Log into Pioneer@Work

2. Enter your DU credentials (firstname.lastname@du.edu and password) which will bring you to the home screen



PERFORMANCE REVIEWS: USER GUIDE FOR EMPLOYEES — May 2021



SECTION 1: Job Goals & Objectives

1. Review each Job Goal and Objective and the rating scale.

2. You will use the 5-point rating scale to indicate your ratings for each Job
Goal and Objective (rating scale shown at right).

3. Inthe textbox provided, provide 1-3 robust and clear examples and
evidence of the rating you selected.

4. Repeat steps 1-3 for each Job Goal and Objective you have.



SECTION 2: Competencies

1. Review each competency
and rating scale.

2. Select a rating for each
competency.

3. Click on the speech bubble

icon ¢ for prepopulated
statements relating to the
competency and rating.

4. Click on the plus sign + to
select an example. Be sure to
select a statement that is in the
same category as the rating you
have chosen. You can use the
dropdown menu to find
statements for a particular
category.
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5. The comment will immediately appear in the text box for that competency. You can repeat step 4 until you have
identified 2-3 specific examples or write in your own examples.

6. Repeat steps 4 and 5 for the remaining competencies.

7. When you are ready to move on to the next section, click on the red “Save and Continue” button at the bottom of

the screen.






STEP 3 - EMPLOYEE ACKNOWLEDGMENT

1. Click on your Performance Review in your Action Items on the homepage (see page 2 of this user guide for more
details and a visual image).
2. Click on “Get Started”.
3. To complete your Performance Review, your acknowledgement is required. You have two options for completing
the Performance Review: signing or declining to sign. A signature does not imply agreement or disagreement,
only the acknowledgement that the discussion occurred.
e Tosign: Type your name in the signature box and cIN(r)-0.840:5greem3e0(e)-4 ( a)5.6 (¢)14 (naS0.006 (na)5.6 (t)
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