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OVERVIEW OF PERFORMANCE APPRAISALS

TIMELINE & KEY DATES
OCTOBER 13TH - OCTOBER 17TH

200 level employees may complete a voluntary self -assessment form. These forms are
turned in directly to the supervisor and are due no later than October 17th. Please
speak with your supervisor if you need additional time to complete.

OCTOBER 14TH

Departments will begin working on Evaluation Spreadsheets (sent to Directors).
Supervisors may begin creating draft evaluations in Infor. Do not submit for upline
approval until ELT has reviewed and finalized (Late Nov/Early Dec).

OCTOBER 31ST

Department Evaluation Spreadsheets with proposed rating for each employee are due
to Human Resources. Must be submitted by Director or designee.

DECEMBER 1ST

Performance Evaluation sheets are returned to departments with edits. After clearance
from Director, the supervisors may begin meeting with Employees and submitting
reviews for upline approval in Infor.

DECEMBER 15TH

All performance conversations should have been held with employees.

JAN 6, 2026

Merit Raises will take effect. (HR will do Form 12s this year). First paycheck with merit
raises will be Jan 16th.

JAN 16,2026

Deadline to have all employee acknowledge performance evaluations in Infor system.

[=](@[s] § SCAN CODE FOR MORE
; INFORMATION AND TO WATCH AN
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OVERVIEW OF PERFORMANCE APPRAISALS

ELIGIBILITY

@ ALL FULL-TIME & PART TIME CIVILIAN EMPLOYEES
@ HIRED ON OR BEFORE 03/31/2025
@ FORM MUST BE COMPLETED BY CURRENT, IMMEDIATE SUPERVISOR

RATING SCALE

Does Not Meet Expectations Needs Improvement

Does not meet the expectations of Meets some expectations of the job,
the job, task, or project. task, or project. Performance Plan at
Improvement Plan Required. discretion of Manager

Meets Expectations Exceeds Expectations

Successfully and consistently meets Far exceeds the expectations of the
the expectations of the job, task, or job, task, or project.

PIPS (PERFORMANCE IMPROVEMENT PLANS)

@ GIVEN WHEN THE OVERALL RATING ISA1.

3 AT SUPERVISOR DISCRETION FOR OVERALL RATING OF 2

@ SUPERVISORS MUST COORDINATE WITH EMPLOYEE RELATIONS

@ FORM MUST BE SEPARATE DOCUMENT FROM APPRAISAL

3 IMPROVEMENT PLANS SHOULD NOT BE WRITTEN WITHIN THE APPRAISAL DOCUMENTS.

@ TALENT ACQUISITION - WORKFORCE DEVELOPMENT CAN ASSIST
WITH ASSIGNING/RECOMMENDING TRAININGS, IF NEEDED.
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WORKFLOW

Appraisal Assigned in Infor

Roles during the
Performance Review Process

Manager: The direct
supervisor of the
employee receiving the
review

Upline Manager: The

direct manager of the

supervisor completing
the review

Employee: The
individual who is
receiving the review

Questions?
Email performancereviews@cctexas.com

Manager creates &
completes Appraisal

Manager submits for Upline
approval

Upline Manager
will approve
or reject

Approval

Appraisal goes back to

manager who submits to
Employee

Employee acknowledges &
submits comments

Manager submits final
comments & finalizes
appraisal
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USE THESE
INSTRUCTIONS FOR
NEW APPRAISALS

IF YOU HAVEN’T ENTERED ANY
DATAIN, THIS SECTION IS FORYOU



INFOR NAVIGATION GUIDE Use for NEW

Appraisals

FIRST STEP: LOGIN INTO INFOR

Welcome to the New Employee Experience.
Explore our new employee portal to see how we are making it
easier to maximize your wellness and productivity on the job.

Wk 3 o . . - D | ol s o ¢V
i poe P kL s - -‘F . Vit L s \ ,‘\ ~
® My Profile Growth &Oﬁ Opportunities
q ¢ N
Infor WFM My Pay My Benefits

UKG Kronos Find A Coworker

Diagram 1: Infor Landing Page

CLICKON “EMPLOYEE”

Welcome

Welcome to the New Employee Experience.
Explore our new employee portal to see how we are making it
easier to maximize your wellness and productivity on the job.

Wk 3 o . . - D | ol s o ¢V
i poe P kL s - -‘F . Vit L s \ ,‘\ ~
® My Profile Growth &Oﬁ Opportunities
q ¢ N
Infor WFM My Pay My Benefits

AT LM Urnnne

Cind A Cawnrlbar

Diagram 2 : Left Hand Bar Dropdown
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INFOR NAVIGATION GUIDE FY 2025

ON YOUR DROPDOWN MENU, CLICKON
“MANAGER”

= Welcome

Explore our neyww employee portal to see how we are making it
easier to maximize your wellness and productivity on the job.

-8 =

W - : “ ot < =
My Profil rowth niti
CLICK n Ro;‘ S

m Infor WFM My Benefits

Diagram 3 : Left-Bar Dropdown Menu

CLICK ON “REVIEW PERFORMANCE”

(€

Diagram 4 : Manager Space
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INFOR NAVIGATION GUIDE FY 2025

0 NO REVIEWS? CLICK REFRESH
SEE REVIEWS? SKIP TO NEXT STEP

= Review Performance 2 OC

All Assigned To Me My Staff Reassgned By Status Completed Rating Distribution
CLICK HERE ) 2

Sea
Name * Appraisal Due Date Satus Neat Step Manager Appraisal Owner Estimated % Com.
"
Use search to find your data
Diagram 5 : Performance Dashboard
DOUBLE-CLICK ON THE EMPLOYEE
S o
Name Agpeaial O Nest Manag Agpraisal Owne -t omphet
Molier, Kmbery D, | 100 Level Performance Appraisal @ o »
\ S CLICK HERE ;"&’
Appraisal Status
Document Type Agprainal Owner Agor a3l Owree Manager Status Newt Step. Cstimated * Compiete

No Data Available

Diagram 6 : Performance Dashboard
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INFOR NAVIGATION GUIDE FY 2025

CLICK "START APPRAISAL"

P & TRN-tnfor Globel HR - )
@ Manager Kimberly Moller- Performance Appraisal: 100-Level Performance Appraisal 2 st Appeshss 0
Mrs. Darian Milanowski Appraisal Status Z

( O Appr 233l Qwner Appr 233l Qmner Lstimated  Complete

Kimberly Moller -

00005690

April 15, 2024 - September 30, 2004

0%

A

the employee’'s immediate

wpervisor

Diagram 7: Employee Performance Start Screen
SELECT THE RATING FOR EACH CRITERIA.
ALL CRITERIA MUST HAVE A RATING TO SUBMIT.
08

(&; Manager Kimberly Moller- Performance Appraisal: 100-Level Performance Appraisal B Consolidated Appr

Mrs. Darian Milanowski Evaluate Criteria

(
CUSTOMER SERVICE FOCUS: Un

SERVICE FOCUS: Values\g

versity and reipects differences. O
EMatrve of the ity of Corpus (it

CLICK HERE ;‘&

splays integrity and fully complies with City's code of ethical conduct. 152

POVEIVE 20 retabie repn

INITIATIVE: Generates ideas 3nd InRIILes 3CTON 80 1ok INOrmMation to 1oive Probloms of foliow tArough with Lasks. 1 3 solf starter

QUANTITY OF WORK: Secks furthar 25signments when workioad pormits and conslstontly Complctes acceptable volume of work on

teme

Diagram 8 : Performance Appraisals
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INFOR NAVIGATION GUIDE FY 2025

AT THE BOTTOM - CLICK IN THE TEXTBOX FOR "OVERALL
SECTION COMMENTS". SECTION COMMENTS ARE MANDATORY;
HOWEVER; YOU MAY ELECT TO KEEP SECTION COMMENTS BRIEF.

SNk ates ety v v § WIth L0am momBors, CORCIGUES, CUSLOmONS 3nd Managers with
A ent 500K CCOMOMIK 3nd CAUC oM Dackgrounds. Listons 10 0thers and is 0pen minded 10 SURestions from others

Overall Section Comments:
Normal text . 8 I Y 6 A~ £ b 4 b | “% = = e B8 ©

|
CLICK HERE ;‘&

Diagram 9: Overall Section Comments

° ARE YOU REVIEWING A 100 EMPLOYEE? SKIP THIS STEP
RATING A 200 EMPLOYEE? CONTINUE

200 Non-Supervisor Reviews will
show an additional section for
Professional Development

200 Supervisor Reviews will show two
additional sections for Professional
Development & Goals.

All sections must show a green circle
with checkmark prior to submitting.

Normal tewt . S yue A~ £ x 2 “ . L - ] © wwm

Share this window

Diagram 10: Section Box
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INFOR NAVIGATION GUIDE FY 2025

WHEN YOU ARE DONE, CLICK SAVE AND CLOSE.
u  Kimberly Moller- Performance Appraisal: NON SUP APPRAISAL RATING TST @@ Sove  SAMICIse D Consoldated Apprainal  Mastruct

. Nemaitet 2« 0 7 YW O A E X 2 “ = = F © W
- WHEN YOU ARE

DONE YOU CAN
CLICK SAVE OR
SAVE AND CLOSE

« Evaluate Criteria
Proterronat Orveir

At

Neeraitet 2+ B 7 W O A+ £ X 3 “m m &0 © W

Diagram 11: Saving Performance Reviews

TO VIEW CALCULATED SCORE CLICK ON “CONSOLIDATED

APPRAISAL” If nothing loads, please disable pop-up blocker.

| 100 Performance Appraisal (‘cLicK HERE b ) B Consblidited Appraisal  Instructions  View Employee Details

Previous Save And Close

K ates eMectively verbally and i winting with team members, (olleagues, CUtomers and manapers with wedely different s0Ci0-economic and educational back grounds
mended 20 WwELpeiony from others

Diagram 12: Consolidated Appraisal Button
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INFOR NAVIGATION GUIDE FY 2025

YOUR SCORE SHOULD AUTO-CALCULATE THE  'F THE OVERALL RATING

SAYS “0 -”, PLEASE CALL

RAW SCORE & FINAL OVERALL RATING HR FOR ASSISTANCE.

=  FY24100 Performance Appraisal for...

« Manager

Rating Summary: 4-Exceeds Expectations,3-Meets Standard,2-Needs Improvement,1-Does Not Meet Expectations

Overall Calculated Scores
Section Score Weight

Part 1: Core Competencies 3.88 100.00

Overall Score: 3.88
Overall Rating: 4 - Fully Exceeds Expectations

Diagram 13: Viewing the Overall Rating

CLICKON SUBMIT TO ENTER PRE-UPLINE APPROVAL

STATUS This will not submit to your upline manager, you can still edit if needed

2 Continue Appraisal % Submat

/\_/( CLICK HERE ;‘&)

Status Neot Step L mated % Complete

Verify the estimated completion is at 100%. If not, click continue appraisal and ensure
all sections are completely filled out. When you’re ready, click submit.

THE STATUS SHOULD CHANGE TO “READY FOR REVIEW”

Diagram 14: Submission Screen

Infor User Guide - FY 2025 Navigation Guide



INFOR NAVIGATION GUIDE FY 2025

@ DO NOT SUBMIT TO UPLINE MANAGER UNTIL
YOUR DEPARTMENT RECEIVES ELT APPROVAL.

CLICK SUBMIT TO UPLINE MANAGER

‘e Review Revert To In P t To Upline M
> Revert To In Progress CLICK HERE 0 @ Submit To Upline Manager
Appe aisal Owner Manager Satus Nent Step Lstimated  Complete

THE STATUS SHOULD CHANGE TO “READY FOR REVIEW”

Diagram 15: Upline Manager

WHEN SUCCESSFULLY SUBMITTED, THE STATUS WILL
TURN ORANGE. NOW YOU WILL WAIT FOR UPLINE
APPROVAL.

Status Next Step Es

Pending Acknowledgment .

Diagram 16: Upline Approval Success

Infor User Guide - FY 2025 Navigation Guide B




SE THESE
INSTRUCTIONS FOR
DRAFT APPRAISALS

IF YOU ALREADY ENTERED IN DATAAND
SAVED, THIS SECTION IS FORYOU




Use for

SUBMITTING DRAFT APPRAISALS Appraisalsin

“DRAFT”

NAVIGATE TO MANAGER -> REVIEW PERFORMANCE -> MY
STAFF

0 ..... = Review Performance B C
Q  Sewch AN Assagned To Me MySfl  Resssigned Dy Status  Completed Rating Distrdutson
My S - D Create Appraisal ... Active
- Pe @ Sarthppraisil 4 Swbewt D Consolidated Agprainal
I Y eliec, lhmberty 0, Appransl e Date St Neot Step Appr sl Owner it ated * Comglete
»eage Abrer P 8§ opnimons tevecpmenn
- Y24 300 Perdormance Appravas v o Mkarrmi, Quran & T
woe Talert
28 C comperrintan
ety
Appraisal Status
Docwment Type Appe sl Omras Aopeanal Ownes Manager urta Newt ey Ciremprad - Compeate

Diagram 1 : My Staff Tab

SELECT THE EMPLOYEE AND CLICKON
START APPRAISAL

rmance

| My Staff Reassigned By Status Completed Rating Distribution

rAppraisal .. Active Ready For Review Pending Ackr
2 Stant Appraisal % Submit B Consolid
- Appraisal Due Date * Status Next Step Appraisal Estimated % Complete
elopment
FY24 100 Performance Appraisal 1/6/2025 Ora& Mianowskif Darlan R 100 %
CLICK HERE ;"&
Appraisal Status
Document Type Appraisal Owner Appraisal Onner Manager Status Next Step ]

o

Diagram 2 : Employee Appraisal Launch Page

Infor User Guide - FY 2025 Navigation Guide n
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Use for

SUBMITTING DRAFT APPRAISALS Appraisalsin

“DRAFT”

VERIFY ALL INFORMATION IS CORRECT AND THEN CLICK
“SAVE AND CLOSE”

= Kimberly Moller- Performance Appraisal: FY24 100 Performance Appraisal R Consolidated Appraisal  Instructions  View Employee Details ...

Evaluate Criteria - -
Part 1: Core Competencies And

_ CUSTOMER SERVCE FOCUS: Understands customer’s needs, expectations, and City's requirements for public service. Treats customern (intermal & estermal) with courtesy and fhspect. Responds
Quickly 1o all requests.

CLICK HERE ;‘&

SURVICE FOCUS: Values diversity and respects differences, Displays imtegrity and fully complies with City's code of ethical conduct. Is 3 positive and reliable representative of the City of Corpun
Christs

INITIATIVE: Generates sdeas and initistes action to seek mformation 1o solve problems or follow through with tasks. I3 a self starter

Diagram 3 : Employee Appraisal Screen

CLICKON SUBMIT AND THEN ENTER IN
TODAY’S TODAY.

Submit Appraisal

By submatting thes 2ppraisal, the appvanal Can be submutted 10 the upline manager for approval. Ciich Submit to confirm.

Diagram 4 : Submit Appraisal Process

Infor User Guide - FY 2025 Navigation Guide n
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Use for

SUBMITTING DRAFT APPRAISALS Appraisalsin

“DRAFT”

VERIFY ALL INFORMATION IS CORRECT AND THEN CLICK
“SAVE AND CLOSE”

= Kimberly Moller- Performance Appraisal: FY24 100 Performance Appraisal R Consolidated Appraisal  Instructions  View Employee Details ...

Evaluate Criteria - -
Part 1: Core Competencies And

_ CUSTOMER SERVCE FOCUS: Understands customer’s needs, expectations, and City's requirements for public service. Treats customern (intermal & estermal) with courtesy and fhspect. Responds
Quickly 1o all requests.

CLICK HERE ;‘&

SURVICE FOCUS: Values diversity and respects differences, Displays imtegrity and fully complies with City's code of ethical conduct. Is 3 positive and reliable representative of the City of Corpun
Christs

INITIATIVE: Generates sdeas and initistes action to seek mformation 1o solve problems or follow through with tasks. I3 a self starter

Diagram 5 : Employee Appraisal Screen

CLICKON SUBMIT AND THEN ENTER IN
TODAY’S TODAY.

Submit Appraisal

By submatting thes 2ppraisal, the appvanal Can be submutted 10 the upline manager for approval. Ciich Submit to confirm.

Diagram 6 : Submit Appraisal Process

Infor User Guide - FY 2025 Navigation Guide a
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Use for

SUBMITTING DRAFT APPRAISALS Appraisalsin

“DRAFT”

CLICK ON “READY TO REVIEW” AND THEN CLICK ON
“SUBMIT TO UPLINE MANAGER” BUTTON.

Diagram 7 : Ready for Review Tab

PLEASE NOTIFY YOUR MANAGER YOU HAVE
SUBMITTED FOR UPLINE APPROVAL.

THEY WILL NOT BE NOTIFIED VIA EMAIL.

Infor User Guide - FY 2025 Navigation Guide n
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USE THESE
INSTRUCTIONS FOR
UPLINE APPROVAL

DO YOU MANAGE THE MANAGERS?
WELCOME TO UPLINE APPROVALS.



UPLINE APPROVAL GUIDE | reroricwioare

managers, please skip.

FIRST STEP: LOGIN INTO INFOR

Welcome to the New Employee Experience.
Explore our new employee portal to see how we are making it
easier to maximize your wellness and productivity on the job.

-
S g

ik . y . s b — 4
: —: IeTI . AT - e v » \
My Profile Growth &Oﬁ Opportunities
® q "
Infor WFM = My Pay @ My Benefits
©

UKG Kronos @ Find A Coworker

Diagram 1: Infor Landing Page

CLICKON “EMPLOYEE”

Welcome
Mrs. DarianMilanowski
Welcome to the New Employee Experience.
Explore our new employee portal to see how we are making it

¥ . easierto maximize your wellness and productivity on the job.
CLICK HERE ;"&

-
S g

ik . y . s b — 4
: —: IeTI . AT - e v » \
My Profile Growth &Oﬁ Opportunities
® q "
Infor WFM = My Pay @ My Benefits
©

AT LM Urnnne

— Cind A Cawnrlbar

Diagram 2 : Left Hand Bar Dropdown

Infor User Guide - FY 2025
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If you do not have direct

UPLINE APPROVAL GUIDE  "onwhoars

managers, please skip.

ON YOUR DROPDOWN MENU, CLICKON
“MANAGER”

Explore odr new employee portal to see how we are making it
. easier to maximize your wellness and productivity on the job.

L e

o= i f"“‘ 1o
My Profil rowth niti
CLICK n Roz S

m Infor WFM My Benefits

Diagram 3 : Left-Bar Dropdown Menu

CLICKON “NOTIFICATIONS”

Diagram 4 : Manager Space
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If you do not have direct

UPLINE APPROVAL GUIDE  "onwhoars

managers, please skip.

ON YOUR DROPDOWN MENU, CLICKON
“MANAGER”

Explore odr new employee portal to see how we are making it
. easier to maximize your wellness and productivity on the job.

L e

o= i f"“‘ 1o
My Profil rowth niti
CLICK n Roz S

m Infor WFM My Benefits

Diagram 5 : Left-Bar Dropdown Menu

CLICKON “NOTIFICATIONS”

Diagram 6 : Manager Space
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UPLINE APPROVAL GUIDE ' “eorcwioare

managers, please skip.

IF APPROVED, YOU MAY CLICKAPPROVE. IF
NOT, PLEASE REJECT.

23-September 3... v Approve [E Reject

(cLicK HERE Lj

I3

Diagram 7 : Upline Approval Screen Part 2

THE APPRAISAL WILL GO BACKTO THE
MANAGER FOR CORRECTION IF REJECTED.

IF APPROVED, IT WILL GO BACKTO THE
MANAGER SO THEY CAN HAVE THE
EMPLOYEE ACKNOWLEDGE.

Infor User Guide - FY 2025




ALL APPRAISALS -
FINAL STEPS

FINAL STEPS FORBOTH NEW &
CONTINUING APPRAISALS



If you do not have direct

MANAGER — FINAL STE PS reports who are

managers, please skip.

AFTER MEETING WITH EMPLOYEE,
MANAGER WILL SUBMIT APPRAISALTO
EMPLOYEE FOR SIGNATURE

tnbution

\/\‘ CLICK HERE ;‘%’

pdate Meeting Date @ Submit ToEmployee /3 Consolidated Appraisal

Refine
[Step  Manager Appraisal ... Estimated % Complete
Lane, Ted Lane, Ted 100 %

Diagram 1: Submit to Employee

AFTER EMPLOYEE SUBMITS THEIR COMMENTS AND
ACKNOWLEDGEMENT: THE MANAGER WILL RECEIVE
THE EMPLOYEE’S ACKNOWLEDGEMENT AND
COMMENTS IN THEIRINBOX FOR A FINAL
ACKNOWLEDGEMENT AND COMMENTS.

Infor User Guide - FY 2025 Manager Final Steps n




APPENDIX 1

Questions?
Email performancereviews@cctexas.com

B Performance

MAsugned ToMe  MyStalff  Remssigned Dy Stnws

. "
Aspransl o Owe Du.

o Left Bar: View by Team Member

e View all Appraisals Assigned to You

View all Completed Appraisals Assigned

Newt Seep Appransl Owner Ustemated % Compicte

No Data Available

View all Appraisals Ready for Review

View All Appraisals Pending
Acknowledgment

View all Appraisals that have been

.
to You Reassigned
ol &2 Continue Appraisal I Sudbmit 3 Consolidated Appraity
Appr pral Owe Date Satus Nest Sep Appt sral Ownser Litmated ~ Complete
190 vt Perance A waeas aaD M, Gorn & [ o

Appraisal Status

Dox wmert Type Apie anal Owner Appranal Owner

Manager

Watur Net Step Litemuted s Compilete

o Click here to view Appraisal. It will download as a PDF.

Overall Calculated Scores
Section

At the bottom of the last page, you

: will see an Overall Score.
Score Weight

Part 1: Core Competencies

Overall Score: 2.44
Overall Rating: 2 - Needs Improvement

244 100.00 . . .
It will display the score per section.

The raw score and then the
rounded score with the final rating.

Infor User Guide - FY 2025 Appendix 1 n



