
Enterprise Performance Management System (ePM)

POSITION DESCRIPTIONS, EVALUATIONS, AND SELF-ASSESSMENTS



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

 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



New Vocabulary

 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



Enterprise Performance Management System (ePM) 
Tab Menu 

Renders best with Chrome or Firefox. Turn off compatibility with IE.

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



 Select chart and organization
 Find Employee and highlight
 Search by name or R# and Select

New Supervisor
 Submit (Change is immediate and

is fed to Banner)

Supervisor Maintenance Tab 

 Supervisor may have up to five proxies
 Proxy will have all the access as Supervisor
 Proxy will see and edit all the documents
 Proxy can act on Supervisor’s behalf except to submit

and sign
 Only the actual Supervisor can Submit and Sign



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



Position Description Tab has two Sections:  
Employee Position Description and Vacant Position Description

Click Create to begin a new Position Description or a Vacant Position Description



Update an existing Position Description

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



Example of a Final Position Description 
All Sections are “Complete” and “Mark Incomplete”

Each Section is collapsible.



Sections are not Collapsed

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



Submit for Review

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

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



From: ePM@ttu.edu[mailto:ePM@ttu.edu] Sent: Monday, January 2, 2017 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

Example of E-mail

https://preprodapps.texastech.edu/hr_epm


Position Description has action Buttons for Reviewer

 Reviewer can Add
Comments

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

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



Example of a PD and its Status
If you wish to see previous History or Supervisors’ Documents “” the box below



Once all sections are complete… Submit for Signature



After you click on “Submit for Signature”… “” the Box below and Click on “Sign”
Employee will get an email to sign.  Once both sign, the PD process is complete



Example of Email sent to Employee 

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 signature

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 will 
be found in the My Position Descriptions section of the My PM Docs tab.

Employee signs and supervisor receives an email:

 This completes the
process for a Position
Description.  Save as
PDF is Optional.

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


Evaluations

 In the ePM system, all departments will need to advise the supervisors to complete
an evaluation before the employee moves to another title or position.  This is
particularly important when employees transfer to a different department. Please
have the losing department start an evaluation before an ePAF is applied.

 It is strongly recommended 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.

 Yearly Evaluation is Mandatory (Self-Assessment is highly recommended)
 Upon creating a New Evaluation, any employee under your supervision will be

visible on the dropdown window.  Make sure you select the Evaluation Type.



 Enhancement to the Competency section:  Supervisor must have a comment added
for score under 4 and for 7.  If the comment is not inserted, you will receive an error
message.

 Low score on Competencies or Function feeds to PIP (Performance Improvement
Plan)



 You will see misspelled
words in red.  Right click to
correct.

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

 Overall summary comments
section.

 Overall score appears under
Employee Information



 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

Evaluations



 Once all sections complete, Print to PDF for meeting with employee.
 You will have the ability to “Submit for review” to other manager/administrator.
 Once Conference with Employee and edits are complete you are ready 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 “Signature of Supervisor”.
 The system will ask you to “Sign” and an email will be sent to employee for

signature as well.



Self-Assessment
It is recommended that an employee complete a Self-Assessment prior to an 
Evaluation (6 mo. Evaluation is recommended)

 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, Sign and an email will be sent to the Supervisor for

signature.



Contact Information:
Tencha Ballesteros
Human Resources

hortencia.Ballesteros@ttuhsc.edu
915-215-4061

mailto:hortencia.Ballesteros@ttuhsc.edu
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