Goal 3 b Print Tabs and/or Sections ” “« ]
i e 5 Only” (one tab) or “Print

Selected Tabs or Sections”
(more options).

3. To print, look for the print icon
on the new window that loads.
To save, click “File” on the new
window that loads, and then
click “Save as” to save a PDF to
your desktop (not shown).
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1

My To-Do List

The “My To-Do List” is a list of reminders. Items will appear on the “My To-Do List” when you manually add
them, when your supervisor or employee sends a message to you using the notify button, or when a system
administrator sends out a mass item. The “My To-Do List” is viewable from the main MyPerformance Profile
page (also called “My Profile Dashboard”) if you scroll to the bottom of the page.

My To-Do List

[E] new check this

Add Delete

N

My To-Do List

%wzw check this

MyPerformance Profile User Guide

Add a To-Do Item

To Do List

Your message cannot exceed 250 Characters.
check this T

2

Cancel OK

Delete a To-Do Item

=3

Message from webpage

I Delete these items from your to-do list?

CEE ] ’ Cancel

@ Tip:

P

4

STEPS
Click the “Add”.
Enter your text in

the “To-Do List” text
box.

Click “OK.”

STEPS

Select the checkbox
beside the item
under “My To-Do
List” that you want
to delete.

Click the “Delete”
button.

Click “OK”

You can click and drag to highlight and delete more than one item at a time.

0 Still have questions? Contact MyHR for help.
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Supervisor Extras
Navigating MyPerformance Profile

Supervisors use the same process to access MyPerformance Profile as employees. The supervisor profile has a
few extra options from the side navigation and top menu, such as: Copy items for my employees, View overall
performance, and View reports.

Side navigation: Top Menu Navigation:

Profile Navigation Profile Resources
Dashboard G

MyPerformance Profile

Viewing your 2012113 profile

* Create profile
* View previous profiles
* Take an archive snapshot

> Copy from previous
profiles

r Flanning

» \iiew overall performance

* \iew any employee
> View reports
My Employees

The section titled “My Employees” gives you a snapshot display of the people on your team for the current
year. You can view archived profiles for previous years by clicking on the corresponding year in the dropdown

box. '

My Employees

Select Year: |201314[+]

Name Excused Shared Review
Sarah Employee  MNo Mo In Progress
lames T, Kirk Yes Mo No 2013/14 profile
Hikaru Sulu Mo Yes No 2013/14 profile

Excused column:

A “Yes” in this column means that the employee is excused and does not need to create a profile (for example,
they are currently on maternity leave). A “No” means he or she is not excused. Click on the current state of
that employee’s excused status to change it.

Shared column:

A “Yes” in the shared column means that the employee’s profile has been shared with one or more direct
supervisors for clear business purposes. A “No” means you have not granted another supervisor access to view
the employee’s profile. Click on the current state of that employee’s shared status to change it.

Review column:
A date in the review column means the profile is signed off as of that date. An “In Progress” means that a
profile has been created and it is not yet complete and signed off. Clicking on the text in the review column

will open the employee’s profile.
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Enhancing Your Employees’ Goals

Provide Comments on an Employee’s Goals

Select Year 201314 =]

STEPS
;::,T:...W_,u_ o Res S M 1 1. Click the text under the
Mol e I} - ‘ “Review” column next to the

employee you would like to
comment on.

2. Click in the tab that contains
the kind of goal you would like
to comment on. We will use the

| | T —
Wor kgnln Learming amnd Carcer Developrnent Ratimygs and Sign O

This tab is in draft. Chick Here to set to publish and make i wisibée 10 your Empioyes 5 )
et

Key Work Goal “Work Goals” tab
- ey Work .
ol 1
Targot Date 171 o e 3. Under the Supervisor
Mizy 24, 2043 EUPARAEAF Sammant 1 . .
et Comments section, click on the
Key Work Goal Descrigtion and Commenis. [7] .
st g h 3 “Edit” button next to the goal
you would like to comment on
Lot vttt et g 0 30642 _ and enter your comment.

&1IREANAAF PAMMSAT 1

4. Click “Save.”

5. Publish your comment if you
would like your employee to

Save Cancel Check Spelling see it'
Tip: Supervisors can view employee data once the employee has published the tab.
Supervisors cannot enter or edit employee data.
Notify an Employee
My Employees
Select Year: |2013/14[+] STEPS
Hame Excused Shared Review 1 1. Click the text under the
e - r ‘ “Review” column next to the
Hikaru Sulu No Yes No 2013/14 i
% employee you would like to
Natiy 2 comment on.
Employee
Printer b . “« H ”
Freria 2. Click the “Notify Employee
button.
x
::-:I:Tjtm(a|iun 1o Sarah Employee (000001)? 3 Enter your message'
3 f h : H " ”
4. Click the “Send Message
button.

Cancel  Send Message

h&

@ Tip: Your employee will see the message in their “To-Do List” when they visit their profile.
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Rating and Signoff of Your Employees’ Profile

There are four steps to the rating and signoff process in the “Ratings” tab. In the first step you will rate your
employee’s overall performance, and in the second step you will provide a specific descriptor of their
performance.

Step 1: Select or Change a Rating for an Employee

Select Year 20114 [=]

Hama Excused Shared Review
SarahErnpioye Ne Na =
Jarmus T, Kk i

ks Suby

STEPS

o)
|[ Ratings and F-u]ulﬂle? 1

Completion of the ratings self-assessment section is Jprional for employees.

Click the text under the
“Review” column next to the
employee you would like to
comment on.

Wark Goals

Coipaiabe Vabeed  Flaling Soal

This tab s in draft. Cick Here 10 56t io publsh and make i visibie B your Employes

2. Click the “Ratings and Signoff”
ASSERE Four emplorer s performanoy 3 tab

Emesds Expeclabions @ Achieves Expectations Desvesioping Hal Pesforming

4 Rt ] A Cbond of b i "bqt-tmms olns 8 STy St Wi W 15 S BN BaphCLtn 3. Click the radio button next to the
perdumance and is demonsiaiing parformancs and is demonataing wipectaions bt has e pobential and
PITHEHOR COrROrate ki s Polsd CODOrI VA T moBvaRon 1o 02 89, 0 11 COSIET desired rating

SRR I UG ol
e ate R

Dascribe Paricmmancs (Choose One Category) Proven Leader 4

T 3 CRRgEn B b~ A O HTpHTRE S PSRN0k

Click the radio button next to the
desired description.

can B4 counted o 8 30 T
)

B FRLEIBRES B S
aaacialed wilh B posilion
% 2 5hang coninbudor who
oy O abos and by i
Sosiel B Ak

ceomplsned \_)nﬁrnunuuu

Swrmearisirales 3 bl of
bledaa e Bl 18 0 25N
B SR

vy echifd ghengihs in
Semonsiabng He copaate
values of courage andior
Besrilatelly i Sehniing
Hieit wirt goati

3 Capabie eader who i3
acherang eapeciabons o
B 3 SURBNAS B0 B B0
amployea

Subject Matier Expert

i3 2 "go 12" parsan onhis
PR milin T
SIS A Sl
Srppe N 3 padodar beid
N Ge Cownded on 50 delves
o, rebaank il
B HEEE NS SN

Sl Nt AR i
PTHNEEING T OO0
values of cumosily andion
ooty

aksed Memior

vl B knowiedgs andRor
st VAN G
SRAIALE B B
igangaien

may extebd srengis in
SEmOnEalng Tis Copaus
i S s B
B i P
WIRE GOlE

Semonsirales bofh Fa sk
& C3aS | Bhate s of

P e Wt R
expadiie with e

Waksed Team Player

s @ oy condribulos b e
SRS S8 3 B8 A Snel
SRR mEe plce

% 3 Mo of molvaBion
BOsive Ao s and
shiares inosteigs

Sy Fafutel AVERIE iR
SHERATEIENG Tl CODOEN
values of EBBON andr
Beam work

Click the “Corporate Values” and “Rating Scale At-a-glance” text for more detailed information.
You find several resources under “Profile Resources” on the top menu of the MyPerformance Profile

to support you in having MyPerformance conversations.
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Step 2: Add or Change Your Comments to an Employee’s Profile

Add Comments STEPS

Supervisor Year-End Comments 1. Click the “Edit” button.

<

I} 2. Enter your comments.
3. Click “Save”
4. Change status from “Draft” to

“Publish” to allow your employee
to view the information.

3
Sa\ré-) Cancel Check Spelling

D Edﬁb ‘

\4) Draft  [«]

Pleme note: file names that contain the characters ~ or .. (double period) will prevent the file from opening.
Attachment (2mb file size limit)

Adid Artachiment

. Please note: = MyPerformance Profile autosaves every 2 minutes.

Step 3: Sign or Unsign an Employee’s Profile

STEPS

SIGN OFF occurs only ONCE a year at the end of the performance management cycke for your ministry. Sign off occurs after the supervisor and employee have

had their final performance conversation and after both the employee and supervisor have completed the employee's profile for the year, The employee signs 1. Onthe ”Ratings and Si gnof‘f” tab

aff before the supenvisar, . . !
go to the Sign off section.

Supervisor Signaff

Sarah Employee

(Supervisor 2. Enter your six-digit Employee ID
as your password.

Enter your 6 digit employee 1D as your password: Sign with My Password 3 ’

\2)% [ 3. Click the “Sign with my

Password” button.

If you are unsigning, it will say
“Unsign with My Password”.

) Please Note: Employees must sign their profile before you provide the final supervisors sign-off.

Please Note: Once you sign-off on an employee’s profile, all of your comments will be published.

ee
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Managing Your Employees’ Profile

There are several profile management features available to you from the main MyPerformance Profile page.
Some of these features include: copy items to employee profiles, view overall performance of employees,
excuse and unexcuse employees, and share and unshare employees.

Copy Items to an Employee Profile

MyPerformance Profile

» Create profile
> View previous profiles
» Take an archive snapshot

> Copy from previous
profiles

> Copy items for my 1

employfws g
> View o performance

* View reports

Select the Source Profile

Copy from Employees
Select from of your empld 2 &= to copy from
Select frol mplate to cof,

Selectfrom a template to copy fMows

Displaying 3 employes reporting to Kathryn Janeway
Source  Employee Type Period File

s Kathryn Janeway EXM 201314 View

Sarah Employes ENM 2013/14 View

sal
sE\hJames T. 3 M 201314 View

Select | Hikaru Sults SNM 2013714 View

Select the Target
Copy to Employees
Copythe selected items to your Employees

Copyto Template
Copythe selected items to a template

Displaying3 employee reporting to Kathnyn Janeway:

T empioyee Jobtype Period  File

[ Kathryn Janeway EXM  2013/14 View
Sarah Emplaye-  =NM - 2013/14 View

mes T, Kirk 2013114 View

[ Hikaru Sulu A 201314 View

NE.E 5

Select Blemenw.w Copy (000001) Sarah Employee's 2012/13 active file
Z)

L

Item CopyTo Description
Key WorkGaal Key Supenise, evaluate and ensure effective training and management of program staf
Work
so0al
[] Learni, Vearning Supenvise, evaluate and ensure effective training and management of program staf.
Goal
Copy iterns froy (000001 jSarah Employee’s 2005/14 active file
Te:&m Ly e8|

4% Youare aboutto copy 1 item from (000001} Sarah Empl oyee's 2013/14
@' =ctive file to (000000) employee

WARNING:
These items will be added into the target Employee's current

file, existing items are NOT overwritten. Therefore be careful

notto copy the same item more than once, otherwise you will have to
clean them up manually. Continue?

STEPS
Click the “Copy items for my employees” text.
Click the “Copy from Employees” text.

Click the “Select” button next to the profile
you want to copy from.

Click the box next to the profile you would
like to copy to.

Click the “Next Step” button.

Click the box next to the goal you would like
to copy.

Click the “Copy items from...” button.

Click “OK.”
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Copy Items to a Profile from a Template

MyPerformance Profile

» Create profile
* View previous profiles
* Take an archive snapshot

* Copy from previous
profiles

* Copy items for my

employpes 1 )
> View Dv‘m performanc

* View reports

Select the Source Profile

Copy from Employees
Selectfrom one of your employee’s profi—'=.copy from

Select frol template to copy from 2
Se\edfro%mplate to copyfrom
Step 2: Select the Source ?emplate

Displaying 168 templates:

Source Name Key Work Goals

A7 winal Justice Branch - Crown Counsel 8
Selgct

Selb A, )val Justice Branch - Office Assistant 2

5 AG - Criminal Justice Branch - Crown Level 1 3
lact

5 AG - Criminal Justice Branch - Crown Orientation 1
lact

Select the Target

Copy to Employees
Copy th lected item 4 Employees
Copyto plate n)

plate

Copy the selected items

Displaying 3 employee reporting to Kathryn laneway:
Employee Jobtype Period  File
[C] Kathryn Janeway EXM  2013/14 View

I:EF--_ 5
[Clagmes T. Kirk ENM 2013114 View )

[ Hikaru Sulu EXM  2013/14 View

Mext Step

&

Select Element to Copy Template: AG

B Copy L
Item To Description
[, Key Work Goals Key To develop a supportive and productive workplace environment.
Work
7 Goal
] Key W ) Key To protect
Work
Goal
[C] KeyWork Goals Key To strengthen
Waork
Goal
[[] KeyWork Goals Key To enhance
Waork
Goal

Copy items from Template: Ah

-
Message from webpage léj

\ You are aboutto copy 1 itern from ternplate to (000000) Employees

WARNING:

These items will be added into the target Employee's current

file, existing items are NOT overwritten. Therefore be careful

not to copy the same item more than once, otherwise you will have to
clean them up manually. Continue?

Ce& 9

]

STEPS

' 1. Click the “Copy items for my employees”
text.

2. Click the “Select from a template to copy
from” text.

3. Click the “Select” button next to the
desired template.

4. Click the “Copy to Employees” option.

5. Click the box next to the profile you
would like to copy to.

6. Click the “Next Step” button.

7. Click the box next to the goal you would
like to copy.

8. Click the “Copy items from Template...”
button.

9. Click “OK”.
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View Overall Performance Ratings of Your Employees

MyPerformance Profile

Viewing your 201213 profile STEPS
» Create profile ‘
> View previous profiles
i e 1. From the MyPerformance
T
peaies Profile home page, click “View
; Vewonsd pggrmm Overall Performance.”
iew any empldyee

> View reports

2. Select your search parameters
from the followin ions:
View Overall Performance 2 omthe follo g Opt ons
A . .
~ ~ a. Click “Period” to select the
Notice 201314 Qverall Performance Ratings for Employees Reporting to Sarah Employee desired timeframe.
X Period: 013 - SUPETVISOr: 277841 i EmplD: 3] .
Doperales e b. Click “Show” to select the
- Show: Direct Reports. - Type: [Bargaining Lk - P3A 4 Sort Lastname v A7 v
e = group of employees you
MyPerformance Hurses < want to run a report on.
Profile . “« . ”

. ) 3 E‘”"h more g c. Click “Supervisor” to select
Create profile . . .
- et 4 a subordinate supervisor if

profiles H
Disglaying @ Employess: you would like to run a
report for a particular unit
* Copy items for .
miy employess within your program area.
* Vigw overall “ ”
. d. Select “EmpID” to select a
> View reports particular employee you
Employes Rating Position want to run a repor‘t on.
M B Kathrn Janeway o 201314 The Director e. Click ”Type” to narrow the
B & James T Kirk District Manager TR e GRE R Of
B @ sy su District Manager p . Yp
B @ montgomery scon Director pOSItlon.
B & kamarine Pulaski Dir Resource Autharization f. Click “Sort” to |dent|fy how
B @ ranens RomEe District Vanzger to organize the report.
B pavel Chekov o 234 e Reg Executive Administrator I k ”M O . »
I Leonard Moy Ko 201314 fle Office Manager 8. Clic ore Options™ to

run a report by ministry
code or department ID.

3. Click “Load” to run the report.
Scroll down the screen to view
the report.

4. Optional: Click “Export” to

generate the report in an Excel
spreadsheet.
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Excuse/Unexcuse an Employee

My Employees

STEPS
Select Year: |2013114]+] ‘

1. From the MyPerformance Profile home
page, click the “No” text next to the

Name Excused Shared Review
Sarah Employee N Na In Progress employee you would like to excuse.
Jlames T, Kirk Yh 1 o No 2013/14 profile
Hikaru Sulu \ 114 pi .
Mo fes MNo 2013/14 profile 2. Click the “Excuse” button.
Period Excuse  Reason
_ _ = 3. Select a reason for excuse from the drop-
Excuse from all periods [~ * Excuse from all periods
down menu.
201314 .
2013 g 2 4. Click the “Proceed” button.
201213 .
2012 Excuse
Casual Employee u Frocesd
Medical Ceave 4
MNen-medical Leave
. | Resigned
Period Excuse Retired By
Excuse from all periods [ ...~ 7Secondment
Terminated
2013114 Excuse
2013 Excuse
Period Excuse Reason By
Excuse from all P * Excuse from all
periods periods
2013/14 5 By 000000 on 2013-05-12 16:22
Lt L Pacific Standard Time
Tip: To unexcuse an employee, follow the steps 1 and 2 above, and click “UnExcuse.”

Please Note: The only reasons employees can be excused are:

- Employee has retired, resigned, terminated, or is on secondment to another
agency outside government,

- Employee is on leave, such as medical, maternity, or deferred salary leave

- Employee is a casual employee, such as temp agency employees (does not include
auxiliaries).
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Share/Unshare an Employee Profile

My Employees

Select Year: |2013/14[«]

Name Excused Shared Review
Sarah Employee Na [jj} 1)L Progress
James T. Kirk Yes Mo Mo 2013714 profile
Hikaru Sulu No Yes Mo 2013/14 profile

[Select Supewimr] 2

3

FProcesd

4

STEPS

From the MyPerformance
Profile home page, click the
“No” text next to the employee
you would like to share.

Click the “Select Supervisor”
text and find the supervisor you

wish to share the profile with.

Enter a clear business reason in
the “Reason” text box.

Click the “Proceed” button.

Please Note: You must have a clear business reason to share an employee’s profile.

@ Tip: The share will not end automatically; when the additional supervisor no longer

requires access, you must end the share manually. To unshare an employee, follow

the steps 1 and 2 above, and click “Stop Sharing.”
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View Reports

The “View Reports” function allows you to see an overview of your employees’ MyPerformance profile status.

MyHR > MyPerformgnce Profile > Dashboard

1

Notice
No profile loaded yet.

MyPerformance Profile

» Create profile

> View previous profiles

> Copy items for my
employees

> View overall performance

> View reports

Welcome Sarah Employee

‘ STEPS

1. Click the “MyPerformance
Profile” text to get back to the

based on yourbministry's MyPerformance cycle. main page.

Calendar Year Option: If your ministry is on a calen
have a 2012 Profile which should now be signed off, ar 2. Scroll down on your main

Fiscal/Operational Option: If your ministry is on a fi:
should already have a 2012/13 Profile or you will neec

How to create a profile:

1. You need to know which MyPerformance Cyc

sure, please check here.

2. Once you know which Profile to create, then ¢

the gray box

3. The options for Profiles will then appear. and y

creates your new Profile.

My Employees

Select Year: 201314 ~

Name
[ Kathryn Janeway
James T. Kirk
Hikaru Sulu
[# Montgomery Scott
B Katharine Pulaski
Kira Nerys
Pavel Chekov
[ Leonard McCoy
Ezri Dax

dashboard page, or click on
“View Reports” in the grey
box on the left, to view a
summary of your employees
(you will see if anyone is
excused or shared and the
status of each employee’s
current profile).

Excused Shared Review

MNo
Mo
Mo
Mo
MNo
Mo
Mo
MNo
Mo

Mo
No
No
No
No
Mo
Yes
Mo
No

In Progress
MNo 2013714 file
Mo 2013/14 file
In Progress
In Progress
MNo 2013714 file
MNo 2013/14 file
In Progress
MNo 2013714 file

0 Still have questions? Contact MyHR for help.
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