MID-ATLANTIC
PERMANENTE
Medical Group

Ulitipro Performance Management

Employee Assessment Guide

Note: The Process begins after the Manager initiates the process by Sending the Review.

All Help tools are available www.MyMAPMGBenefits.com

Notification to Start the Process: The employee should receive an email from
their manager/chief entitled “UltiPro Notifications: Employee Assessment”.

Note: If you have not received an email notification, this may mean that your
manager has not initiated the process or it is an Interim process and the
Employee assessment is not part of the process.

Once in receipt of this notification, log on to Ultipro to complete the self-appraisal.

From: Ultimate Software <messages-noreply@ultimatesoftware.com>
To: [Manager Name]/MD/KAIPERM@KAIPERM

Date: 03/31/2017 01:15 PM

Subject: UltiPro Notifications: Employee Assessment

Caution: This email came from outside Kaiser Permanente. Do not open attachments or click on links if you do
not recognize the sender.

1. Log on to https://e21.ultipro.com.

Sign in with your Username and Password

e Username - Your last name followed by the last 4 digits of your SSN (ex. Smith1234)

e Password - If you are logging in to UltiPro for the first time, your temporary password is all 8
digits of your DOB in a MMDDYYYY format

e Password Reset - You can reset your own password (see screen shots below) as long as
you have the answers to the security questions.

e |f you need to have your password reset, please contact Peter Wergin at
W.Peter.Wergin@kp.org or Indrani Sengupta at Indrani.Sengupta@Kkp.org .



http://www.mymapmgbenefits.com/
https://e21.ultipro.com/
mailto:W.Peter.Wergin@kp.org
mailto:Indrani.Sengupta@kp.org
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Forgot Your Password?

No problem, We can help with that

Usar Hara

Cancel

Use the Password reset option on the left for User Name only.
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security qdestion[s) yofA omgir_lauy ga\}e us when you set up
your account

What is your mother's middle name?

In what city were you born?

Cancel

ii. Enter the requested security Information and press <Next>.

You're In Process Reviews will appear in the list below.

In the future any historical reviews will appear in the History section.

JobSummary | Compensation - Job History

Reviews

In Progress

Effnctive - Raaw Nasr Typa dobs Statis

Tyew Job Rating Rrewer Additioral Detait

POARAED BY LLTIMATE SOFTWARL
w0 -
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2. Access the review from Ultipro > Myself >Jobs menu > Select “Reviews” Or

ToDo®@ Pay

AR BEG2017-5TF-MGR2 = L pay
. Lins R Ksly fex oo 04/14/3

£F, Reg-2017-5TF-EMP

£F, Reg-2017-5TF-EMP
" Lia R Eaty

I. On the main landing page for Ultipro (In the middle or upper right
side of the page)

3. In the Request Box, Click "Edit” to open up the Performance Review.

Reguests @@
prnt  help
Requests
To do -
Find by | Intiated date range =) From (1062013 [BITo [1orz3r2013 M) [Search]
Fittered by Initlated date range s between 10M16/2013 and 10232013 [Claar Filtars] Displaying all records
Initiated Staties
Initiated Typea Description Priority =  For By Approval Update &=
1WT2013 51958 PM Employes Annual Mormal Maribath Samuel Employes Incomplate Edit
Review Allan- Templatan Assessment
Momis Adams
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Requests Q
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Cul of Olhce

wiew Summary

back print  help

:g-2017-STF-EMP ~
wmise A Bennett . Senior Phys. HR Consult. 8y Employee Observations
‘ective Date 07/17/2017
arough and timely participation in the appraisal process helps to facilitate a fair and comprehensive review.
ontributors
Denise A Bennett Suzanne Mauro Administrator
Due Date 05/01/2017 Due Date 07/17/2017
eview sections
Employee Rating Manager/Additional Contributors
Rating
4 Competencies P
Incomplete _
Developmental Comments M/A N/A ﬁ
Overall Comments NIA MIA [ start
Final 5core - -
L*]

4. Select “Start” button to complete each section; Competencies, Developmental
and Overall Comments.
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5. In the competencies section, determine the rating and provide comments that

supports your choice.

Denlze Bannait ¥

F-5TF-f M3

[;emseA Bennett - Competencies QQ@ Ls.gcw QQ Sk P o

Senior Birys, HR Consult
Comments and/or examples of behaviors and performance are reguired for each competency ~ = Review History
Rating Scale MAPMG Four Paint Scale Section Weight

100% There are no Re
to display

1 = Communication Competency Weght' 14%
» Education
Effectively conveys information and ideas. Demonstrates ffective use of Istening skills and displays openness to other's ideas and thoughts Commurnicatas in a clear and
concise manner. Lises appropriate grammar. prondi

d tone to enhance understanding. Demonstrates prafessionalism through body language. including eye
contact and posture, Taillors communication style to needs of the recipient

» Licenses
* Skills
Shor detals » Work History
W, Journal Entries b inars
+ Relocation Prefer
Unsatisfactory - ) o
Developmeant Neaded
[Successful

6. You can print before you save and close. (Note: Save and Close does not send
your review.)

i. The printicon is located on the upper right.
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7. Once you have completed each section, Competency, Developmental and
Overall Comments, Click the “Send Button” to forward your completed Self

Review to your Manager/ Chief.

% Send forward | |
nd back to Maribeth A

I. Note: Before pressing send, a pop up box will appear asking are
you sure you would like to send?

ii. Note: Send. In some cases there may be one or more managers.
Your manager will receive an email notification stating “UltiPro
Notifications: Manager Assessment”.

8. The Green check mark indicates that you have completed that section.
I. Note: Your overall rating will represent an average of all

competencies.
ii. Note: If you need to add additional information to your review after

you clicked the Send Button, your PHRC can rollback your process.
All of your entered information is preserved.

Your part is complete.
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