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The review process includes the following steps (listed in order)
When applicable, emails from the system will specify end dates

MANAGEMENT

Step Name Approx. Timeframe

Planning Step/End of First Quarter March - April

2" Quarter Update July
34 Quarter Update October
4t Quarter & Mid-December —
Prepare for End of Year Evaluation Mid-January

. : click &
End of Year Evaluation Mid-January — or scan this QR
(Supervisor Rating) Mid-February

code to access

Review Sign Off Mid-late February video tutorials:

Login

Visit https://lehighes1.pageuppeople.com to
access the PageUp system.

Log in using your Lehigh SSO user name and
password.

Disable your internet browser pop-up blocker if
needed.

Accessing Your Team’s Current and Completed

Forms
Under the My Team menu, SeleCt Performance # Aboutmev Myteamv Mycommunityv My usefullinksv Reports @ Create
ReVieWS . My team performance reviews
Er:r:\::yeeﬂrst Employee last name: Clea
Change status to All and click Search . / g
9 All ?;‘;:EW [ Select
Role: (£
Locate the review you want to access
Employee Review process Review step Role Start date Due date
From the “l want to” drop down: et inghsutvense T pamng egnsutventer  sapais 2oz |
> Click Open review’ Which Wi” open the Harry Hire Lehigh Staff Member [ Planning Lehigh Staff Member 3 Apr 2019 21 Feb 2020 want to, 8]
current review form in a new window e ol hmpopeee e tozerz
OR

> Select View the report to view, print, or
download a PDF of a completed review


https://lehighes1.pageuppeople.com/
https://www.youtube.com/playlist?list=PLCiwUBl4sSdihyJfVqz0q_o2vYIeXiywD
https://www.youtube.com/playlist?list=PLCiwUBl4sSdihyJfVqz0q_o2vYIeXiywD
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Accessing Current and Completed Forms’ # Aboutme~w Myteam~ Mycommunity~ Myusefullinks v Reports © Create
Cont’d Welcome Tarah, you are logged in

Or, access your direct report’s current performance T
review from the Home Page by clicking the link in —o
the green Team Performance Reviews section. :

Navigation Bar (Section Types)

Click on a Section Type Title to access a section
_Or_
Click the Next button at the bottom of the page to move to the next section type

Start Planning Responsibilities and Ratings Quarterly Notes Self-Assessment/Development Plan Next steps
Start Introductory/informational page to review at the beginning of each step
Planning Optional freeform sheet
Responsibilities ~ Section for storing and rating key accountabilities, goals, Lehigh’s Core Success
& Ratings Factors, and Lehigh’s Managerial Success Factors (when applicable)

Quarterly Notes  Section for entering and/or uploading notes from quarterly updates

Self- Contains Self-Assessment questions the employee answers to provide information and
Assessment/ feedback for the manager; also lists upcoming and completed learning activities
Development

Plan

Next Steps Acknowledgement and overall rating section
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Performance Review Process Steps

Planning E

- 2019 Lehigh Staff Member Performance Review

During the 14 day Planning Step, your
direct report is to complete the following:

Start | Planning | Responsibilities and Ratings | Quarterly Notes ' Self-Assessment/Development Plan ' Next steps

> Verify they have this year’s form e e e
. y . Actions~
> Confirm the manager’'s name in the
Start section; email
inperf@lehigh.edu if incorrect Anew performance cyle has begun for Lehigh staffmembers, Draft Book performance management s more than an annual appraisal. I a year-round process designed to
N er gy help staff achieve their highest potential at Lehigh. It's all about communication, two way communication. Success is far more likely to be achieved when employees and
> Nav|gate to the Respons|b|||t|es and managers work together to understand expectations, set goals, and plan work.
The first step in the performance management process is the Planning Step. The Planning Step provides an opportunity for you to work with your manager to establish

Ratings section to: obecies o heyear s ansurs hatyou 01 Sl with eparment tem and srersey gods Anmsl oyectesdo o neet 0o e by he nd o e lanming
Step. During the Planning Step you do need to acknowledge the start of the 2019 process and that the individual listed as your manager is correct.

- E nter th IS year S goals (th IS can be The Planning Step begins today and closes on 14 Mar 2019. To move the online Draft Book form beyond the Planning Step, both you and your manager must select "I
B acknowledge” in the Nlext Steps section of the online form.
updated later if needed)

- Delete the Managerial Success

Factors box if they do not manage

Role: Lehigh Staff Member

exempt or non-exempt staff [ —
> Click I acknowledge in the Next

Steps section to acknowledge the

beginning of the review process

Ifyou have questions about the Planning Step or the Draft Book performance management process, contact a member of the performance management team in Human
Resources.

When these tasks are complete, navigate to L T R i

the Next Steps section in your direct report’s it \ Pling \ Rt g | Quanny ot seasessytDailpmat i | Mot
review to acknowledge the beginning of the ‘
review process.

© Please dick "l acknowiedge” below to progress the review o next step.

« This review will progress to the next step once bath the Employee and Manager have clicked "l acknowledge® below.
> To complete the Planning step, both
you and your direct report must C|ICk I Summary e ‘Your next step: 1st Quarter Reminder

Summary P —0

acknowledge in this section. s

© Please dlick "l acknowiedge” below to
progress the review to next step.

+ Responsibiltis and Ratings
Acknowledge
+ Quartarty Netes o Your acknowledgement confirms this
evaluation has been been reviewed and
discussed
Total 0%
@ Notify Manager after you approve
doyou |acknowedge
Development summary S
Title Status Intended completion  Actual completion review?
date

Manager has nat appraved this review
TIAA Presents: Money at Work 2: Sharpening Investment Bocked
skills

View entire process.

Quarterly Updates (1%t, 279, and 3) E

Quarterly check-ins with your direct report are - 2019 Lehigh StafF Member Performance Review
informal performance conversations that
should cover three topics:

e review of expectations Quartery Notes -

Start | Planning | Responsibilities and Ratings | Quarterly Notes | Self-Assessment/Development Plan | Next steps

+ Saved Actions v
e progress on goals
e opportunities for growth and Kem e p ~
development Toe | FrstQuarterNotes
The employee may enter check-in notes Messre |B 18 FEIRZ AW B SIX B
manually or upload them as an attachment
into the appropriate box in the Quarterly
Notes section of their form.
- J

The PageUp system requires supervisor
comments in this section, though this is
not a required part of Lehigh’s process.

Attachment & Upload document
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https://www.youtube.com/watch?v=POH_goE1RUc&feature=youtu.be
mailto:inperf@lehigh.edu
https://www.youtube.com/watch?v=xiPTUdKSD5k&list=PLCiwUBl4sSdihyJfVqz0q_o2vYIeXiywD&index=3&t=3s
https://youtu.be/bAyZUEJL_dY
https://www.youtube.com/watch?v=xiPTUdKSD5k&feature=youtu.be
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4t Quarter Update E]

This step includes preparing for the annual performance review

During the 4" Quarter step, your direct
report is to complete the following in
preparation for the annual performance
review:

> Enter Accountabilities manually or
upload a copy of the Position
Description

> Enter or revise Goals

> Answer the Self-Assessment
questions

No supervisor action is required during
this step.

External Feedback Feature

This function is used to request performance
feedback from individuals who are not the
employee’s direct supervisor.

It can be useful in the event of a dual reporting
structure, or may be used to solicit feedback
from colleagues or others as appropriate.

Entries submitted via External feedback will
embed directly into the Performance Review.

Page 4 of 8

Item title

Title" Accountabilities
Measure B I U ==

U =2 22 =28 @ e X Bsowee

Accountabilities

1

Attachment & Upload document

Development activities for this item © Ada

/\ .“Sélf-Assess,mon‘,i‘ it/ S
‘DevelopmentRlan

Employees are expected section of the ool : thatthe Sef- I
A et

th
plete. This can be done in the tool or via Lehigh email

that the the manager can review that information in preparation to complete the end of

What do | feelIs the most Important part of my job?
BIU 3225 @e®[X Bswe
-

v Accountabilities

Accountabilities

See attached PD

@ This item has the following attachment [3 Yoshi Performance PD.pdf

®, External feedback & Request

™= Development activities for this item @ Add

Add comment v

®, External feedback & Request

+ External feedback

Supervisor Performance Management Process User Guide

Request sent on Monday, 30 March 2020 9:29:51 AM

¥ tac618@lehigh.edu

Monday, 30 March 2020 9:45:25 AM
Yoshi has done a great job increasing the amount of berries eaten per week.
It's a pleasure to work with him. -Toad

Version 4.0


https://youtu.be/q19yeob-uKU
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In order to transition the form to you for the End of Year Evaluation (Rating) step, your direct report must select
the “Go to next step” button in the Next Steps section of their form. After doing so, they will not be able to
make edits.

End of Year Evaluation (Rating) E

Begin by reviewing the content within these
Se(?tlonsy g Start \ Responsibilities and Ratings |Quar‘terly Notesl |Se\f—AssEssment/Develemeﬂt Plan I‘ Next steps

> Planning (use of this section is

optional)
> Quarterly Notes /
> Self-Assessment/Development il il M
Plan
- Click the Completed tab to view
learning activity completions « Crash Course for Managers: Equitable Workplace Booked

w Crucial Conversations Revisited Booked
~ Dance Class! Booked

~ Margaret Heffernan: Super Chicken Booked
Suggested:

“ Not Any More

Navigate to the Responsibilities and
Ratings section to review Accountabilities
and Goals and assign ratings

start | Planning \ |Responsibilities and Ratings | |\ Quarterly Notes | Self-Assessment/Development Plan Next steps

Assign star ratings for:

Star Rating Criteria

> Accountabilities

> Goa_ls , Results are above and beyond

> Lehigh’s Core Success Factors L. L. expectations in a manner than is
>

Lehigh's Managerial Success Factors
(if the employee manages exempt
or non-exempt staff)

Exceptional significant, extraordinary and rare

Results are consistent with complete
mastery of all job expectations, including
High Contributor goals and behaviors (success factors)

Results meet all expectations (key
accountabilities, goals and behaviors); a
Fully Successful reliable and competent employee

Results demonstrate potential to become
successful; some development and/or
Needs Improvement improvement is needed

Results significantly miss achievement of
expectations; immediate improvement is
required

LInsansiaciony


https://youtu.be/7ywX5sRjrls
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Click Add comment to elaborate on your
rating and provide additional feedback to the
emp|oyee_ - Accountabilities

Accountabilities
Manager Performance

See attached PD

Supervisor comments are required for all Al Succssl
star-rated items.

&)

m has the f mployee Performance PD.pdf

= Development activities for this item © ad

*Note: The PageUp system also requires
supervisor comments in the Quarterly
Updates section, though this is not a required
part of Lehigh’s process.

Comments do not save automatically.

v Accountabilities

Accountabilities

Click Save & Share to post your comment to I Managerperformance
the review. Shared comments are visible to

the employee. o ot g st s e P
= Development activities for this item ©Add
Use the Save as Private option to add notes
for yourself or to save a draft comment. These | "o commentaoesherel
can be published or deleted later. To publish
a draft comment, edit the comment then click
Save & Share.
To link a journal entry or upload additional “hccounablibles
attachments to the review, use the dropdown Ao Manager Performance
button next to the Add comment button
= Development activities fogffis item © add
To enroll the employee in development ¥ Goals
activities from the Learning Library, click the =~ s e

on your annual plan when rating your goals. If youd like, you may copy and
this text box

Add button and select an activity.

= Development activities for this item © Add

~ Crash Course for Managers: Navigating Employment Law

Add comment

© Comm ager Performance
Manager Comment

After assigning star ratings for
Accountabilities, Goals, Lehigh’s Core
Success Factors, and Lehigh's Managerial
Success Factors (if applicable), and entering
and saving your comments in all sections,
navigate to the Next Steps section to assign
the overall rating.

start | Planning |\ Responsibilities and Ratings | Quarterly Notes | Self-Assessment/Development Plan
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The form does not automatically calculate an
overall rating. A one star/unsatisfactory rating
displays until an overall rating is assigned.

Note: The overall rating should align with stars
assigned in the Responsibilities and Ratings
section of the form. If you've assigned any one

Assign the overall rating using the
sliding scale

Click Save

Refresh the page (Ctrl+R) to ensure
the Overall rating box matches the
calibrated rating.

star (Unsatisfactory) or two star (Needs
Improvement) ratings, please contact the
performance management team in HR at
inperf@lehigh.edu

When the evaluation is complete, click Go to
next step to send the form to the employee
for review and acknowledgement.

Do NOT click Go to next step until the

evaluation is completely finished. Clicking, ‘Go

to next step’ will move this review to the next
step and you will be unable to return to this

step.”

Note: If you click “Go to Next Step” and
receive an error or are unable to progress the

form:

Review all information in the pink box
at the top of the page. This is where
the system defines what steps must
be taken to move the form forward.
The PageUp system requires
comments in every comment field of
the form, including the Quarterly
Notes section.

Lehigh's performance management
process requires comments in the
Responsibilities and Ratings
section and Overall comments.

You will need to enter "No comment"
or "N/C" in the Quarterly Notes
sections.

Overall rating

Unsatisfactory

Rating summary
Rating summary

~ Planning

» Responsiblltties and Ratings.

Overall rating

Fully Successful

Rating summary
Rating summary

~ Planning

+ Responsibities and Ratings

+ Quartorly Notes

Development summary
Title Status Intended completion
Crash Course for Managers: Navigating Employment  Booked

Law

Yoshi Employee - 2021 Performance Review

start | Planning | Responsibilities and Ratings

Quarterly Notes

Manager Performance

Manager Performance

Actual completion

O Please click "I acknowledge” below to progress the review to next step.

LEHIGH
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Original overall score

Calibrated rating

Original overall score

ors

Calibrated rating

Your nextstep: Review Sign-off

Goto nextstep

View entire process

Self-Assessment/Development Plan Next steps

v Saved Actions =

+ Manager comment missing for "Accountabilities” under section "Responsibilities and Ratings” Add a comment

« Manager comment missing for "Goals" under section "Responsibilities and Ratings” Add a comment

« Manager comment missing for "Lehigh's Core Success Factors” under section "Responsibilities and Ratings" Add a comment

« Manager comment missing for "Lehigh's Managerial Success Factors” under section "Responsibilities and Ratings" Add a comment

« Manager comment

* Manager comment missing for
* Manager comment missing for
» Manager comment missing for

« Manager final comment missing Add a comment

« Manager rating missing for

Manager rating missing for
= Manager rating missing for

» Manager rating missing for

sing for

'First Quarter Notes" under section "Quarterly Notes" Add a comment
Second Quarter Notes" under section "Quarterly Notes” Add a comment
Third Quarter Notes" under section "Quarterly Notes” Add a comment

"Fourth Quarter Notes" under section "Quarterly Notes" Add a comment

"Accountabilities” under section "Responsibilities and Ratings” Rate item
Goals” under section "Responsibilities and Ratings" Rate item
Lehigh's Core Success Factors" under section "Responsibilities and Ratings" Rate item

"Lehigh's Managerial Success Factors" under section "Responsibilities and Ratings” Rate item


mailto:inperf@lehigh.edu

Supervisor Performance Management Process ' LEHIGH
User Guide UNIVERSITY

Review Sign-Off

Review all sections of the form for any
additional employee comments before
finalizing the review.

Start | Planning I‘ |Responslb\\|tlss and Ratings I |Quarter\y Notes I |Seif—AssEssmEnt/Develupment Plan r Next steps

To add additional comments/responses ~ Goals
(optional): R

Please consider the items listed on your annual plan when rating your goals. If youd like, you may copy and
paste our annual plan items into this text box

> Click Add comment wron_a_by_
> Click Save & Share to publish the o
comment

=, External feedback & Request

7= Development activities for this item| @ Add

\ ~ Crash Course for Managers: Navigating Employment Law

Add comment

© Comment Employee Performance
I enjoy working in the department and appreciate your feedback.
Today at 11:05 AM

© Comment Manager Performance
Manager Comment

NaVigate tO the NeXt Steps SeCtion and C|iCk I Start | Planning | Responsibilities and Ratings | Quarterly Notes ' Self-Assessment/Development Plan
acknowledge to finalize the review.

Selecting I acknowledge confirms the
evaluation has been reviewed and discussed
with the employee. Fully Successful

Overall rating Your nextstep: Complete

O

© Please click " acknowledge* below to
progress the review to next step.

Rating summary ] Acknowledge
Your acknowledgement confirms this.
Roog summey, e evaluation has been been reviewed and

discussed.
~ Planning

@ Notify Manager after you approve
» Responsibities ond Ratings.
Employee, do you
acknowledge your

» Quarterly Notos e
Manager has not approved this review

Development summary View entire process

Tile  Stats Intended completion date Actual completion date

For additional references, visit https://hr.lehigh.edu/performance-review-process.
Contact inperf@lehigh.edu with questions or concerns.
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