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HOW TO SCHEDULE AND ‘COMPLETE’
A PERFORMANCE REVIEW IN HRIS

Purpose: To update your employee’s performance appraisal details in
HRIS to document review status scheduled, completed or waived.

1. Sign on to HRIS through Citytalk:

i online for City of Minmeapolis employees
l y Public Web | HRIS | Search: _ Go
s

OR via the internet:

www.hris.ci.minneapolis.mn.us

2. Login:
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User ID: 033389 |
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Password: | uuoul |
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3. When HRIS opens to the Management Center page, you ‘click’ on
Performance Appraisal Status under the Management Reports column.

E" Performance Appraisal Status

Thizs report azsistz management and HR in monitoring &
Department's adherence to the City's performance
appraizal policy .

4. Next, generate the report for your Department to verify the current
performance review status of your direct reports.

If there is a ‘past due’ status for any of your direct reports, you will need to
list their name and employee ID on a separate piece of paper for the next
step.

Return to the Management Center page. Click on the Employee Review
under Important Links column.

Important Links =

E" Update Beports To (M)
Update Reports To Only

E" Step Increase Due (M}
Lizt= those employees who have a step increase due
inthe next 30 days

E“ Browse Job Openinigs
Yiewy your draft job openings and job openings
azzigned or associated 1o you.

E" Employee Beview
Wiew employee performance appraisal status
infarmation and scheduled dates.




5. Enter the employee ID for the name of the person with the ‘past due’
indicator on the Performance Appraisal report and click ‘Search’.

Employee Review (M)
Enter any information you hawve and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value

EmpliD: | hegins with ||DED1 63 |
Name: | begins with  « || ‘\
Last Name: | begins with | || |
Second Name: | begins with |« ||

|
Alternate Character Name:l beging with || |
|

Middle Name: | bedins with  » ||

[[Ncase Sensitive

Search | Clear | Basic Search Save Search Criteria

6. The employee’s record opens and at the bottom of the page, change the
review details from ‘Scheduled’ to ‘Completed’ or ‘Waived’ depending on
the situation.

Employes Reviewn
EmP I DED163 EmplRed = 0
Business Unit: MPLMN Minneapolis MN Companmy: WFL
Department: WPLS315 Human Resources Deparmeant Pasition: 00003494
Jab Code: CO3335 Director HRIS Administration-C
Empl Status: A Regulan Temporany: R T Full Paat Time:  F

Eiid | W All

From Date ‘To Date ‘Renviaw Type ‘Review Status FHi=
01/01/2007 [ 121312007 iy Annual w w

\

& Save | Ll Return fo Search




7. Next, set up a ‘new’ scheduled annual review date by clicking on the

to insert a new row (the system will default the "From Date to the
current date and the ‘To Date’ out one year).

8. Enter anew ‘From Date’ and ‘To Date’. This time frame should be
greater then the previous rows through date and cover a one year period
(the ‘Review Type’ will default to ‘Annual and the ‘Review Status’ will
default to ‘Scheduled.” The row will be in the correct date order once the
system refreshes).

Employes Redew
EMP o D&0163 EmplRcd = 0
Business Uit MPLMMN Minneapolis MN Comnpany: MPL
Departiment: MPLEE15 Human Resouwoes Depanment Positio 00003494
Job Coadoz C03338 Disector HRIS Administration-C
Empl Status: A Regualan Teqmpot ay: R Full Pant Time: F i

Fiaim Date “To Date Rirdew Tvpe ‘Woirdew S1atiis
psnsr2007 W 051 472008 | Annial v Stheduled ~
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9. SAVE this page and return to the ‘Management Center’ page by
clicking on the tab at the top of the screen.

Note: You cannot schedule future review dates until you have marked the
current data as ‘completed’ or ‘waived’.



