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Includes timesheets, W-2s, Includes links and information Includes training and
holiday schedules and direct on Travel and Expense, development information.
deposit information. Purchasing, Inventory,

Budget, Contracts and Supply
Chain Management.

TxDOT lob Center

"

Career opportunities for
TxDOT staff.

Log into the Human Resources component of Oracle PeopleSoft.
Make sure your User ID is in all caps.

Use your Novell login.

ORACLE
PEOPLESOFT

User D

SUPERVISOR NAME

Passward

Select a Language

English

B Enable Accessibility Mode




2. Click on “Current Documents.”

Favorites + Main Menu

Search Menu:

ORACI

3 selfSenice
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i i i Job and Personal Information 3

03 Time Admin Self Senic . <0\ Self Service
83 Recruiting B0 compensation and Stock 4 i) Navigate to your self service information and activities.

o 1 O3 i » i=] HCM ESS Query/Report Catalog
83 workforce Administrati Learning and Development -

I N
£3  Compensation £3  Performance Managen] =3 Ferformance Documen
B2 Time andLabor £3  Salary Growth Plannind L3 Development Documer EI] current Documents
£ Payroll for North Amerid E  oisciplinary Action B Maintain Performance || =] Historical Documents
£ Workforce Developmer|] =  TXDOT Manager Quick Links W =l view-only Documents @E
=l Recruiting Home
03 Organizational Develop B manager Dashboard ) Search Applicants
1 set Up HCM D Talent Summary = Search Applications
10 More...
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Personal and Job Information Time Management Compensation Management
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Disciplinary Action TxDOT Manager Quick Links Worklist
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3. Select an employee.

Favorites ¥ WMain Menu Manager Self > Performance Management ¥ >  Performance Documents ¥ > Current Docume

ORACLE’

Current Performance Documents

Listed below are the current performance documents for which you are the Manager.

Filter Criteria

Performance Documents Personalize | Find | @| E First ‘& 1-110f11 ‘&' Last
Employee Document Type Document Status Period Begin Period End Job Title Next Due Date
I Jane Doe Ciareer Conversations Define Criteria 0141112020 12/31/2020 g;’ggﬁlm Support 02/29/2020
James Doe Career Conversations Define Criteria 01/08/2020 123112020 gssgﬁlm Support 4534020
Victoria Someone  Career Conversations Define Criteria 01/07/2020 1213112020 gssgﬁlm Support 45341020
Kevin Another Career Conversations Define Criteria 01/06/2020 12/31/2020  RESOUMCE SUPPOTt 45340000

Speclll



4. Confirm Job Title and Job Description is the same. If they are not the same, follow steps 4a
through 4c, or 4d and 4e, and add a Job Description consistent with the Job Title. If they are
the same, go to step 5 and print out the job profile and review with employee.

Career Conversations
Define Criteria - Update and Save
Jane Doe

Job Titlt Resource Support Spec 1l I Manager Lourdes Fulton
J Document Type Career Conversatons Period n1x12!\i'i"ff‘g,er.'l‘fi@§,_u
Template TxDOT Annual Evaluation NEW Document ID 52674

J Status In Progress Due Date 12/01/2020

Key objectives of Career Conversation meetings: Communication to acknowledge performance/productivity, career development, review
qualifications, skills, responsibilities, and expectations.

The Job Description, Manager Comments and Employee Comments can be updated at anytime during the performance cycle by selecting
the SAVE button. Attachments can also be added.

At the end of the performance cycle, the manager should select the APPROVE button in order to update the performance
review.

After the review has been discussed with the employee then select the COMPLETE button to close the evaluation.

« Expand All | » Collapse All

Section 1 - Job Description

Job Description will be evaluated by: Employee, Manager

~ Expand | » Collapse | [G Add ltem

K507 - General Transp Tech Il

4a. Adding a pre-defined Job Title
1) Click “Add Item” below Section 1.
2) On the next page, ensure “Add pre-defined item” is selected, and click “Next.”

Add Item
I@‘ Add pre-defined item

Section 1 - Job Description

Job Description will be evalu W Janager

O Add your own [tem
- Expand | » Collapse [f & Addltem

K507 - General Transp Tech Il Mext

4b. Type the job title in the “Title” box and click “Search.”

Add a Pre-Defined ltem

To search for items to add to the document enter any search below. You can also enter search criteria to help refine your
results.

Search Criteria

Title |Resource Support Sped

Content Group Type | ]

Content Group | ]

Search Clear




4c. Checkmark next to the Job Description and click “Add.” On the next page click “Save” in the
top right corner.

Add a Pre-Defined Iltem

To search for items to add to the document enter any search below. You can also enter search criteria to help refine your
results.

Search Criteria
Title Resource Support Spec

Content Group Type | ~|
Content Group | v]
Search Clear
Search Results Personalize | (7 1-10 of 10

Job Description
A481 -Resource Support Specialist|

Ad82 - Resource Suppurt Specll

Ad83 - Resource Support Spec il

AdB4 - Resource Support Spec IV
AdB5S -Resource Support Spec
C012 - Info Resource Support Spec|
C014 - Info Resource Support Specll
C016 - Info Resource Support Spec il

C017 - Info Resource Support Spec |V

oooooooOEgo o

C018 - Info Resource Support SpecV

Select All Deselect All
Add

Return

4d. Adding or editing an existing Job Title:

1) If possible, copy an approximate Job Title and Description.

2) Click “Add Item” below Section 1.

3) On the next page, ensure “Add pre-defined item” is selected, and click “Next.”

Add Item

Section 1 - Job Description ~
) Add pre-defined item

Job Description will be evaluated by: Employee. Manager

Add your own ltem

- Expand | » Collapse § [F Addltem

K507 - General Transp Tech Il
MNext




4e.

1) Add aJob Title

2) Paste the Approximate Job Description in the Description box and edit as needed
3) Click Add

4) On the next page, click Save in the top right corner

Career Conversations

Add Your Own ltem

neral Transport Tech Il

Description _
e Font ~|| Size ~| B I U | 2 12 A- B}

Description : Performs [routine] work related to transportation activities such as
construction inspection; routine and contract maintenance inspection; material and
process inspection; laboratory testing; [calculations]; drafting; [design]; traffic and accident
data collection; surveying [and the use of surveying equipment], pavement data collection
and evaluation; [bridge inspection; construction record-keeping; plan review; Plans,
Specifications and Estimates (PS&E) processing]; andfor [skilled] roadway maintenance

Add

v

® o

Return

5.

To view and print a job profile, click Actions > Development > View Job Profiles.

Career Conversations

Define Criteria - Update and Save
Jane Doe

Acfions ~

Job and Personal Information » | Resource Support Spec Il
Compensation and Stock , | Career Conversations

Development »

View Current Team Profiles

K

Performance Management [ TR - e Files

qualifications, skills, responsibilities, am

View Job Profiles e g

The Job Description, Manager Comments and Emp!o:.ree Comments can be updated
the SAVE button. Attachments can also be added.




6. Type the Job Title in the Profile Name and click “Search.”

View Job Profiles

Select a Profile
Toview a Profile, enter your search criteria and select the "Search” push button.

Basic Search Criteria

Type x0T lob Profile
Profile Nam4 Resource Support Spec
Search Clear Advanced Search
7. Select the job profile and print. Highlight applicable responsibilities and competencies and

save the job Profile.

Select a Profile
To view a Profile, enter your search criteria and select the "Search” push button.

Basic Search Criteria

Search

Type TxDOT Job Profile
Profile Name RESOURCE SUPPORT SPEC

Clear

Advanced Search

[ Your search has returned 5 resuits.

Profile Search Results

Profile Type

TxDOT Job Profile
TxDOT Job Profile
TxDOT Job Profile
TxDOT Job Profile

TxDOT Job Profile

Select All

Deselect All

Personalize | Find | View All | G| [

Profile Hame

Resource Support Specialist |

Resource Support Spec

Resource Support Spec il

Resource Support Spec IV

Resource Support SpecV

8. Review the Job Profile and its general expectations with the employee.




O. After meeting with employee, attach the job profile to the Career Conversation document:

e Add Attachment
e Browse, select file, click “Open”
e Upload

I PREVIEWVY LIS STHRNUYEE o JUlr W LRI L g s i nngd ree pre g,
2. Make any necessary adjustments to the job description and review your changes with the employee.
3. Once the job description is correct select the approve button to complete this step.

~ ExpandAll | » Collapse All

Section 1 - Job Description

Job Description will be evaluated by: Employee, Manager

- Expand | (» Collapse | [ Addltem

A483 - Resource Support Spec Il

Attachments
Mo Attachments have been added to this document

E'I] Add Attachment

Audit History
Created By Kim Johannesen
Last Modified By Lourdes Fulton

File Attachment —
Help

Browse... | No file selected.

Upload Cancel |

011212020 2:24:48FM
01/12/2020 9:16:44PM

10a. | On the main page, select “Employee and Manager” under “Attachment Audience” and save.

Attachments

File Hame Description Attachment Audience st Update Date/Time Uploaded By
Resource_Suppor_Spec_lll.paf Employee And Manag ~| Qi/12/2020 e:46:42Pm - Manager Name m

Add Attachment

10b. | Managers can attach any documents needed throughout the year including optional 360

Attachment Audience.

feedback. If attaching feedback from others on the employee, only select “Manager” under




11a. | Both evaluator and employee may add comments and attachments throughout the year.
NOTE: Comments are immediately visible to both employee and evaluator when SAVED
1) Click “Add Item” below Section 2.

¥ Section 2 - Manager Comments (Visible to Employee)

Focus for the current and next year, including goals, development opportunities, and strengths.
& Add Item

11b. | 2) Add a “Title,” e.g. a date or nature of meeting such as “One-on-One.”
3) Add comments in the “Description.”
4) Click Add

Career Conversations
Add Your Own ltem

anuary One-on-Cne

n * Font || Size =[|B I Ul =2 A- B

Summary of the one-on-one.

Add

Return

11c. | Click “Save” at the top right corner.

Managers will need to inform their employees of their opportunity to input their comments
before proceeding to step 12 for the end of year Career Conversation process. *All Manager
and Employee comments must be entered and saved before proceeding to step 12.

. Returnto Current Documents | Save | | Complete
Career Conversations
Manager Evaluation - Update and Complete Gt | £ Noiry | 8] Bxot
Jane Doe
Actions »
Job Title Resource Support Specll Manager Manager Name
J Document Type Career Conversations Period 01/11/2020 - 12/31/2020
Template TxDOT Annual Evaluation NEW DocumentID 82651

J Status Evaluation in Progress Due Date 12/31/2020



12a. | At the end of year performance cycle; 1) select the APPROVE button to update the
performance review by selecting the rating of “Achieved” or “Not Achieved”; 2) Print the

performance document and review with the employee. *This locks the document from
entering comments for the manager.

i AQrt o

Return to View Performance Documents | Save |

Approve

& Print | 7 Notify | #)Export

2)
Performance Review Summary

'::_::' Achieved '::::' Mot Achieved

Manager Rating

12b. | Click “Save” at the top right corner. Thereafter Print and meet with the employee for the
year-end Career Conversation.

Career Conversations
Manager Evaluation - Update and Complete

Jane Doe
Actions =

Return to Current Documents

& Print || Notity | B Export

Job Title Resaurce Support Speclll Manager Manager Name

) Document Type Career Conversations Period 01/11/2020 - 12/31/2020

\ Template TxDOT Annual Evaluation NEW DocumentID 82651
J Status Evaluation in Progress Due Date 12/31/2020

13. | Following the end of year Career Conversation, attach additional employee comments (if
provided) following steps 9 and 10 on attaching documents




14. | Click “Complete” and the document automatically gets moved to “Historical Documents.”

. Return to Current Documents Save Complete
Career Conversations
Manager Evaluation - Update and Complete GPrint | SN0ty | B] Export
Jane Doe
Actions =
Job Title Resource Support Speclil Manager Manager Name
J Document Type Career Conversations Period 071/11/2020 - 12/31/2020

\ Template TxDOT Annual Evaluation NEW Document ID 82651
J Status Evaluationin Progress Due Date 12/31/2020



