Finalize HEAR Assessment

ROLE: EMPLOYEE

Purpose

This job aid is to guide employees through the step-by-step process of how to finalize the HEAR Assessment. Follow the
steps below to finalize the HEAR Assessment.

Process Flow

eView the
Rating

e Access
Performance
Review Page

¢ Finalize the
HEAR
Assessment

Log into the Talent Management System

e In the left navigation pane, click the Performance link.
(TMS) at https://talent.houstontx.gov \
Welcome to the City of Houston's Talent Management System (TMS)! \
1. Access Performance Page
Message Center Current Learning
Modify Table e
Subject Received On
i ‘m Performance Review for Reviewer One is released 04/302015
Leaming
e Performance Review Cancellation for Reviewer One 0412972015 L.
Root Objectives
Contributions An activity for Reviewer One's has been added 1o 2... 0412912015
Plans
. An activity for Reviewer One's has been added 10 2... 041292015 Organization Administrator. MODEANE WA
Click Performance > | peomance e
d Reports An activity for Reviewer One's has been added 10 2... 0412972015
Analytics View All Mails Be Good Stewards of the Public's Money
Build and Maintain a Sustainable Budget
Cata log Search Deiiver Innovative and Improved City IT Service:
s . Fiscal Responsibility
Enter Keyword, ID or Description Leaning Catalog  [¥] Increase Revenues
Locations (Select "Any Location” option from  Starting
Any Location [=] 'InNextSixMonths  [+]
/—_\" S|

e The Performance Review page displays. Click the HEAR Assessment
link with the Released status.

Reviews

My Reviews | Reviews for Others
View by | Al |z|

view @8} Active Cycle Milestones © All Current Reviews

Current Reviews - Active Cycle Milestones Modify Table
Review Name Exception In Progress Approval Released Completed
UAT vZ Review =]
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Finalize the HEAR Assessment

Action

TMS Instructions: Employee

2. View Performance Rating

The Performance Rating page displays.

Reviewer One: UAT v2 Review

More Details | Raters = Approval Chain | Rating Summary

Reviewee Reviewer One
Review Owner Reviewing Authority

I Copy previous owner rating and comments

Start Date 07/01/2014 More Actions
e oate persoaots Show Ratings
Feedback Due Date
Review Status Released
Rater Statuses 1 of 1 Completed (1

Completed)

Cancel

The Printer Friendly View of Review window displays. After
reviewing the HEAR Assessment ratings, click the Close button at the

bottom of the page.

Printer Friendly View of Review

Review Information

Reviewee

Review Owner

Reviewer One

Reviewing Autherity

Review Owner Calculated
Rating

Final Section Rating

Goal 1 Information
Title

Description:

Category
Type
Start Date

Due Date
Raters

Review Owner

Review Name UAT v2 Review

Review Status Released

Review Period Start Date 07/01/2014
End Date 06/30/2015

Section Information

MName SMART Goals

Weight 1

Weight % 50.00

Self Calculated Rating Mot Available

4.00 - Exceeds Expectations

4.00 - Exceeds Expectations

Attend one conference

& - Exceptional: [kjljill]

4 - Exceeds Expectations: [Fill in criteria]
3 - Meets Expectations: [Fill in criteria]

2 - Below Expectations: [Fill in criteria]
1- Needs Improvement: [Fill in criteria]

Fiscal Responsibility
SMART Goal

07/01/2014

06/30/2015

Rating

4 - Exceeds Expectations

ank you for your hard dedicaté
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Finalize the HEAR Assessment TMS Instructions: Employee

Action

3. Finalize the HEAR Assessment e After you review the ratings, click the Rating Summary tab to

finalize the review.

e The Rating Summary tab page displays. Click the Finalize This
Review button at the bottom of the page.

Reviewer One: UAT v2 Review

Start Date orr0 More Actions
&ndDae 08302018 Show Ratings
Feedback Due Date:

Reven Dus Ot oavams
even sraus f—
ees 5671 Compleed 1
Fate i Compiea
[— Approval Chain | Rating Summary
vt Raing Sese s —
vt Rsting B —
Thankyou for s your ok
Ouners Cammerss Trerbyes

Reviewse's Comments
Finaization Date 02018

One on One Misting

Final Overall Ratings

SWART Gosls Rvailable  Expectations. Expectations.
CommentsiOtservations  Available  MotAvailable NotAvailzble . . .
Click Finalize

Expectations

\1, L This Review

Cancal Finalize This Review

e The Electronic Confirmation dialog box displays.

e Enter your Username and Password. In the Comments text box,

enter additional remarks (optional). Read the statement and click the
check box.

e Click the Save button.

Electronic Confirmation
* = required
Date 0413012015
User Ravieuer Ore
Usemame® Manageri
Cemmants Thank you for an awesarme year!
owegn - mamremy - Sz -
B /U |== A-
Patrp
Pertormance Review
e o
By checking this box, you receipt of your with your
manager.
Swe | Ganasl

e The HEAR Assessment is completed.

END OF PROCEDURE « RETURN TO TOP
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