COPYING WORK EXPECTATIONS

If your 2016 work expectations are the same or similar to your 2015 work expectations, you can copy them to your
2016 work expectations form and edit them as necessary.

Here are the steps to copy 2015 work expectations to 2016:

1. Open your 2016 work expectations form from the link provided on your Halogen Home page.
=l My Evaluation: 2015 Work Expectations | Status (@)
=
| Draft your work expectations after meeting with your supervisor | 0272172015

2. Split your screen , select “Past Forms” and then select 2015 work expectations so that you can see
your 2015 work expectation form below your 2016 work expectations form.
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3. In the top window, scroll down to where you will enter your first 2016 work expectation. In the bottom
window, scroll down to see your first 2015 work expectation.

Major Job Duty - small box, Outcomes (results) - big box
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Performance Standards - how well | need to do my work

Resources - what | need to achieve this work expectation
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Employee Records: Diane C Gross (Read Only)

Major Job Function (small box) and Results (big box) j
2014-Support the PeopleSoft 9.2 Upgrade

- ELM 8.9 to 9.2 assessment completed

- ELM configuration and testing conducted (throughout 2014)

- ELM and HRMS documentation and training guides created _I

Standards - how well | need to do my work

The following completed within specified project time line:

- ELM functioning as expected

- New functionality available and functioning properly

- Relevant and accurate fraining materials, job aids and documentation
Resources - what | need to achieve this goal

Support from IT and implementation team

Adequate system documentation and manuals

Strong project management direction

Training as identified

Major Job Function (small box) and Results (big box)




4. Select and copy the first Major Job Function in the bottom window and past it into the Major Job Duty
box in the top window.

Major Job Function {(small box) and Results (big box)

2014-Support the PeopleSoft 9.2 Upgr=-~
_ELM 5.0 to 9.2 assessment compfer® Copy Ctrl+C
- ELM configuration and testing condus
- ELM and HRMS documentation and |

Standards - how well | neet  Export Selection As...
The following completed wi
- ELM functioning as exped

- New functionality availabl Major Job Duty - small box, Qutcomes (results) - big box
- Relevant and accurate

Copy With Formatting

FEI'I 4-Support the PeopleSoft 9.2 Upgrade
Undo

@ ®

“

Cut
Copy
> pacte ards - how well | need to do my W

Delete

Send to OneNote

Select all ed to achieve this wark expectat]

5. Repeat copy and paste for the rest of the work expectation components (Results, Standards, and
Resources).

NOTE: Don’t forget to link each work expectation to a department goal using the link symbol next to the
expectation.

6. Scroll both windows to see the next work expectation/work goal and repeat the copy/paste steps
above.



