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Putting the Pieces Together 

The Core Competency Evaluation (CCE)  year-end appraisal process is the 
time to formally reflect, document and discuss employee performance over 
the past year.  

This guide outlines how to: 

 Log in to Infor HR—(pg. 2) 

 Approve other raters - (pg. 3) 

 Locate and start the appraisal - (pg. 5) 

 Finalize the appraisal, update the overall rating, and submit the 
appraisal for Employee Acknowledgment - (pg. 11) 

 (Optional) Manager locates and opens completed appraisals - (pg. 
13) 

 

Which Outcome to Expect 

Upon completion of this process, the appraisal process will be completed.  
The finished appraisal will be found on the Historical tab when viewing 
the employee’s appraisals. 

 

Navigating the Process 

Related Guides:  

Add an Other Rater (Manager) 

Reassign an Appraisal (Manager) 

 

To locate these guides, log in to Learning Space. 

Click My Catalogs > from the menu on the left, click Search Documents. 

Then, use the Keyword field to search for the guide you are looking for. 

 

Who to Contact 

For questions about this process, please contact your HR Partner. 

JULY 2018 

https://goo.gl/ZQ7uol
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ACTION: 

Log in to Infor HR 

1) Access thecommons.dpsk12.org. 
Using the Portals and Tools (a) 

dropdown at the top of the screen, select 
Employee Action Center (b). 

Where to Find Additional Resources 

 From this page, you can access the Infor HR Resource Center (a) on the left for quick 
access to step-by-step guides & resources for all Employee & Manager Space processes.  

http://thecommons.dpsk12.org
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3) Using your district credentials, enter your 
User Name and Password (a), then click the 
blue arrow (b) to log in. 

2) Click Visit (a) under the 

Manager Space section to access 
Infor HR. 
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ACTION: 

Approve Other Raters 

1) Click on your name (a) and select My Inbasket (b) 

from the menu.  

2) From your Inbasket, double click on the Work Item labeled Request 

Other Rater Appraisal that includes your employee’s name.    

Please Note 

 The Originator seen on the work 
item is the HR team member who 
launched your appraisal in Infor HR. 

Please disregard this information. 

Please Note 

 You will only be able to complete this 
step if your employee has requested other 
raters in Infor HR.  You will receive an 

email notification letting you know when an 
employee has requested other raters. 
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Please Note 

 Once you approve the Other 
Rater Request, it can’t be 
completed again.  To add more 
other raters after this process 

has been completed, see the guide on how 
to add other raters. 

Which Outcome to Expect 

 Once the request is approved, the Other 
raters will receive an email letting them 
know that they have been asked to be an 
other rater for your employee.  

4) Complete any other remaining other rater requests.  When 
you are done, click the back button on your browser to return 
to the home page. 

3) On the Request Other Rater form, review the names of the 
other raters your employee requested.  If you want to add or 
change the other raters, click the Search icon (a) to search for 
an employee.  Be sure to check the boxes (b) to indicate the 
relationship of the other rater to your employee.  Once you are 
satisfied with the list, click Approve (c). 
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ACTION: 

Locate and begin the appraisal 

1) Click Manager in the left hand menu to open Manager Space.  

2) Verify that you are in Manager Space (a) by checking the top left 
corner of the screen. Click Review Performance (b) at the top of the 
screen and select Appraisals By Resource (c) from the drop down 
menu.  
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3) Click My Appraisals to see a list of all 
the appraisals that are assigned to you. 

4) Double click an employee’s appraisal to open it. 

Please Note 

 The blue icon next to the Appraisal 
name indicates that the employee has 
completed their self-appraisal.  If you 
don’t see this icon, the self appraisal 

hasn’t been finalized and you won’t be able to 
view it. 

5) From the Employee appraisal welcome screen, you can 
see the status of the employee self appraisal and any 
other rater appraisals.  You will only be able to see 
appraisals that are in finalized status. 
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6) To view the completed self-appraisal, click the Self 

Appraisal (a) link. If there are finalized other rater 
appraisals, click the Other Rater Appraisals (b) link. 

7) To open the appraisal pdf, click Appraisal 

(a). From the pop-up window, click OK (b) 

8) Read through the appraisal.  You can download the appraisal 
to use as a reference while you’re working on your appraisal.  
Click the back button on your browser twice to return to the 

welcome page. 
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Putting the Pieces Together 

The Core Competencies Evaluation appraisal has 7 sections:  

 5 sections that you will use to rate your employee on specific behaviors 
for each competency group 

 A Policies & Procedures Section  

 A Growth & Development section that you will use to document areas of 
focus and timeline for continued growth & development as well as 
comments on overall performance. 

10) Select a rating (a), and enter a comment (b) for 
each behavior.  Scroll down to ensure that you’ve rated 
and commented on each behavior.  Click Next (c) to 
continue to the next Competency Group section. 

Things to Avoid 

 In order to save and close your appraisal to complete at a later time, 
you must enter a comment for each behavior you’ve rated. 

9) Click Start Appraisal to begin.  
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12) Complete the Policies & Procedures section by selecting 
Yes or No (a) and entering Comments (b) to explain 
your selection. Click Next (c) to continue. 

Best Practice 

 Clicking Next saves your changes to the current page.  If you 
need to leave the page and finish at a later date, you can click 
Save and Close button at the top left of the window.  

Roles 

 As the manager, you will complete the Policies and 
Procedures section but there is no corresponding section in 
the employee Self Appraisal. 

11) Continue to complete each section by 
assigning a rating and leaving a comment for 
each behavior. Use the side navigation (a) to 
let you know where you are in the process. Click 
Next (b) after each section to move on. 

Please Note 

 A green check mark in the 
navigation doesn’t mean that 
the section is complete. 
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13) Enter comments for Areas of Growth 

& Development (a), the Timeline for 

Growth & Development (b), and 
Overall Performance Summary (c). 

When complete, click Finish (d) 

Things to Avoid 

 Clicking Finish does not complete 
the process, keep going.  

14) To print a copy to take to norming or 
to use as a reference during your 
conversation, click Consolidated 

Appraisal (a).  Click OK (b) to open a pdf 
of the appraisal. 

Please Note 

 The consolidated appraisal includes the calculated 
overall rating (near the bottom of the PDF). You will 
have an opportunity to update the overall rating 
later. 
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ACTION: 

Finalize Appraisal, Update the Overall Rating and  

Submit for Employee Acknowledgment 

1) Check the Estimated Percentage Complete (a) to 
ensure that you’ve entered all required fields.  If less 
than 100%, or if changes are needed, click Continue 

Appraisal (b) to finish entering data or to make 
changes.  

2) If you have participated in a norming session, have 
hosted your conversation with this employee and no 
further changes are needed, click Finalize Appraisal(a). 

Enter the Meeting Date (b) and click OK (c). 

Things to Avoid 

 Finalizing the appraisal makes it visible to the employee 
(although the employee isn’t notified.)  This is not the final 
step, keep going!  
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Which Outcome to Expect 

 Clicking Submit To Employee auto-generates an email through Infor HR 
asking for the employee’s Acknowledgment. When the employee completes 
their acknowledgement, the appraisal process is complete. The appraisal will 
now be “Historical.” 

Optional 

 You have the option of updating the Overall Rating.  Be sure the rating you 
select reflects the rating determined in the Norming session.  

3) The calculated overall 

rating (a) will appear on 
the screen. If changes to the 
overall rating are needed, 
click Update Overall 

Rating (b). Click the drop 

down (c) triangle and select 
the Overall Performance 

Rating (d). Click OK (e).  

Please Note 

 The overall rating should match what was decided in your norming session. If you 
want to assign a rating different from what was agreed in norming, discuss it with 
your Manager before proceeding. 

4) Click Submit To Employee. 
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ACTION: 

Locate, View, and Print Historical Appraisals 

1) From the home page, select 
Manager (a), then click Review 

Performance (b) and select 
Appraisals by Resource (c) from the 
drop-down menu. 

2) Type the name of the employee whose 
appraisal you want to review in the Search 
field and tap the enter key on your keyboard. 

3) Select the Historical (a) tab to view completed 
appraisals. Select the appraisal (b) you want to 
review, and click Consolidated Appraisal (c). 

Click OK (d) to open the pdf appraisal which can 
be saved, printed or emailed. 


