Access EPMS — Employee Portal

Login to Wingspan, in the Employee Tools section, select Performance Management

Employee Tools

BOMS Application
Compensation Statement 2022
Coursedog (Course/Event
Scheduling)

Degrese Works

Employee Assistance Program
[EAF)

Faculty120 and Interfolio
Life/Graduation Honors GPA
Mandatory Online HR Training
Navigate Faculty/Staff

Online I9 inguiry system
Crganization, General Web and
Email Request System

FAF System

Parking Permit Application
PeopleAdmin (ATS/PosnMgmt)
Performance Management
Photo ID

Safe Colleges Training
Username Change Reguest
Workflow

WU Alert Registration
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Login with full Winthrop credentials.

WINTHROP

UNIVERSITY

Sign in with your organizaticnal account

[humerrt@wmmmp.edu

Only authorized Winthrop Users can access this
application.




If you have an active Winthrop employee account, click the SSO Authentication link to access
People Admin.

The Username/Password fields are typically used only for new hires to complete onboarding
paperwork prior to obtaining Winthrop credentials.

Winthrop University

lJsermame

Password

Log In

Authenticate with single sign-on?550 Authentication




Module Access

From People Admin, use the Ellipsis to access EPMS with the “Winthrop University Employee
Portal” option

Admin

O Applicant Tracking System

0 Position Management

O Performance Management

Admin

Winthrop University
Employee Portal

Or return to People Admin, using the “Go to Winthrop University HR Site” link at the top of the
portal.

Go to Winthrop University HR Site  Pe@opleAdmin

UNIVERSITY Home Performance ~ Progress Notes 7 Hello, Tracy My Account Log Out

ﬁT WINTHROP



HOME/Action Items — Items available for action

. - r . e
<« C U 8 == https:y/fwinthrop.peopleadmin.com/portal B e% v y @ g =
W HR W Payroll Wingspan Wy PAF Wy opso (OpPa [(OSCES @ peba @3 SCRS - SafeColleges @ Ellucian  M§ WFreports |1+ 19 Advantage »» [0 Other Bookmarks

o to Winthrop University HR Site . PreopleAdmin
[ WINTHROP
§| UMIVERSITY Home (4 Performance - Progress Notes Hello, Zantrell Log Out
Welcome to the Employee Portal, Zantrell Jones
e Your Action Items
My Employees’ Reviews
IE:E'—. ng to =earch
em Descriplion Due Dale
- e = , - . 224-03-31 ~
alT Review 2023-2024 for Kamberly Sipes Supervisor Dvaluation Do b BRoHED Mot Upcimming,
ninual S1alT Review 2023-2024 for Tracy Holbert Supervisor Dvaluation Anz40a-3 . Upcoming
D i aboul 2 manths
I | viEw r Jor Cmgdoyee Compleles Sell Dvaluation n'a e
..... e - . 2024-03-31 }
Veas 2024 lar Tanya Samarr Supervisor Dvaluation D i sbout 2 menshs Upcinming,
< >
Showing 1 o 4 of 4 entries

Status: Upcoming (available now; required)
Available (available now but not required)

Overdue (still available until review program closes)



PERFORMANCE / My Employees’ Reviews (as Supervisor and Reviewer)

Go to Winthrop University HR Site  PeopleAdmin

Home 4 Performance - Progress Notes Hello, Zantrell Log Ot
. My Reviews
Reviews o
My Reviews My Employees’ Reviews
My Employees’ Reviews Feset | Programc Mone - Employes Name Q Graup by: Program - Advanced

m Mot Starved o In Process ﬂ Complete ﬂ - Disputed ﬂ

Last Name 2 First Name = Anniversary Date & Progress : Program - Score 3

Annual Staff Review 2023-2024 o

Gomes Cheryl 2190716 7 [I][E][E] Anmual S1alT Review 2023-2024 Urwated
Holbsert Tracy 2011-01-03 a7 [I][Z][E] Arwvual SLAIT Review 2033-3024 Unarated
Petius Tarya 2N 6-05-01 7 [I][E]IEI Anmual S1alT Review 2023-2024 Urwated
Sipes Kirmiberly 2N501-05 a7 [I][Z][E] Arwvual SLAIT Review 2033-3024 Unarated
LEETE Mary 2021-11-01 7 [I][Z]@ Arwvual SLAIT Review 2033-3024 Unarated

Probationary Review 2024 ©

Resharesr Grilfin H23-04-01 7 [I][BEIEI Probationary Review 2024 Uneated

Short Year 2024 ¢
Srary Toavya 2022-08-01 7 [I][E][E] Short Year 2024 Urwated

Progress: Green Complete
Yellow In Progress
Gray Not Started

Step #3 — Self-evaluation is not required and not required before step 4 can begin



PERFORMANCE / My Reviews

Home (4 Performance ~ Progress Notes Hella, Log Out
My Reviews
Program Progress Type Score Review Status Last Update Action
Substantialhy
Excesds
Annual Staff Review 2020-2021 . Annuzl March 25, 2021 1322 Actions ~
Performance
Requirements (SE)
Substantialhy
Excesds
Annual St=if Review 2021-2022 ] Annual Complete March 14, 2022 1608 Actions ~
Perfarmance - -
Requirements (SE)
Substantialhy
Excesds
i = ] : : Actions =
Annual StaiT Review 20222023 Annual Pt March 27, 2023 08:22 Actions
Requirements (SE)
Annual Staff Review 2023-2024 o Annual - | Open | October 23, 2023 15:28
Substantialhy
= .
Annual Staff Reviews 3-31-2020 I Annual PZ;E: = June 30, 2020 15:26
Fmane

Requirements (SE)

Showing 1to 5 of 5 entries

Action  Export (allows specific items to include) View (shows all steps)



Progress Notes

Home 1 Performance ~ Progress Notes 7 Hello, Tracy My Account Log Out

Shared Author  Employee 5

Title 2 * Program : Date. Types: * $ ¢
Ciffice reorganization/mowve shared Annual Staff Review 0242024  Criginal Frogress Zantrell jones wou

2023-2024 MNote
COVID-19 Support Driviate Annual Staff Review 01072021 Criginal Progress you you

2020-2021 MNote
Furlough Setup shared Annual Staff Review 01072021 Criginal Progress you you

2020-2021 Mote

Previous Mext

Can be created by employee or supervisor, shared or private, for specific open review program.



Employee Reviews-To see prior reviews, select ADVANCED button and then Program Status = “All”

Home (4 Performance ~ Progress Notes Hello, Zantrell

Reviews Dashboard

Reset Program: Mone - Employee Name Q Group by- Program ~ Advanced
Reporting Org Unit MNone = Supervisor None = Program Status: Active =
Active

Closed
All Reviews (7 Not Started {{{} In Process () Complete ) - Disputed ()
All
-

Last Name 3 First Name 2 Anniversary Date = Progress = Program . Sca




Review Steps

Annual Staff Review
Task Task Owner Date Opened Date Completed Due Date

2023-2024
Zantrell Review Status: m
1 Supervisor Creates the Plan ~ meredl | 20230401 2023-05-09 20230515 }
Supervizor Evaluation Type: Annual
Program Timeframe:
2 Acknowledge Plan Tracy Holbert 2023-04-01 2023-05-10 2023-06-30 04/01/23 to 03/31/24
Last Updated: January 02,
2024 12:05
3 Employee Completes 5aif Evaluation Tracy Holbert 20240102 20240102
Last Completed Step:
Employee Completes Self
Zantrell jones Ewaluation
Supervisor Evaluation - l 20240102 20240331
T Co-reviewer:- Add Co-
reviewer
5 Reviewing Officer Approval '_Jsac ? _'“"_'t___ ) 2024-01-02 2024-03-31
6 Supervisor/Employee Evaluation Meeting %am_rell l 2024-01-02 20240331
? Employee Admowledges Evalustion Tracy Holbert 20240102 20240331

Step 1 can be refreshed by the supervisor prior to the employee or supervisor evaluation is
completed, if position description has changed since the review was started. If either of those
steps have been completed, contact HR to have it refreshed. All subsequent steps will be cleared.
You should print any new information added prior to this action.



Supervisor Creates the Plan-Section 1A Job Functions

Home (3 Performance ~ Progress Notes

Plan for Tracy Holbert

The job functions and success criteria are set as read only fields, pulled from the position description. If you have updated the position description with HR approval, since creating
this plan, you can refresh that data with the APPLY button below in Section 1A You must select the performance characteristics you want to use at the time of the annual review in the

plan. Adding text as to the current year focus, expectations of performance characteristics and any goals on outcomes attained is optional, not reguired.

Section 1A- Job Responsibilities Section 1B- Performance Characteristics Section 1C - Goals

% Check spelling

Job Functions and Objectives/Success Criteria

Refresh job Functions and Ohjectives/Success Criteria from | HR Technical Consultant  w | Apply|

e Review accuracy of Job Functions and corresponding Success Criteria. Changes to these items
must be done by the supervisor within the Position Description module, then approved by HR.
e Add Current Year Focus, as needed

Save & Continue (goes to next section)

Save & Draft (stays on this page)



Supervisor Creates the Plan-Section 1B — Performance Characteristics

Plan for Tracy Holbert

The job functions and success criteria are set as read only fields, pulled from the position description. If you have updated the position description with HR approval, since creating
this plan, you can refresh that data with the APPLY button below in Section 1A You must select the performance characteristics you want to use at the time of the annual review in the

plan. Adding text as to the current year focus, expectations of performance characteristics and any goals on outcomes attained is optional, not required.

Section 14- Job Responsibilities Section 1B- Performance Characteristics Section 1C - Goals

Required fields are indicated with an asterisk [*). % Chechk spelling

Employee Role

* |= the employee a supervisor of other FTE employees?

(Mo~

Plea=e don't click on the Add Entry

[_|Remove Entry?

e |dentify if employee is a supervisor

e Select at least 2 Performance Characteristics from the drop-down list. Optionally, define

expectations for each.
e If the employee is a Supervisor, you must select at least the last two entries in the list.



Supervisor Creates the Plan-Section 1C — Goals

Plan for Tracy Holbert

Print
The job functions and success criteria are set as read only fields, pulled from the position description. If you have updated the position description with HR approval, since | Save Draft
this plan, you can refresh that data with the APPLY button below in Section 1A You muwst select the performance characteristics you want to use at the time of the annual
plan. Adding text as to the current year focus, expectations of performance characteristics and any goals on cutcomes attained is optional, not required. Complete
Section 14- Job Responsibilities Section 1B- Performance Characteristics Section 1C- Goals
% Check spelling
w = e e
Goals
Description of Goal

1) Woark on a process for pulling in temporary instructional ePAFs similar to the student process.

2) Document number of Access programs and provide o T for converting to Webfocus.

3) Complete the PeopleAdmin workflow for the staff position management module.

4) Work with IT to move copies of employee evaluations (EFMS) from Wingspan to BDMS. 4
"

_IRemove Entry?
Description of Goal

&
goal #2

|_IRemowe Entry?

Ideally, goals should be added separately so that they can be added/removed/rated separately. Use the “Add

Entry” button and “Remove Entry” checkboxes, then Save Draft to update.
When finished use the COMPLETE button at the bottom of this page or the Actions button at the top selecting

the Complete option.



