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Log in to Interview Exchange

1. Click here to sign into Hirezon/Interview Exchange using single sign on. If you do use the old
link it will still direct you to the single sign on screen once you put in your long email address

(first.lastname@oswego.edu).

2. You will then enter your Laker NetID and password, click Login and it will direct you to the
main Hirezon/Interview Exchange page.

**For department Hirezon/Interview Exchange accounts you will continue to log in the same way you
currently do using the old link and your Interview Exchange department email and associated

password.

Note: If you have a non-Oswego email address you will continue to log in with your individual
Hirezon/Interview Exchange account credentials (email address and associated password) through

this link.

3. Click on this icon:

b

Performance Review

4. This will bring you to your main Dashboard.

Dashboard

Supervisor View

Welcome: Bill King | Account | Motifications | Help | Instructions | Logout
. p—
Hirezon| Exchange Hirezon/Interview Exchange DEMO

Switch Module

Dashboard

Motifications | My Reviews | My Team Reviews | Start Review | Action ltems | Guest Review

Notifications

u 16 form(s) Team Self Review completed with Supenisor Review pending

u 54 form(s) for Action



https://www.interviewexchange.com/login.jsp
https://www.interviewexchange.com/login.jsp
https://www.interviewexchange.com/login.jsp
https://www.interviewexchange.com/login.jsp
https://www.interviewexchange.com/login.jsp

Supervisor Dashboard Tabs

Description

Dashboard Your personalized landing page after login

Assigned to me Displays all pending work.

My Reviews Displays your Evaluation Form(s) and review(s)

My Team Reviews Displays the Evaluation Form(s) and review(s) of your employees only.

Start Review
Enables you to create and customize an Evaluation Form for your employee.
Appropriate template Forms are available via Template lists and are originally
created by your HR Admin user.

Action items Displays all Forms for your review, completed reviews(history) and to be completed
(task is not assigned to you at this time- Routing in Progress

Guest Review Displays any new Forms that need your attention, e.g., you may have been invited
to review an evaluation Form as 360 Guest Reviewer

Account Displays user account details.

MNotifications Users can view a copy of all system emails sent to them (assigned emails, etc.)

Help [To contact Support team for technical assistance.

Instructions Users can follow Instruction details of how to complete evaluation.

Log out Ends account session.

=witch Module™ You can switch back to Applicant Tracking primary system maodule (if applicable)
and vice versa without login credentials.

** Not available to all users.

*Supervisors have the My Team Reviews tab to complete performance programs and evaluations on direct
reports.

How to Start New CSEA Performance Program

1.) Click on Start Review at the top of your dashboard:

Welcome: Test Oswego | Account | Notifications (7) Help Instructions | Logout

Hirezonl E'S"(Ehange SUNY Oswego
Switch Module
Dashboard

Assigned to Me | My Reviews | My Team Reviews | Start Review | Actionltems | Guest Review

It will then take you to the following screen:




Hirezon|EXthange

Dashboard

Welcome: Test Oswego Account | Notifications (7) | Help Instructions | Logout

SUNY Oswego

Switch Module

Assignedto Me | My Reviews | My Team Reviews | Start Review | Actionltems | Guest Review

Create Performance Review

Review Type: Select your option hd

Employee:

Position:

Supervisor:

Review Period: --Select-- ~
Department: --Select-- ~

Create Form

2.) Fill in all the requested information and click Create Form:

Review Type:
Employee:

Will be Team Review when completing a form for a direct report.
Type in your direct report’s name. It should auto populate. Click on their name.

*If their name doesn’t auto populate that means they do not have access to the performance module. Contact
hr@oswego.edu and Human Resources will grant them access.

**[f the title of the employee is incorrect next to their name, the employee must log in to their Interview
Exchange account and edit their profile to update the title to their current title.

Position:
Supervisor:
Review Period:
Department:
Template:

Type in your direct reports title.

Type in your name and it should auto populate, click on your name.
Select the appropriate year for the performance program.

Select your direct report’s department from the drop down.

You will see all active templates- choose CSEA Performance Program.



mailto:hr@oswego.edu

Welcome: lest Uswego Account | Notifications (12) | Help Instructions | Logout

Hirezon\E‘")EEhange SUNY Oswego

Switch Module
Dashboard
Assignedto Me | My Reviews | My Team Reviews | Start Review | Actionltems | Guest Review

Create Performance Review

Review Type: Team Review >

Employee: Leah Holmes [Assistant Director of Human Resources] X

Position: Administrative Assistant

Supervisor: Test Oswego [Office of Human Resources] x
Review Periad: Year 2023 hd
Department: Career Services hd
Template: CSEA Performance Program ~ |
Create Form

3.) The next screen will be the CSEA Performance Program form for you to complete.

*There are instructions at the top for your review.

Welcome: Test Oswego Account | Notifications (12) | Help Instructions | Logout
. e viow
Hirezonl Exchange SUNY Oswego

Switch Module
Dashboard

Assigned to Me | My Reviews | My Team Reviews | Start Review | Actionltems | Guest Review

Leah Holmes

Pasition: Adrninistrative Assistant Review Period: ‘Year 2023

Supervisor: Test Oswego Department: Career Services

Supervisor: Complete all sections below (Section 1: Employee Identification, Section 24: Performance Program) and setup the Task Routing annually for all employees. Once you have completed
the form, click send for routing at the bottom (the form will then go to the employee for review). Set up a time to meet with the employee in-person/virtually to review and discuss the
performance program before submitting to Human Resources. Once you have reviewed with the employee and the employee electronically acknowledges receipt of the performance program,
submit the performance program to Human Resources to be filed in the employee’s personnel file. After HR acknowledges the performance program, the final copy will be in your dashboard when

you log back into your account.

Employee: You will receive an email to review the performance program that was prepared by your supervisor. You will be given the option to make comments and suggested changes on the
performance program. You can then either return the performance program back to your supervisor for a second review/ability to make changes or you can electronically acknowledge receipt and
submit. Please meet with your supervisor in-person/virtually to review and discuss the performance program before electronically acknowledging receipt and submitting. After HR acknowledges

the performance program, the final copy will be in your dashboard when you log back into your account.

+ SECTION 1 - EMPLOYEE IDENTIFICATION

Non-Scored | Reportable

+ SECTION 2A - PERFORMANCE PROGRAM

Non-5cored | Reportable

B
12 view Form ] Clone K Delete = Attach Past Reviews




4.) Click on the + next to Section 1- Employee Identification and the form will drop down. Complete the

information required:

= SECTION 1 - EMPLOYEE IDENTIFICATION

Non-Scored | Reportable

* Division/Section

Development and Alumni Enga v

*
Salary Grade 366

" Employee's Negotiating Unit:

Administrative Services A

5.) Next, click on the + next to Section 2A- Performance Program and the form will drop down. Complete the

information required:
- SECTION 24 - PERFORMANCE PROGRAM

Mon-Scored | Reportable

List the important tasks of the job and briefly describe how you expect each to be performed. Your

" List task 1: expectations Please enter

List task 2: expectations Flease enter
List task 3: expectations Flease enter
List task 4: expectations Flease enter
List task 5: expectations Please enter

expectations should be expressed in terms of quality and/or quantity where possible.

response here
response here.
response here.
response here.
response here.

88

g8

g8

==

==




*The form is the same as the paper version you are used to working with. There are no language changes.

*Note: As you use this system year after year, content will be saved. Each year, you can copy the items that
have not changed. You can do this by clicking on the stack of papers icon next to the square save icon. There
will be a list of content you can choose from that was used for the same employee previously.

6.) Once you have finished entering all the information, click the Complete Form box at the bottom:

You will get this notification box:
www.interviewexchange.com says

Please make sure all your responses are final.

Click QK to complete form or Cancel to review and make changes.

When all your responses are final, click OK.

7.) After you click OK, the next screen will be the routing list (who needs to see/acknowledge) this

performance program:
Logout

Welcome: Test Oswego Account | Motifications (12) | Help Instructions |
SUNY Oswego

Ik

Hirezon|E¥change

Switch Module
Dashboard
Assigned to Me | My Reviews | My Team Reviews | Start Review | Actionltems | Guest Review

Leah Holmes

Position: Administrative Assistant Review Period: Year 2023
Supervisor: Test Oswego Department: Career Services
Routing List

| have read and understood this performance program and have discussed with my supervisor.

1. Employes Leah Holmes Mot Sent ',,
2. Supervisor Test Oswego Mot Sent ',,
3. HR Admin/Personnel File. Hurnan Resources Not Sent

14, view Form 2. send For Routing . Edit Form | B clone

The employee (direct report) will be auto populated as the first person to review. As the immediate supervisor,
8




your name will also be auto populated. Then the last to receive will be the HR Office which is hard coded, and
you will not need to do anything with.

Once you have the routing list completed, click Send for Routing at the bottom.

8.) After you click Send for Routing, the employee (direct report) will receive an email notification letting
them know they have a performance program to review in Hirezon/Interview Exchange from their supervisor:

Approval for Performance Review [Employee: Leah Holmes] (Exemaly o nbox « a n
Y Interview Exchange <info@interviewexchange.coms 127PM (O minutesage) ¢
@ wme-

Hirezon|EXthange

Dear Leah

You are asked to evaluate a performance raview - please click here to view.

Performance Review Details
Employee: Leah Holmes

Supervisor: Test Oswego

Template: CSEA Performance Program

For any further assistance, please contact us via the enline Help Desk
Thank you for using the Interview Exchange

Interview Exchange Support




How to Find Direct Report CSEA Performance Programs in Process

1.) Click on My Team Reviews tab on the top of your Dashboard, then click on the year the performance
program was for:

Welcome: Test Oswego | Account | Metifications(7) | Help Instructions | Logout
. p—
Hirezon|EXchange SUNY Oswego
Switch Module
Dashboard

Assigned to Me | My Reviews | My Team Reviews | Start Review | Action ltems | Guest Review

My Team Reviews

YEAR 2023

ADHOC REVIEWS

2.) The drop-down menu will give you information on what is in process and who the performance program is
sitting with for approval:

Welcome: Test Oswego | Account | Netifications (7) | Help Instructions | Logout

Hirezon|EXChange SUNY Oswego

Switch Module
Dashboard
Assigned to Me | My Reviews | My Team Reviews | Start Review | Action ltems | Guest Review

My Team Reviews

YEAR 2023
EMPLOYEE SCORE APPROVER CREATED UPDATED COMPLETED STATUS R
BB ieattioimes = Leah Holmes 0B/0812023 09:42 AMEST | 06/08/2023 10:01 AMEST | — Routing - [r-Progress | Not Sent

ADHOC REVIEWS

a.) You can click on the paper with magnifying glass next to the employee’s name to view the
performance program. *You can download into a PDF or print if needed- if you’d like to bring a
physical copy to the meeting with your employee. If you do this, please remember this is NOT the final
copy. The performance program is not final until the employee, you and HR have
approved/acknowledged in the system.

How to Review/Acknowledge Direct Report CSEA Performance Program

1.) You will receive an email notification once your direct report has either approved/acknowledged their
performance program OR they sent the performance program back to you with comments/suggestions on items
they would like for you to review and possibly make adjustments/changes to the performance program:

10




Approval for Performance Review [Employee: Leah Holmes] inbor x a @

® Interview Exchange <info@interviewexchange coms 130PM (O minutes ago) “

. tome v
Hirezon|EXchange

Dear Test,

You are asked to evaluate a performance review - please click here to view.

Performance Review Details
Employee: Leah Holmes

Supervisor: Test Oswego

Template: CSEA Performance Program

For any further assistance, please contact us via the online Help Desk
Thank you for using the Interview Exchange.

Interview Exchange Support

2.) Once you log in to your Hirezon/Interview Exchange account, this will be the first screen you see-
Assigned to Me and items that need your action:

Welcome: Test Oswego | Account | Notifications (13) | Help Instructions

|
Hirezon|EXchange SUNY Oswego

Switch Module

Dashboard
Assigned to Me | My Reviews | My Team Reviews | Start Review | Action ltems | Guest Review

Assigned to Me

Logout

n 1 form(s) for Action

3.) When you click on the forms that need action link it will bring you to all Forms for Review:

Welcome: Test Oswego | Account | Notifications (13) | Help Instructions

|
. s N n
Hirezon|EXchange SUNY Oswego
Switch Module
Dashboard
Assigned to Me | My Reviews | My Team Reviews | Start Review | Action ltems | Guest Review

Forms for Review

Logout

EMPLOYEE SUPERYISOR CREATED UPDATED COMPLETED STATUS
Leah Holmes Test Oswego 06/12/2023 1219 PMEST 061272023 12:27 PMEST Roufing - In-Frogress

B Upcoming Forms for Review

Pl Davvimvirmd Coavane

4.) Click on the employee’s name in blue and the form will pop up. Review the CSEA performance program,
and any discussions/comments the employee wrote to you. You can respond back to those discussions within
the form as well. (These are the little gray talk bubbles throughout the form “* - they will be green if there is a
discussion/comment entered within that section for you to review.). Scroll to the bottom and you will see the

routing list:




B Performance Review o x

* List task 1: expectations Testing

List task 2: expectations Testing

List task 3: expectations Testing

List task 4: expectations Testing

List task 5: expectations Testing

List Additional Tasks Here: Testing
Routing List

| have read and understood this performance program and have discussad with my supervisor.

# Position Name Status
1 Employee Leah Holmes Acknowledged josv22022 12:25 FM EST]

Comment: Testing

2 Supervisor Test Oswego Current Approver
3 HR Admin/Personnel File. Human Resources Mot Sent
Comments

Acknowledpe Receipt Edit and Resend

5.) You will see the employee either acknowledged the performance program or sent back to you for suggested
changes. Review the performance program and you have two options:

a.) Acknowledge Receipt- which means you are finalizing the performance program, and it will be
sent to the HR Office to be filed in the employee’s personnel file.

b.) Edit and Resend- you can make last minute changes if needed and send back to the employee for
their review and approval/acknowledgment.
1.) If you need to make changes and send it back to yourself for edits you will find the form
back under My Team Reviews tab and click on the appropriate year:

Welcome: Test Oswego | Account | Netifications (9) | Help Instructions | Logout
. p—
Hirezon|E¥€hange SUNY Oswego

Switch Module
Dashboard

Assignedto Me | My Reviews | My Team Reviews | Start Review | Actionltems | Guest Review

My Team Reviews

YEAR 2023

ADHOC REVIEWS

ii.) Click on the paper and pencil icon to edit:

12




Welcome: Test Oswego | Account | Notifications (3) | Help Instructions | Logout

Hirezon|EXchange SUNY Oswego

Switch Module
Dashboard
Assigned to Me | My Reviews | My Team Reviews | Start Review | Actionltems | Guest Review

My Team Reviews

YEAR 2023

EMPLOYEE SCORE APPROVER CREATED UPDATED COMPLETED STATUS e

& =7 Leah Holmes = = 06/08/2023 09:42 AM EST 06/08/2023 01:04 PM EST Fom - In-Progress Not Sent

ADHOC REVIEWS

1i1.) Make the necessary changes, scroll to the bottom- click Complete Form, then on the next
screen verify the routing list again and click Send for Routing at the bottom. This will be sent
back to the employee for their review/acknowledgment.

*Note: all discussions/comments made within the performance program will become a permanent part of the
performance program file.

How to Find Completed Direct Report CSEA Performance Programs

1.) Once the HR Office reviews, acknowledges, and files the performance program in the employees personnel
file, you will receive an email notification that the process has been completed.

2.) You can log in to your Hirezon/Interview Exchange account and find the final performance program under
the My Team Reviews tab, and click on the appropriate year:

Welcome: Test Oswego | Account Notifications (11) | Help Instructions | Logout

SUNY Oswego

Hirezon EXchange

Switch Module
Dashboard
Assignedto Me | My Reviews | My Team Reviews | Start Review | Actionltems | Guest Review

My Team Reviews
YEAR 2022

EMPLOYEE SCORE APPROVER CREATED UPDATED COMPLETED STATUS ?{EEIC"EW

[& = Leah Holmes 06/08/2023 09:42 AM EST 06082023 01:15 PM EST 06/08/2023 01:15 PM EST Routing - Complete Mot Sent

ADHOC REVIEWS

a.) You will now see there is a completed date and time filled in and the status reads, Routing-
Complete.

b.) You can then click on the paper with magnifying glass icon to view, when you scroll to the bottom
of the performance program, you’ll see all approvers have acknowledged the form with a date and time.

c.) Next, you can use the print or save icons (highlighted on the next page) to print or save a copy of the

performance program to an external folder. At this time, you should download a copy of the performance
program and send it to your (evaluator’s) supervisor.

13




O Performance Review

a
*

&
b2

e STATE UNIVERSITY OF NEW YOEK

CSEA Performance Program SUNY Oswego
Employee: Leah Haolmes Review Period: Year 2023

Position: Administrative Assistant Department: Career Services

Supervisor:  Test Oswego Discussions: (1]

Created: 06/12/2023 12:19 PM EST Completed:

Instructions

Supervisor: Complete all sections below (Section 1: Employee Identification, Section 2A: Performance Program) and setup the Task Routing annually for all employees. Once
you have completed the form, click send for routing at the bottom (the form will then go to the employee for review). Set up a time to meet with the employee in-
person/virtually to review and discuss the performance program before submitting to Human Resources. Once you have reviewed with the employee and the employes
electronically acknowledges receipt of the performance program, submit the performance program to Human Resources to be filed in the employee’s personnel file, After

HR acknowledges the performance program, the final copy will be in your dashboard when you log back into your account.

Employee: You will receive an email to review the performance program that was prepared by your supervisor. You will be given the option to make comments and
suggested changes on the performance program. You can then either return the performance program back to your supervisor for a second review/ability to make changes
or you can electronically acknowledge receipt and submit. Please meet with your supervisor in-person/virtually to review and discuss the performance program before

electronically acknowledging receipt and submitting. After HR acknowledges the performance program, the final copy will be in your dashboard when you log back into your

account.

How to Start New CSEA Six-Month Recertification

1.) Click on Start Review at the top of your dashboard:

Welcome: Test Oswego | Account | Notifications (7) | Help Instructions | Logout
I ekow |

Hirezon|EXchange SUNY Oswego

Switch Module
Dashboard

Assigned to Me | My Reviews | My Team Reviews | Start Review | Actionltems | Guest Review

It will then take you to the following screen:

14




Welcome: Test Oswego | Account | Nofifications (7) | Help Instructions | Logout

Hirezon|EXthange SUNY Oswego

Switch Module
Dashboard
Assignedto Me | My Reviews | My Team Reviews | Start Review | Actionltems | Guest Review

Create Performance Review

Review Type: Select your option hd

Employee:

Position:

Supervisor:

Review Period: --Select-- ~

Department: --Select-- v

Create Form

2.) Fill in all the requested information and click Create Form:

Review Type: Will be Team Review when completing a form for a direct report.

Employee: Type in your direct reports name- they should auto populate, click on their name. *If
they do not auto populate that means they do not have access to the performance
module- please contact hr(@oswego.edu to request the access.

Position: Type in your direct reports title.
Supervisor: Type in your name and it should auto populate, click on your name.
Review Period: Select the appropriate year for the performance program.
Department: Select the direct report’s department from the drop down.
Template: You will see all active templates- choose CSEA 6 Month Recertification.
Welcome: Test Oswego | Account | Nofifications (13) | Help | Instructions | Logout
Hirezon|EXchange SUNY Oswego

Switch Module
Dashboard
Assignedto Me | My Reviews | My Team Reviews | Start Review | Actionltems | GuestReview

Create Performance Review

Review Type: Team Review A

Employee: Leah Holmes [Assistant Director of Human Resources] 9%
Position: Administrative Assistant

Supervisor: Test Oswego [Office of Human Resources] X
Review Period: Year 2023 Al
Department: Career Services hd
Template: CSEA 6 Month Recertification v a4

Create Form

15
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3.) The next screen will be the CSEA Six-Month Recertification form for you to complete.

*There are instructions at the top for your review.

Welcome: Test Oswego Account | Motifications (13) | Help Instructions | Logout

HirezonlE'?‘Ehange SUNY Oswego
Switch Module
Dashboard

Assigned to Me | My Reviews | My Team Reviews | Start Review | Action ltems | Guest Review

Leah Holmes

Pasition: Adrinistrative Assistant Review Period: ‘Year 2023

Supervisor: Test Oswego Department: Career Services

Supervisor: Complete all sections below- Section 1: Employee Identification, Section 2A: Performance Program (you can copy the task expectations from the performance program you already
completed six months ago), Section 3: Six Month Recertification and setup the Task Routing by the approximate midpoint of the employee's performance program. Once you have completed the
form, click send for routing at the bottom (the form will then go to the employee for review). Set up a time to meet with the employee in-person/virtually to review and discuss any changes in
tasks and proposed rating before submitting to Human Resources. Once you have reviewed with the employee and the employee electrenically acknowledges receipt of the performance
program/proposed rating, submit the six-month recertification to Human Resources to be filed in the employee’s personnel file. After HR acknowledges the six-month recertification, the final copy

will be in your dashboard when you log back into your account.

Employee: You will receive an email to review the six-month recertification that was prepared by your supervisor. You will be given the option to make comments and suggested changes on the
performance program/proposed rating. You can then either return the six-month recertification back to your supervisor for a second review/ability to make changes or you can electronically
acknowledge receipt and submit. Please meet with your supervisor in-person/virtually to review and discuss the performance program/propesed rating before electronically acknowledging receipt

and submitting. After HR acknowledges the six-month recertification, the final copy will be in your dashboard when you log back into your account.

+ SECTION 1 - EMPLOYEE IDENTIFICATION

Non-Scored | Reportable

+ SECTION 2A - PERFORMANCE PROGRAM a*

Non-Scored | Editable by Supervisor

+ SECTION 3 - SIX-MONTH RECERTIFICATION

Hon-Scored | Reportable

4.) Click on the + next to Section 1- Employee Identification and the form will drop down, complete the
required information:

= SECTION 1 - EMPLOYEE IDENTIFICATION

Non-Scored | Reportable

* PR .
DSz Development and Alumni Enga v .sEUE
*
Salary Grade . B
3G-6 Saved
= , - . g
Enls ez i Ui Administrative Services v .Savg

16




5.) Next, click on the + next to Section 2A- Performance Program and the form will drop down, complete the
information required:
- SECTION 24 - PERFORMANCE PROGRAM

Non-5cored | Reportable

List the important tasks of the job and briefly describe how you expect each to be performed. Your expectations should be expressed in terms of quality and/or quantity where possible.

* List task 1: expectations Flease enter response here - H
List task 2: expectations Please enter response here - B
List task 3: expectations Please enter response here - E
List task 4: expectations Please enter response here - E
List task 5: expectations Please enter response here BEH

*The form is the same as the paper version you are used to working with. There are no language changes.
*Note: As you use this system year after year, content will be saved. Each year, you can copy the items that
have not changed. You can do this by clicking on the stack of papers icon next to the square save icon. There

will be a list of content you can choose from that was used for the same employee previously.

6.) Last, click on the + next to Section 3- Six-Month Recertification and the form will drop down, complete the
required information:

17




= SECTION 3 - SIX-MONTH RECERTIFICATION

Mon-Scored | Reportable

We met within one month before or after the approximate midpoint of the rating period to discuss the employee's perfarmance, and to reaffirm or revise the performance program

" List the REVISED tasks of the job and briefly describe how you expect each to be Flease enter response here
performed. Your expectations should be expressed in terms of quality and/er quantity

where possible.

* - - - c
If a rating were assigned today, based upon service to date, | would propose that it be Select-- -

Note: This is not a rating; therefore, it is not appealable.

*Note: If there were no revisions to any tasks you can enter N/A in the text box.

7.) Once you have finished entering all the information, click the Complete Form box at the bottom:

You will get this notification box:
www.interviewexchange.com says

Please make sure all your responses are final.

Click OK to complete form or Cancel to review and make changes.

When all your responses are final, click OK.

8H

g8

8.) After you click OK, the next screen will be the routing list (who needs to see/acknowledge) this 6 Month

Recertification:

18




Welcome: Test Oswego Account | Notifications (13} | Help Instructions | Logout

Hirezon|EX¢hange SUNY Oswego

Switch Module
Dashboard
Assignedto Me | My Reviews | My Team Reviews | Start Review | Actionltems | Guest Review

Leah Holmes

Position: Administrative Assistant Review Period: Year 2023
Supervisor: Test Oswego Department: Career Services

Routing List
I met with my supervisor to discuss my work performance. | have read this recertification and discussed it with my supervisor. My signature as acknowledgement does not necessarily signify that |

agree with this proposed evaluation.

1. Employee Leah Holmes Mot Sent ',
2.  Supervisor Test Oswego Mot Sent ',
3. HR Admin/Personnel File Human Resources Mot Sent

L& view Form 2+ send For Routing > EditForm | R clone

The employee (direct report) will be auto populated as the first person to review. As the immediate supervisor,
your name will also be auto populated. Then the last to receive will be the HR Office which is hard coded, and

you will not need to do anything with.
Once you have the routing list completed, click Send for Routing at the bottom.

9.) After you click Send for Routing, the employee (direct report) will receive an email notification letting
them know they have the Six-Month Recertification to review in Hirezon/Interview Exchange from their

supervisor:

Approval for Performance Review [Employee: Leah Holmes] (&iemall D inbex a2 o

Interview Exchange <info@interviewexchange.coms 202PM (O minutesage) ¥y €

[ )
. to me v
Hirezon|EXchange

Dear Leah

You are asked to evaluate a performance review - please click here to view

Performance Review Details
Employee: Leah Holmes

Supervisor: Test Oswego

Template: CSEA 6 Month Recertification

For any further assistance, please contact us via the online Help Desk

Thank you for using the Interview Exchange.

Interview Exchange Support
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How to Find Direct Report CSEA Six-Month Recertification in Process

1.) Click on My Team Reviews tab on the top of your Dashboard, then click on the year the performance
program was for:
Welcome: Test Oswego | Account | Metifications(7) | Help Instructions | Logout
Hirezon|EXchange SUNY Oswego

Switch Module

Dashboard

Assigned to Me | My Reviews | My Team Reviews | Start Review | Action ltems | Guest Review

My Team Reviews

YEAR 2023

ADHOC REVIEWS

2.) The drop-down menu will give you information on what is in process and who the Six-Month
Recertification is sitting with for approval:

Welcome: Test Oswego | Account | Netifications (7) | Help Instructions | Logout

SUNY Oswego

Hirezon|EXchange

Switch Module
Dashboard
Assigned to Me | My Reviews | My Team Reviews | Start Review | Action ltems | Guest Review

My Team Reviews

YEAR 2023
EMPLOYEE SCORE APPROVER CREATED UPDATED COMPLETED STATUS é?‘ﬁéw
[& 7 Leah Holmes B Leah Holmes 06/08/2023 09:42 AM EST 06/08/2023 10:01 AM EST — Routing - In-Progress Mot Sent

ADHOC REVIEWS

a.) You can click on the paper with magnifying glass next to the employee’s name to view the 6 Month
Recertification. *You can download into a PDF or print if needed- if you’d like to bring a physical
copy to the meeting with your employee. If you do this, please remember this is NOT the final copy.
The Six-Month Recertification is not final until the employee, you and HR have
approved/acknowledged it in the system.

How to Review/Acknowledge Direct Report CSEA Six-Month Recertification

1.) You will receive an email notification once your direct report has either approved/acknowledged their 6
Month Recertification OR they sent the Six-Month Recertification back to you with comments/suggestions on
items they would like for you to review and possibly make adjustments/changes to the Six-Month

Recertification:

2.) Once you log in to your Hirezon/Interview Exchange account, this will be the first screen you see-
Assigned to Me and items that need your action:
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Welcome: Test Oswego | Account | Motifications (13) | Help Instructions

|
Hirezon|EXchange SUNY Oswego

Switch Module
Dashboard
Assigned to Me | My Reviews | My Team Reviews | Start Review | Action ltiems | Guest Review

Assigned to Me

Logout

n 1 form(s) for Action

3.) When you click on the forms that need action link it will bring you to all Forms for Review:

Welcome: Test Oswego | Account | Nofifications (13) | Help Instructions |
. Irenrahow . .
Hirezon|EXchange SUNY Oswego

Switch Module

Dashboard
Assigned to Me | My Reviews | My Team Reviews | Start Review | Action ltems | Guest Review

Forms for Review

Logout

EMPLOYEE SUPERVISOR CREATED UPDATED COMPLETED STATUS
Leah Holmes Test Oswego 06/12/2023 1219 PM EST 081272023 12:27 PMEST — Routing - In-Progress

B Upcoming Forms for Review

Ml Dasimiismd Cmvimns

4.) Click on the employee’s name in blue and the form will pop up. Review the CSEA Six-Month
Recertification, and any discussions/comments the employee wrote to you. You can respond back to those
discussions within the form as well. (These are the little gray talk bubbles throughout the form “* - those will
be green if there is a discussion/comment entered within that section for you to review.). Scroll to the bottom
and you will see the routing list:

B Performance Review o x

SECTION 3 - SIX-MONTH RECERTIFICATION

Question Response |

* List the REVISED tasks of the job and briefly describe how you Testing |
expect each to be parformed. Your expectations should be
expressed in terms of quality and/or quantity where possible

* If & rating were assigned today, based upon service to date, | Satisfactory
would propose that it be

Mote: This is not a rating; therefere, it is not appealable.

Routing List

| met with my supervisor to discuss my work performance. | have read this recerfification and discussed it with my supervisor. My signature as acknowledgement does not
necessarily signify that | agree with this propesed evaluation.

# Position Name Status
1 Employes Leah Holmes Acknowledged [os+122623 01.07 FMEST]
2 Supervisor Test Oswego Current Approver
3 HR Admin/Personnel File Human Resources Not Sent
Comments

Acknowledge Receipt Edit and Resend

5.) You will see the employee either acknowledged the Six-Month Recertification or sent back to you for
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suggested changes. Review the Six-Month Recertification and you have two options:

a.) Acknowledge Receipt- which means you are finalizing the Six-Month Recertification, and it will
be sent to the HR Office to be filed in the employee’s personnel file.

b.) Edit and Resend- you can make last minute changes if needed and send it back to the employee for

their review and approval/acknowledgment.
1.) If you need to make changes and send it back to yourself for edits you will find the form

back under My Team Reviews tab and click on the appropriate year:

Welcome: Test Oswego Account | Notifications (9) | Help Instructions | Logout
HII’eZUn| Eichange SUNY Oswego

Switch Module

Dashboard

Assignedto Me | My Reviews | My Team Reviews | Start Review | Actionltems | Guest Review

My Team Reviews

» YEAR 2023

ADHOC REVIEWS

i1.) Click on the paper and pencil icon to edit:

Welcome: Test Oswego | Account | Notifications (3) | Help Instructions | Logout

Hirezon|E¥Ehange SUNY Oswego

Switch Module
Dashboard
Assigned to Me | My Reviews | My Team Reviews | Start Review | Action ltems | Guest Review

My Team Reviews

YEAR 2023

EMPLOYEE SCORE APPROVER CREATED UPDATED COMPLETED STATUS S

(& & Leah Holmes = 06/08/2023 09:42 AM EST 06/08/2023 01:04 PM EST Fom - In-Progress Not Sent

ADHOC REVIEWS

iii.) Make the necessary changes, scroll to the bottom- click Complete Form, then on the next
screen verify the routing list again and click Send for Routing at the bottom. This will be sent
back to the employee for their review/acknowledgment.

*Note: all discussions/comments made within the Six-Month Recertification will become a permanent part of

the file.

How to Find Completed Direct Report CSEA Six-Month Recertification

1.) Once the HR Office reviews, acknowledges, and files the Six-Month Recertification in the employees
personnel file, you will receive an email notification that the process has been completed.

2.) You can log in to your Hirezon/Interview Exchange account and find the final Six-Month Recertification
under the My Team Reviews tab, and click on the appropriate year:
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Welcome: Test Oswege | Account Motifications (11) | Help Instructions | Logout
I ekow

Hirezon|EXchange SUNY Oswego

Switch Module

Dashboard
Assignedto Me | My Reviews | My Team Reviews | Start Review | Action ltems | Guest Review

My Team Reviews

YEAR 2023
EMPLOYEE SCORE APPROVER CREATED UPDATED COMPLETED STATUS SELE
& . Leah Holmes — — DB0B/2023 09:42 AMEST | 06/08/2023 01:15 PMEST | 0G/0S/202301:15PMEST | Routing- Complete | Not Sent

ADHOC REVIEWS

a.) You will now see there is a completed date and time filled in and the status reads, Routing-
Complete.

b.) You can then click on the paper with magnifying glass icon to view, when you scroll to the bottom

of the Six-Month Recertification, you’ll see all approvers have acknowledged the form with a date and
time.

c.) Then you can download the final version into a PDF to save or print. At this point, you should
download a copy of the Six-Month Recertification and send it to your (evaluator’s) supervisor.

O Performance Review

8 X

Lo

CSEA 6 Month Recertification SUNY Oswesgo

Employee: Leah Holmes Review Period: Year 2023

Position: Administrative Assistant Department: Career Services

Supervisor: Test Oswego Discussions:

Created: 06/12/2023 12:56 PM EST Completed:

Instructions

Supervisor: Complete all sections below- Section 1: Employee ldentification, Section 24: Performance Program (you can copy the task expectations from the performance

program you already completed six months ago), Section 3: Six Month Recertification and setup the Task Routing by the approximate midpoint of the employee's
performance program. Once you have completed the form, click send for routing at the bottom (the form will then go to the employee for review). 5et up a time to mest
with the employee in-person/virtually to review and discuss any changes in tasks and proposed rating before submitting to Human Resources. Once you have reviewed with
the employee and the employee electronically acknowledges receipt of the performance program/proposed rating, submit the six-month recertification to Human

Resources to be filed in the employee's personnel file. After HR acknowledges the six-month recertification, the final copy will be in your dashboard when you log back into

your account.

Employee: You will receive an email to review the six-month recertification that was prepared by your supervisor. You will be given the option to make comments and
suggested changes on the performance program/proposed rating. You can then either return the six-month recertification back to your supervisor for a second
review/ability to make changes or you can electronically acknowledse receipt and submit. Please meet with your supervisor in-person/virtually to review and discuss the

performance program/ proposed rating before electronically acknowledging receipt and submitting. After HR acknowledges the six-month recertification, the final copy will

How to Start New CSEA Annual Evaluation/Appraisal
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1.) Click on Start Review at the top of your dashboard:

Welcome: Test Oswego | Account | Nofifications (7) | Help Instructions | Logout
. sy i i
Hirezon|EXChange SUNY Oswego

Switch Module
Dashboard

Assigned to Me | My Reviews | My Team Reviews | Start Review | Actionltems | Guest Review

It will then bring you to the following screen:

Welcome: Test Oswego | Account | Metifications (7) | Help Instructions | Logout

Hirezon|EXchange SUNY Oswego

Switch Module
Dashboard
Assignedto Me | My Reviews | My Team Reviews | Start Review | Actionltems | Guest Review

Create Performance Review

Review Type: Select your option v

Employee:

Paosition:

Supervisor:

Review Period: --Select-- v
Department: --Select-- -

Create Form

2.) Fill in all the requested information and click Create Form:

Review Type: Will be Team Review when completing a form for a direct report.

Employee: Type in your direct reports name- they should auto populate, click on their name. *If
they do not auto populate that means they do not have access to the performance
module- please contact hr(@oswego.edu to request the access.

Position: Type in your direct reports title.

Supervisor: Type in your name and it should auto populate, click on your name.

Review Period: Select the appropriate year for the performance program.

Department: Select the direct report’s department from the drop down.

Template: You will see all active templates- choose CSEA Annual Evaluation/Appraisal.
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mailto:hr@oswego.edu

Welcome: Test Oswego Account | Notifications (14) | Help Instructions | Logout

HirezonlE'?'Ehange SUNY Oswego

Switch Module
Dashboard
Assignedto Me | My Reviews | My Team Reviews | Start Raview | Actionltems | Guest Review

Create Performance Review

Review Type: Team Review A

Employee: Lesh Holmes [Assistant Director of Human Resources] %
Position: Administrative Assistant

Supervisor: Test Oswego [Office of Human Resources] X
Reviev: Period: Year 2023 ~
Department: Career Services hd
Template: CSEA Annual Evaluation/Appraisal v &
Create Form

3.) The next screen will be the CSEA Annual Evaluation/Appraisal form for you to complete.

*There are instructions at the top for your review.

Welcome: Test Oswego Account | NMofifications (14) | Help Instructions | Logou
. e
Hirezon|EXthange SUNY Oswegc
Switch Module
Dashboard

Assigned to Me | My Reviews | My Team Reviews | Start Review | Action ltems | Guest Review

Leah Holmes

Position: Administrative Assistant Review Period: Year 2023

Supervisor: Test Oswego Department: Career Services

Supervisor: Complete all sections below- Section 1: Employee Identification, Section 2A: Performance Program, Section 28: Performance Appraisal, Section 4: Supervisor's Comments, Section 5:

performance Rating (any section you have completed previously you can copy from the last form) and setup the Task Routing annually for all employees. Once you have completed the form, click
send for routing at the bottom (the form will then go to the employee for review). Set up a time to meet with the employee in-person/virtually to review and discuss the evaluation/appraisal
before submitting to Human Resources. Once you have reviewed with the employee and the employee electronically acknowledges receipt of the evaluation/appraisal, submit to Human Resources

to be filed in the employee’s personnel file. After HR acknowledges the evaluation/appraisal, the final copy will be in your dashboard when you log back into your account.

Employee: You will receive an email to review the evaluation/appraisal that was prepared by your supervisor. You will be given the option to make comments and suggested changes on the
evaluation/appraisal. You can then either return it back to your supervisor for a second review/ability to make changes or you can electronically acknowledge receipt and submit. Please meet
with your supervisor in-person/virtually to review and discuss the evaluation/appraisal before electronically acknowledging receipt and submitting. After HR acknowledges the

evaluation/appraisal, the final copy will be in your dashboard when you log back into your account.

+ SECTION 1 - EMPLOYEE IDENTIFICATION

Non-Scored | Reportable

+ SECTION 2A - PERFORMANCE PROGRAM o*

Non-Scored | Editable by Supervisor

+ SECTION 2B - PERFORMANCE APPRAISAL at

Non-Scored | Editable by Supervisor

+ SECTION 4: SUPERVISOR'S COMMENTS

Nen-Scored

+ SECTION 5: PERFORMANCE RATINGS
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4.) Click on the + next to Section 1- Employee Identification and the form will drop down, complete the

required information:
= SECTION 1 - EMPLOYEE IDENTIFICATION
Hon-Scored | Reportable
* Division/Section
* Salary Grade

* Employee's Negotiating Unit:

Development and Alumni Enga v

5G-6

Administrative Services

]
i@

i@

wn
i

i@

w
i

5.) Next, click on the + next to Section 2A- Performance Program and the form will drop down, complete the

information required:
- SECTION 24 - PERFORMANCE PROGRAM

Non-5cored | Reportable

List the important tasks of the job and briefly describe how you expect each to be performed. Your

* List task 1: expectations

List task 2: expectations

List task 3: expectations

List task 4: expectations

List task 5: expectations

Please enter
Flease enter
Flease enter
Flease enter
Flease enter

expectations should be expressed in terms of quality and/or quantity where possible.

response here
r response here
r response here
' response here
' response here.

g8

g8

==

B4

g8

6.) Next, click on the + next to Section 2B- Performance Appraisal and the form will drop down, complete the
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information required:

= SECTION 2B - PERFORMANCE APPRAISAL ot

Non-5cored | Editable by Supervisor

X+ 8

* Task 1: Describe the employee's performance in accomplishing task 1 specified in
Section 2A. Explain how the employee's performance met, exceeded or failed to meet

your expectations.

X+ EH

Task 2: Describe the employee’s performance in accemplishing task 2 specified in Section
2A. Explain how the employee'’s performance met, exceeded or failed to meet your

expectations.

Task 3: Describe the employee’s performance in accomplishing task 2 specified in Section Please enter response here '}" X & . B
2A. Explain how the employee'’s performance met, exceeded or failed to meet your

expectations.

Task 4: Describe the employee’s performance in accomplishing task 4 specified in Section 'f X + . H
2A. Explain how the employee's performance met, exceeded or failed to meet your

expectations.

Task 5: Describe the employee’s performance in accomplishing task 5 specified in Section | Flease enter response here '»" X ¢ . B

2A. Explain how the employee's performance met, exceeded or failed to meet your

expectations.

7.) Next, click on the + next to Section 4- Supervisor’s Comments and the form will drop down, complete the
information required:

= SECTION 4: SUPERVISOR'S COMMENTS

Mon-Scored

=l

[i¢}
g
i+
8
w
2
]
]

Comment on other aspects of the employee’s performance (such as skills, behaviors, Flease
personal characteristics and time and attendance patterns) which have affected the
employee's performance or the performance of other employees. Suggest ways in which

performance can be improved.

8.) Next, click on the + next to Section 5- Performance Rating and the form will drop down, complete the
information required:
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= SECTION 5: PERFORMANCE RATINGS
Mon-Scored | Reportable
SATISFACTORY: This is a broad category which covers a wide range of employees, all of whom are performing acceptably. It is the expected and usual level of performance. The employes
generally meets performance expectations as specified in the performance program for all tasks and performs in a good, competent manner. This is the level which can minimally be expected
from an employee in order for the work unit to function effectively. The employee's performance may also be characterized as meeting minimal performance expectations for the job yet there
are many areas of performance which should be improved. The employee may meet performance expectations for certain tasks or assignments, but some assignments may require extra
follow-up and direction by the supervisor. It is only when the employee's performance clearly shows that it is below the expected performance level that a rating other than "Satisfactory”
should be considered.
Note: Because this rating covers a wide range of performance, supervisors may want to consider the length of time the employee has been in the job as appropriate (i.e., employees in the

same job title may be performing satisfactorily but at different levels due to length of time and/or experience on the job.)

UNSATISFACTORY: The employee clearly does not meet performance expectations for one or more tasks, not even at a minimally acceptable level. The employee requires significant extra

direction, or the supervisor finds it necessary to avoid assigning normal tasks to the employee. The employee cannot be relied upon to carry out critical assignments in a timely and effective

fashion. There is a need for immediate and significant improvement in performance. Appeal Rights: Only ratings of UNSATISFACTORY are appealable. Disputes concerning issues such as an

employee’s performance program, and the rating and appeals process are not subject to appeal. Employees must file an appeal within 15 calendar days of the receipt of an UNSATISFACTORY

rating. Appeals forms and procedural information are available from your personnel office. Employees have the right to a personal appearance and to CSEA-designated representation before

the Appeals Board.

* Check the overall rating that best summarizes the employee performance. Select - . E

If the rating is"unsatisfactory” please type and attach supporting explanation and Attachment and notes related to . H

justification. this attachment are optional.

Choaose File | Mo file chosen

*The form is the same as the paper version you are used to working with. There are no language changes.
*Note: As you use this system year after year, content will be saved. Each year, you can copy the items that
have not changed. You can do this by clicking on the stack of papers icon next to the square save icon. There

will be a list of content you can choose from that was used for the same employee previously.

9.) Once you have finished entering all the information, click the Complete Form box at the bottom:

You will get this notification box:
www.interviewexchange.com says

Please make sure all your responses are final.

Click OK to complete form or Cancel to review and make changes.

When all your responses are final, click OK.
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10.) After you click OK, the next screen will be the routing list (who needs to see/acknowledge) this CSEA
Annual Evaluation/Appraisal:

Welcome: Test Oswego | Account | Nofifications (2) | Help Instructions | Logout

Hirezon|EXchange SUNY Oswego

Switch Module
Dashboard
Assignedto Me | My Reviews | My Team Reviews | Start Review | Action ltems | Guest Review

Leah Holmes

Position: Administrative Assistant Review Period: 2022 - 2023
Supervisor: Test Oswego Department: Career Services

Routing List
Employee: | met with my supervisor to discuss my work performance. | have read this evaluation and discussed it with my supervisor. My signature as acknowledgement does not necessarily signify
that | agree with this evaluation.

Please write your comments in the text box below before clicking acknowledge receipt.

Supervisor: Please include the date of your evaluation meeting with the employee in the comments section below before clicking acknowledge receipt.

1. Employee Leah Holmes Not Sent ',,
2.  Supervisor Test Oswego Not Sent 'I
3.  Mext Level Supervisor Please add an user. ',,
4. HR Admin - Personnel File Human Resources Not Sent

&, view Form 2 Send For Routing 2 Edit Form | % Clone

The employee (direct report) will be auto populated as the first person to review. As the immediate supervisor,
your name will also be auto populated. Next to acknowledge, the Next Level Supervisor. You will need to
enter in this individual and save. Then the last to receive will be the HR Office which is hard coded, and you

will not need to do anything with.
Once you have the routing list completed, click Send for Routing at the bottom.

11.) After you click Send for Routing, the employee (direct report) will receive an email notification letting
them know they have the to review in Hirezon/Interview Exchange from their supervisor:
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Approval for Performance Review [Employee: Leah Holmes] (&emal o inbor «

Interview Exchange <info@interviewexchang 3:02PM (0 minutes ago;

tome ¥

Hirezon|EXchange

Dear Leah,
You are asked to evaluate a performance review - please click here to view.

Performance Review Details

Employee: Leah Holmes

Supervisor: Test Oswego

Template: CSEA Annual Evaluation/Appraisal

For any further assistance, please contact us via the online Help Desk
Thank you for using the Interview Exchange

Interview Exchange Support
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How to Find Direct Report CSEA Annual Evaluation/Appraisal in Process

1.) Click on My Team Reviews tab on the top of your Dashboard, then click on the year the CSEA Annual
Evaluation/Appraisal was for:

Welcome: Test Oswege | Account | Nofifications (7) | Help Instructions | Logout
. e
Hirezon|E¥change SUNY Oswego
Switch Module
Dashboard

Assigned to Me | My Reviews | My Team Reviews | Start Review | Action ltems | Guest Review

My Team Reviews

YEAR 2023

ADHOC REVIEWS

2.) The drop-down menu will give you information on what is in process and who the CSEA Annual
Evaluation/Appraisal is sitting with for approval:

Welcome: Test Oswege | Account | Notifications (7) Help Instructions | Logout

Hirezon|EXchange SUNY Oswego

Switch Module
Dashboard
Assigned to Me | My Reviews | My Team Reviews | Start Review | Action kems | Guest Review

My Team Reviews

YEAR 2022
EMPLOYEE SCORE APPROVER CREATED UPDATED COMPLETED STATUS ;EE&'}EW
& 7 Leah Holmes — Leah Holmes 06/08/2023 09:42 AM EST 06/08/2023 10:01 AM EST — Routing - In-Progress Mot Sent

ADHOC REVIEWS

a.) You can click on the paper with magnifying glass next to the employee’s name to view the CSEA
Annual Evaluation/Appraisal *You can download into a PDF or print if needed- if you’d like to bring a
physical copy to the meeting with your employee. If you do this, please remember this is NOT the final
copy. The final copy will not be until the employee, you, your supervisor and HR have
approved/acknowledged in the system.

How to Review/Acknowledge Direct Report CSEA Annual Evaluation/Appraisal

1.) You will receive an email notification once your direct report has either approved/acknowledged their
CSEA Annual Evaluation/Appraisal OR they sent the CSEA Annual Evaluation/Appraisal back to you with
comments/suggestions on items they would like for you to review and possibly makes adjustments/changes to
the CSEA Annual Evaluation/Appraisal.

2.) Once you log in to your Hirezon/Interview Exchange account, this will be the first screen you see-
Assigned to Me and items that need your action:
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Welcome: Test Oswego | Account | Notifications (13) | Help Instructions | Logout
. — N .
HirezonlEXchange SUNY Oswe

Switch Module

Dashboard
Assigned to Me | My Reviews | My Team Reviews | Start Review | Action ltems | Guest Review

Assigned to Me

go

u 1 form(s) for Action

3.) When you click on the forms that needs action link it will bring you to all Forms for Review:

Welcome: Test Oswego | Account | Nofifications (13) | Help Instructions | Logout

. —
Hirezon|E¥change SUNY Oswego
Switch Module
Dashboard
Assigned to Me | My Reviews | My Team Reviews | Start Review | Action ltems | Guest Review

Forms for Review

EMPLOYEE SUPERVISOR CREATED UPDATED COMPLETED STATUS
Leah Holmes Test Oswego 06/12/2023 12:19 PMEST 06M12/2023 12:27 PMEST Routfing - In-Progress

B Upcoming Forms for Review

Pl Davvdmismd Cavone

4.) Click on the employee’s name in blue and the form will pop up. Review the CSEA Annual
Evaluation/Appraisal, and any discussions/comments the employee wrote to you. You can respond back to
those discussions within the form as well. (These are the little gray talk bubbles throughout the form “* - those

will be green if there is a discussion/comment entered within that section for you to review.). Scroll to the
bottom and you will see the routing list:

B Performance Review ax
Question Response
* Check the overall rating that best summarizes the employee Satisfactory
performance

If the rating is"unsatisfactory” please type and attach supporting
explanation and justification.

Routing List

Employee: | met with my supervisor to discuss my work performance. | have read this evaluation and discussed it with my supervisor. My signature as acknowledgement does
not necessarily signify that | agree with this evaluation.

Please write your comments in the text box below befere clicking acknowledge receipt.

Supervisor: Please includs the date of your evaluation meeting with the employee in the comments section below before clicking acknowledge receipt

#  Position Name Status
1 Employee Leah Holmes Acknowledged [ror232023 05:46 AM EST]
2 Supervisor Test Oswego Current Approver
3 Next Level Supervisor Oswego Templates Not Sent
4 HRAdmin - Personnel File Human Resources Not Sent
Comments

Acknowledge Receipt Edit and Resend
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5.) You will see the employee either acknowledged the CSEA Annual Evaluation/Appraisal or sent back to
you for suggested changes. Review the CSEA Annual Evaluation/Appraisal and you have two options:

a.) Acknowledge Receipt- which means you are finalizing the CSEA Annual Evaluation/Appraisal,
and it will be sent to the HR Office to be filed in the employee’s personnel file.

b.) Edit and Resend- you can make last minute changes if needed and resend to the employee for their

review and approval/acknowledgment.
1.) If you need to make changes and send it back to yourself for edits you will find the form
back under My Team Reviews tab and click on the appropriate year:
Welcome: Test Oswego Account | Mofifications (9) | Help Instructions |
Hirezon|EX€hange SUNY Oswego
Switch Module

Logout

Dashboard

Assignedto Me | My Reviews | My Team Reviews | Start Review | Actionltems | Guest Review

My Team Reviews

» YEAR 2023

ADHOC REVIEWS

i1.) Click on the paper and pencil icon to edit:
Welcome: Test Oswego | Account | Notifications (3) | Help Instructions | Logout

Hirezon [E¥¢hange SUNY Oswego

Switch Module
Dashboard
Assigned to Me | My Reviews | My Team Reviews | Start Review | Action ltems | Guest Review

My Team Reviews

YEAR 2023
SELF-

EMPLOYEE SCORE APPROVER CREATED UPDATED COMPLETED 5TATUS REVIEW

06/08/2023 09:42 AM EST 06/08/2023 01:04 PM EST Fom - In-Progress Not Sent

& = Lean Holmes = e

ADHOC REVIEWS

iii.) Make the necessary changes, scroll to the bottom- click Complete Form, then on the next
screen verify the routing list again and click Send for Routing at the bottom. This will be sent

back to the employee for their review/acknowledgment.

*Note: all discussions/comments made within the CSEA Annual Evaluation/Appraisal will become a

permanent part of the file.

How to Find Completed Direct Report CSEA Annual Evaluation/Appraisal

1.) Once the HR Office reviews, acknowledges, and files the CSEA Annual Evaluation/Appraisal in the
employees personnel file, you will receive an email notification that the process has been completed.

2.) You can log in to your Hirezon/Interview Exchange account and find the final CSEA Annual
Evaluation/Appraisal under the My Team Reviews tab, and click on the appropriate year:
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Welcome: Test Oswege | Account Notifications (11) | Help Instructions | Logout
. e
Hirezon EXchange SUNY Oswego
Switch Module
Dashboard

Assignedto Me | My Reviews | My Team Reviews | Start Review | Actionltems | Guest Review

My Team Reviews

YEAR 2023
EMPLOYEE SCORE APPROVER CREATED UPDATED COMPLETED STATUS é%bﬁéw
IQ " Leah Holmes — — 06/08/2023 09:42 AM EST 06/08/2023 01:15 PM EST 06/08/2023 01:15 PM EST Routing - Complete Not Sent

ADHOC REVIEWS

a.) You will now see there is a completed date and time filled in and the status reads, Routing-
Complete.

b.) You can then click on the paper with magnifying glass icon to view, when you scroll to the bottom
of the CSEA Annual Evaluation/Appraisal, you’ll see all approvers have acknowledged the form with a
date and time.

c.) Then you can download the final version into a PDF to save or print. At that time, you should
download a copy of the Annual Evaluation/Appraisal and send it to your (evaluator’s) supervisor.

B Performance Review (= -4
L=
| e
CSEA Annual Evaluation/Appraisal SUNY Oswesgo
Employee: Leah Holmes Review Period: Year 2023
Position: Administrative Assistant Department: Career Services
Supervisor: Test Oswego Discussions:
Created: 06/12/2023 01:54 PM EST Completed:
Instructions

Supervisor: Complete all sections below- Section 1: Employee |dentification, Section 2A: Performance Program, Section 2B: Performance Appraisal, Section 4: Supervisor's
Comments, Section 5: Performance Rating (any section you have completed previously you can copy from the last form) and setup the Task Routing annually for all
employees. Once you have completed the form, click send for routing at the bottom (the form will then go to the employee for review). Set up a time to meet with the
employee in-person/virtually to review and discuss the evaluation/appraisal before submitting to Human Resources. Once you have reviewed with the employee and the
employes electronically acknowledges receipt of the evaluation/appraisal, submit to Human Resources to be filed in the employee’s personnel file. After HR acknowledges

the evaluation/appraisal, the final copy will be in your dashbeard when you log back into your account.

Employee: You will receive an email to review the evaluation/appraisal that was prepared by your supervisor. You will be given the option to make comments and suggested
changes on the evaluation/appraisal. You can then either return it back to your supervisar for a second review/ ability to make changes or you can electronically
acknowledge receipt and submit. Please meet with your supervisor in-person/virtually to review and discuss the evaluation/appraisal before electronically acknowledging

receipt and submitting. After HR acknowledges the evaluation/appraisal, the final copy will be in your dashboard when you log back into your account.

FAQ's & Useful Information

Please visit the Hirezon/Interview Exchange user manual for FAQ’s and useful information within the
performance module: https://support.interviewexchange.com/articles/#!hirezon-performance/useful-
information.
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