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WELCOME TO THE NEW ENTERPRISE PERFORMANCE
MANAGEMENT SYSTEM (ePM)

ENHANCEMENTS!

¢ Easy real time supervisor update
¢ Proxy capability

¢ Tab functionality

¢ Sections collapse

¢ New supervisor will see prior documents for the employees they Supervise

L History
/| Previous Supervisars' Documents

3

*

Create easy to see vacant PD’s for use later.

Final documents sent straight to employee file

Evaluation scores recorded real time In Banner

Future enhancement: Online New Position/Reclass/Salary Review system
that ties to ePM

J J J
000 000 000
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New Vocabulary

s EPD = Employee Position Description
* VPD = Vacant Position Description

+» Create Start new document

*

Details = Edit, View

* Vacate = Remove employee from PD and move PD to Vacant Position status
* In Progress = Not complete

*» Final = Last completed document

¢ History = Prior completed documents

* Proxy = Name employee who can do any task you can in the system, but

submit
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Enterprise Performance Management System (ePM)
Tab Menu
Renders best with Chrome or Firefox. Turn off compatibility with IE.

( emicer
| SignOut|

3

] TEXAS TECH UNIVERSITY SYSTEM

MyPMDocs = Self-Assessment GTM | Posttion Descripion | PDCTM ~ Evalustions = Evaluation CTM | Supervisor Maintenance | Proxy Maintenance

Organizational Managers get more Tabs such as Supervisor Maintenance and
Proxy Maintenance Tabs
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Supervisor Maintenance Tab

** Select chart and organization * Supervisor may have up to five proxies
** Find Employee and highlight % Proxy will have all the access as Supervisor
<+ Search by name or R# and Select ¢ Proxy will see and edit all the documents
New Supervisor ¢ Proxy can act on Supervisor’s behalf except to submit
¢ Submit (Change is immediate and and sign
is fed to Banner) ¢ Only the actual Supervisor can Submit and Sign

|j TEXAS TECH UNIVERSITY SYSTEM

My PM Docs Sefl-Assessment CTM Positon Descoplion PD CTM Evaluabons Evaluation CTM Supervisor Maintenance Proxy Manlenance
Chart: = Organization: | search | [ Ciear |
Scarch: [ Search | | Clear '!
R# Name Title :":‘:1: Efg:‘:l“ s“"::"m Supervisor Name Supervisor Title
Employee:

Now Reportz To:

Name:

Position Number:  Suffix:

Title:

| Submit Changes to HR System
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Organizational Manager’s Proxy

Org Manager’s proxy can perform Supervisor maintenance on behalf of the Org manager
Click on Proxy Maintenance tab

Click on +Create

Search for employee to be your proxy, by R# or name

Select from dropdown - Supervisor Access or Full Access

Highlight and click Add Proxy

Proxy Added, will be visible from Proxy Maintenance tab

Proxy can be deleted at any time

/ / / / / / / /
0’0 0’0 0’0 0’0 0’0 0’0 0’0 0’0

(VBT
| Sign Out|

[ TEXAS TECH UNIVERSITY SYSTEM

My PM Docs | Self-Assessment GTM | Posttion Descripion = PD.CTM | Evaluations | Evaluation CTM | Supervisor Maintenance  Proxy Maintenance

Add New Employee Proxy
Select Search Criteria:  LastName - Search | | Clear

R# Last Name First Name Middle Initial

Add Proxy | | Cancel
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Position Description Tab two Sections: Employee Position Description
and Vacant Position Description
Click Create to begin a new Position Description or a Vacant Position Description

My PM Docs Self-Assessment CTM Position Description PD CTM Evaluations Ewvaluation CTM Supervisor Maintenance Proxy Maintenance

Proxy for: HR Administrator

Search: Clear

In Progress

Submitted for Review

Submitted for Final

amng for Signature

Final

B History

™ previous Supervisors' Documents

Chart: - Organizal tion:

Search: Clear
Chart: *  Organization: M

Position  Position Tite Owner Transaction  Date Details

Number Class Type Created
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Update an existing Position Description

ik 'NeansmonDesm on fiof n o
: New Position Description

- New v
FD Template: New—[ PO Template:  Update
FOType: | Update 1
Clone e
Retlass gl |

Orging!°D: TGI72016~RO0S 1483 el Rose-HUsa07 0l

Crete | Cancel |

The Position Description has a Status Column and Click on Detail to Update

Search: Search

¥ in Frogress
¥ Submiied for Revew
¥ Submied for Final

» \aiting fior Signatune
¥ Fral
Hstory
Prewous Superasors’ Documents
Chat E *  Omanzaton  OODO0O0 Search | | Cear | 203021 - Human Resounces Ep
Re Lxsi Hame First Hame fioskian Tale Supervisor Status Wy fons Dretails

Humbser Tipe Created
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Final Position Description

All Sections are “ ”and “Mark Incomplete”

MNew Position Description

Sections
Position Summary
Level of Interaction

Cualifcations

Competencies for Drganizational
Excallance

Employea Information

Functions for Orjanizanonal
Success

Physiczl Demands and Wiork
Emaronment

} Position Summary

Status
Complete
Complete

Complete

Complete

complete

Complete

Complete

Submit for Review | [ Submit for Signatures | [ Save fo PDF | | Close

Each Section is collapsible.

Prepared Date. 070172018

Direets, plars, ceordinates and supervises the operation and activites of a apecialized unit or small cepartment: develops and implements policies and procedures, administers the budget,
organizes tasks and gets priorities. Serves 35 llalson with univarsity personnel and community at large. Works under general supervision with broad (atitude for infiative and Independant

jucigment

Level of coworker interaction/dependence:

Koderaie (some interaction with coworkers to accomplish work)

Level of supervision received:

Limited (worker must be highly autonomous; show much independence)

Iark Incomplete

Mark Incomplete
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Ready to Submit for Review or Signature
Save to PDF if needed

| New Fosition Descripfion

Submit for Review I | Submit for Signatures ] . Qave io PDF Ciose

Sections are not Collapsed
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Submit for Review

Mew Fosdion Descriphon

| Submi for Review | | Submit for Signatures | | Save io POF | | Ciose |

Once you select “Submit for Review” Click “+Create” in the Pop-up Box

New Position Description

PD Reviewer - Delete + Create

R# Last Name First Name Middle Initial Review Level Review Action Action Date

Submit ] ’ Save ] ’ Close ]

Select Search Criteria for Reviewer, Highlight Name and select Reviewer Level

Add Hew PD Rewviewer
Select Search Criteria:  Last Name - JONES Search Clear
| R# Last Hame First Hame Middle Initial
ROQQO0000 JOMES MARY B
1 Sedect Revewer Lewvel -
Fead Only |
Edat
l Add Rewewer . Cancel
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Information X

ii An email has been sent to Reviewers
[

Example of E-mail

....................

From: ePM@ttu.edu[mailto:ePM@ttu.edu] Sent: Monday, July 25, 2016 5:28 PM To:
Supervisor’s Name@ttuhsc.edu>Subject: Position Description for “EMPLOYEE NAME”

A Position Description (PD) for “EMPLOYEE NAME” has been submitted for your
review.

You may log in to the ePM System by selecting the link below. The PD waiting for your
review will be found in the PD Reviews section of the Position Description tab.

Link: https://preprodapps.texastech.edu/hr epm



https://preprodapps.texastech.edu/hr_epm
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Position Description has action Buttons for Reviewer

Mew Possion Descriphion
| Approwe | | Approve wi Edits | | Reject | | SawetoPDF | | Close

P = ** Reviewer can Add
Comments

4

»* Reviewer can
make changes if
allowed or simply
read and save.

4

» An email will be
sent to Supervisor
when Reviewer
has completed his
review.

Add Reviewer Comment

I made some changes to the first function. Let me know if you need to discuss
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PD in Supervisor’s list as Submitted for Review, but now ready to Complete

} Employee Position Description (EPD) - Delete | + Create

Search: Search Clear

In Progress

Submitted for Review

Submitted for Final

Mhwa iting for Signature

Final

O History

[ Previous Supervisors' Documents

Paosition X Transaction Date
R# Last Name First Name Number Title Supervisor Status Type Created Details |
for New Position
EB2435 Senior Analyst x D&MT2016 De-,alls
Signature  In the Budget

- 2 Submitted New Position ST
E&2435 Senior Analyst o = 081712016 DE!E“IS
for Review  In the Budget

E88435 Senior Analyst Reclassificatk  09/2712016 i}elalls
ESDG44 Section Coordinator Current PD  02/09/2016 Details
EQlE44 Section Coordinator InProgress  Cument PD  09/2872016 Deiails

Wiatinn for heowe Dae
AR r Wiaiting for Jew Posiion
E&3271 Senior Analyst ] g 021420186 De!alls

Signature i the Budget

?JUUULL
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Once all sections are complete... Submit for Signature

naw Posilion Descriplion

| Bubmil for Review | | Submill for Signatyrds | | Aave lo POF l | Gl 1

Prapired Data O7/01/2018

Mark Ingompligle
:
Mark Ingomplete
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After you click on “Submit for Signature”... Check the Box below and Click on “Sign”
Employee will get an email to sign... and PD process is now complete

Signature Confirmation

| certify that | have reviewed this position description and it is ready for electronic signature
and submission o the employea’s file.

SIGNATURE NAME

You are required 1o affirm that the account you are currently signed into is your own and
that this affrmation equates (o a digital signature. The eRalder SIgn In that is requined 10
access this application serves as your digital signature for affirmation purposes. This

- = = signature guideling is in compliance with the UETA Guidelings for the Management of
Work Environment-Noise

Electronic Transactions and Signed Records.
Amount of noise fypical for the work envil
¥ Sign Cancel

Organization Chart Upload
alid file extensions for upload are: .doc, .xls, txf, pdf, .csv, xmi, rif, .docx, x/sx

of the date indicated below.
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After the Supervisor Signs the employee will receive an email to sign.
Employee accesses “My PM Docs”, and selects the PD to sign and submit.

From: ePM@ttu.edu[mailto:ePM@ttu.edu]

Sent: Thursday, September 29, 2016 5:30 PM

To: Supervisor Name supervisor.name@ttuhsc.edu

Subject: Position Description ready for review and sighature

Your supervisor has submitted a Position Description (PD) for your review
and signature.

You may log in to the ePM system by selecting the link below. The PD wiill
be found in the My Position Descriptions section of the My PM Docs tab.

Employee signs and supervisor receives an email:

Thu 6/9/2016 5:32 PM

ePM@ttu.ed i
A@ttu.edu ¢ This completes the

process for a Position
Description. Save as PDF
is Optional.

Position Description for Employee Name
o W Supervisor's Name

The Position Description (PD) for EmporeeName has been signed and sent to the employee’s official fil
You may log in to the ePM system by selecting the link below to review the completed PD.
https://preprodapps.texastech.edu/hr epm



mailto:ePM@ttu.edu%5Bmailto:ePM@ttu.edu
mailto:supervisor.name@ttuhsc.edu
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Evaluations

¢ An Evaluation should be completed after the first 6-months of employment and
Yearly after that.

¢ A Final Position Description must be completed before an evaluation can be
processed.

+* Once you Create a New Evaluation, the employees you supervise will be visible on
the dropdown window. Make sure you select the Evaluation Type.

New Evaluation
Chat E v
-
Crganization:  0DDOOODD Search

Tech ID (R-Number): R10293954
000000 - Human Resources Elp ;
Title: Section Coordinator
EI'I’I|3'EI'_1'E:E | ¥ Overall Evaluation Rating: 0.00
RO0D00000 Employee Name EB9971 00

Evaluation Type: Annual -

Current Hire Date: 10/20/2008

Save
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Evaluations
** Enhancement to competency section must have a comment added for score under 4
and also for 7. If the comment is not inserted, you will receive an error message.
Mark Complete when finished.
+* Low score on Competencies or Function feeds to PIP (Performance Improvement
Plan)

REVLT-HRE  Mark Complete

Competencies for Organizational Excellence

1. Accountability

Accepts responsibility for individual and team action in all areas of job performance

) @5 @6 ©
TESTING ON THIS OMNE
GComments:

2. Adaptability

Demonstrates flexibility and adaptability to change. Effective in adjusting to new or different assignments.

TESTING ON THIS ONE

Comments:

{FRequirad for EACH compelsncwstantard rated Jess than 4)

This compatency had a score under 4 and thenefore feeds to the
Ferformance Improvement Flan. Insert 3 target date

Adaptability: Demonstrates Tiexabiity and adaptatinty to change CROAR0T
Effactive in adjusting to new or different assignmeants.
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Evaluations

Tiems Goals | Development Plan Target date

Qazin certification with CEEB.

1212017 3

Mark Complete

What a great year this has been in the Benefits seclin,

Supervisor Comments:
‘ Save
Rark Incormpiele
Name: Employee Name [ech I R Nemberl ROOOOOO0D
Depariment  Human Resour
Supervisol. Supervisor Mame (rveall Evaluation Rating: 5 35

Sypervisor Tech ;- ROOO00000
Dade of Evalusation: [OT/07/3018 Evaluation Type: Annua

[late Submifted Ciores Hite Dabe: (0172011

¢ Click on Create button to
type goals/development
plan and Target date.

** Overall summary comments
section. You will see
misspelled words in red. Right
click to correct.

¢ Overall score shows in
Employee Information
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Self-Assessment
It is recommended that an employee complete a Self-Assessment prior to an
Evaluation (6 mo. Evaluation is recommended; Yearly Evaluation is mandatory)

Select the My PM Docs Tab

Scroll down to the “Self-Assessment Section”

Click on “Create” from the menu

A Self-Assessment “In Progress” Status will appear on the menu

Click on “Details” and work on the form

Complete the four sections of the form, Sign and an email will be sent to the

Qpervisor for signature.
MyPMDocs | Self-Assessment CTM | Position Descripion | PDCTM | Evaluations | Evaluation CTM | Supervisor Maintenance | Proxy Maintenance

/ / / / / /
0‘0 0‘0 0‘0 0‘0 0‘0 0‘0

< In Progress

Completed
Waiting for Signature
Hestory

Last Hame First Name Tech ID Position Department Self-Aeseszment Date Status Details

EBRGT1 Human Resounces Elp 1NMA016 In Progress Defads
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Evaluations

¢ All sections are collapsible. If you need to make any changes, just click on “Mark
Incomplete” and you will be able to modify any section

PD Attachments Upload Date Open
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Evaluations

e

*%

Once all sections complete, Print to PDF for meeting with employee.

Submit for review to someone else.

Conference complete, edits complete

Click to Submit for Signatures

Once you click on “Submit for Signatures” the system will direct you to the bottom
of the screen and you must put a check mark next to your Signature.

** The system will add your signature and send email to employee for he/she to sign.

e

*%

e

*%

e

*%

e

*%

4

New Ewvaluaton

Submit for Review | [ Submit for Signatures | [ Prirt o FDF | [ Close |

Sections Status
= wree Inf i Complets
Ak tedn = Complets
L elencies for Ty izaticnal
Complats
Excelence
T d= for
aniza i tivity
1 L

This Posibon Descnpbion is cuenl as of the date indicaled below:

Signature of Employes: Diate:

Signature of Supervisor: Date:

| Submit for Review | | Submi for Signatures || Close
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Contact Information:
Tencha Ballesteros
Human Resources

915-215-4061



mailto:hortencia.Ballesteros@ttuhsc.edu
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