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Halogen Features you can use during Performance Appraisal
· Review the information on your Task Status tab.  Select the process you want to review, i.e., 2013 Performance Appraisal. 
· Do you show the correct direct reports? 
· Do you have employees for whom you will not do a performance appraisal because of a long term absence, because they are too new, or because of an impending retirement? Please email perform.minneapolis@minneapolismn.gov 
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· On your My Employees tab you can assign an employee a secondary manager—the Secondary Manager can view and edit what appears on the employee’s personal page.  The secondary manager cannot edit forms like a Goal Setting form or a Performance Appraisal.
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· If you want another supervisor to actually complete part of the Performance Appraisal form, you need to Assign to Other Manager. 
CAUTION: This gives the other manager full control of the appraisal. They must assign the appraisal back to you. YOU cannot take it back.
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