GOVERNMENT OF
WESTERN AUSTRALIA

Step 1

Step 2

Step 3

Step 4

HSS
support
services

Entering Performance Development Reviews in MyHR for Ascender

Log in to MyHR.

Click on ‘My Team’, select “‘Team Calendars’ and the ‘Team Review Calendar’

Government of Western Australia MyH R

Department of Health

Support: 1300 367 894
myhr@health.wa.gov.au
My HR ~ My Team =| My Approvals ~ My Pay ~ My Recrvitment ~ My Administration v

Team Calendars 7 Team Calendar

Team Leave Team Review Calendar

Welcome to MyHR,
Lucy Gericevich. You were last logged in on Wed 03-Oct-2018 01:14:43 PM.

Sporr— Proudly brought to you by Health Support Services
From the list that appears, select the employee that you wish to enter their
performance review information by clicking on their Person ID.

Person: 00003223, Lucy Gericevich
Job: 02, Manager Employmeant Services

Team Review Calendar

13 Months Starting: [ JUN_ ¥ |[2018 ¥ || Display |

Pos.
== TEEEEEEEE EEEEE

1. 00026746 1. Grech, Lori 1. View
2. 00026491 2. Harika, Melissa Mehnur 2. \iew
3. 00026248 3. Hurt, Amanda 3. \iew
4. 00025771 4. McKay, Rosie 4. View
5, 00026779 5. Rusin, April 5, View

The following screen appears.
Person: 00003223, Lucy Gericevich
Job: 02, Manager Employment Services
Team Review Calendar
Meeting Details
Mame: Grech, Lon Person Id: 00026746

Click here to return to Team Review Calendar

Review Dates || ERwe =

Mo Records returned

Add new Ad-hoc Meeting re Generate Beview Cycle

This page was produced October 08, 2 10:08 am by program WKS070 (revision 13.0.18079.41)

User Preferences

Click on ‘Add new Ad-hoc Meeting record.

HSS Mission: To deliver high quality services to support the delivery of optimal patient care
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Select the Review Type — ‘Annual Review Meeting’ and select the date of the
meeting.

, Lucy Gericavich
Job: 02, Manager\Employmeant Services

Team Review Calendar
Meeting Details
Mame: Grech, Lori Pe 1d: 00026746

Click here to return to Tealy Review Calendar  Click here to return to Meeting List

Review Type | Annual Review Mesting 7 |

Review Date < 52013 [
G

This pagewas produced October 08, 2018 10:11 am by program WEKE070 (revision 13.0,18079.A1)

Click ‘Insert’ to save. The following screen appears.

Team Review Calendar
Meeting Details
Name: Grech, Lori Person Id: 00026746

Click here to return to Team Review Calendar  Click here to return to Meeting List

Success! Row insarted

Review Type Annual Review Mesting

Review Dse 15 o205 [T
Review Status | scheduled \\L
Deferral Reason

This page was produced October 08, 2018 10:12 am by program WKS070 (revision 13.0,18079.A1)

User Preferences

Click on ‘Click here to return to Team Review Calendar".
Click on the employee’s Person ID.

Click on the Meeting Type in the first column.

Meeting Type Review Date Employee Agreement

1. Annual Review Meeting 15-0CT-2018 Scheduled

On the ‘Review Status’ pull down menu, choose the Code that is relevant for the
employee from the following:
e Accepted — Meeting Offered and Accepted

HSS Mission: To deliver high quality services to support the delivery of optimal patient care
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Completed
Declined — Meeting Offered and Declined
Postponed
Scheduled

Step 11 Enter the ‘Deferral Reason’ if required.

Step 12 Click ‘Update’ to save.

HSS Mission: To deliver high quality services to support the delivery of optimal patient care



