HEAR Assessment: Request Revision or Approve
ROLE: REVIEWING AUTHORITY

Purpose

This job aid is to guide the reviewing authority through the step-by-step process of how to request revisions or approve
the review. Follow the steps below to request revisions or approve the review.

Process Flow

Step 3b
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Step 2 ® Revision
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Procedure

Step Action

Log into the Talent Management System

*View the
HEAR
Assessment

e Click the Inbox icon in the top main header next to your name. The
(TMS) at https://talent.houstontx.gov Inbox Detail screen displays.
1. Access the HEAR Assessment

[ ]
Proxy Approvals (0)
‘Approve Raters - Skills (0) Proxy ReqUESt Approva I-S

. . Approve Plans (0)
Clle Approve ReVIEWS > Approve Reviews (1) § Acting as your Proxy

epm e e Name Created By Start Date EndDate Access Type  Status  Actions
I?]e)ndmg Registration Approvals
Len e RUSSELL  RUSSELL  ouisiets 222015 Roebased Approved Actions
::T:‘:“m w@%ﬂ" RUSR%ELL 02/15/2015 0202202015 ?:;‘;":;:gl Approved Actions
Team Evaluations (0)
Surveys (0)
Job Assessments (0)
Message Center (19)
Checklists (0}

e The Approve Review page displays. Click the title of the review link

in the Review Name column.

Approve Reviews

View by Person Type

Approve Reviews Print | Export | Modify Table

Reviewee Person Typdl Review Name JReview Owner Rater Status Start Date End Date Overall Rating Actions

Approve
Revision
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Reviewer UAT v2
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Reviewing 1of1
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HEAR Review: Request Revision or Approve TMS Instructions: Reviewing Authority

Step Action

2. View the HEAR Assessment e The employee’s review page displays. In the More Actions box, click
Show Ratings to view the review.

Reviewer One: UAT v2 Review

Cakuaton Mamos

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

page.

Printer Friendly View of Review

Review Information

3a. Revision Requested e If changes are needed, click the Revision Requested button and enter
in your comments. The HEAR Assessment will be sent to the manager

Note: If there is NO revision needed .
for revision.

then please proceed to Approve the

Review (on the next page).
Click

Revision
Requested

e The Electronic Confirmation dialog box displays.

e Enter your Username and Password. In the Comments text box, type
the reason for sending the review for revision. Read the statement and
click the check box.

e Click the Save button.

Electronic Confirmation

nnnnnn

nnnnnn

The plan is sent to the Manager for revision.

Note: To continue to the next step, the Manager must send a revised
HEAR Assessment.
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TMS Instructions: Reviewing Authority

3b. Approve the Review e If there are no changes, click the Approve button.

Reviewer One: UAT v2 Review

Reviewee

Completed)

Reviewer One

Start Date 07012014 Mors Actions
End Date 061302015 Show Ratings
Feedback Due Date

Review Status Pending Approval

Rater Statuses 1.0f 1 Completed (1

Review Owner Reviewing Authority

[ Copy previous owner rating and comments

More Detalls | Raters | Approval Chain | Rating Summary

Calculation Method

Review Owner Only I

Cancel Approve Revision Requested

statement and click the check box.

e Click the Save button.

Electronic Confirmation

By checking this box, you are approving this review.

Save

* = required
Date 04/30/2015
User Kim Phung
Usemame c12984
Password® essevceee
Gomments Thank yeut
Paragraph  ~ FontFamiy =
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Path: p

Cancel

[ Click Approve ]
L

e The Electronic Confirmation dialog box displays.

e Enter your Username and Password. In the Comments text box, type
the reason why you are sending the review for revision. Read the

e The HEAR Assessment is approved and is sent to the manager.
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