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I Illinois Human

Cornerstone Performance -
Annual Review - Manager

How to Access the Cornerstone System

1. Openinternet browser and go to http://go.illinois.edu/cornerstone
2. Loginto Cornerstone using your net ID and password.

Cornerstone Performance — Annual Review — Manager:

e Use this job aid to learn how to:
O Access the Scheduled Tasks List
Select Competencies
Complete the Manager Review
Complete the Discussion Step and Sign Off

o O O O

Access the Completed Annual Review

e Ifyou have any questions, please contact ihr-hrais@illinois.edu.

Access the Scheduled Tasks List;

1. From any page in Cornerstone, access the main menu in the upper right corner of the page and
choose Home, Scheduled Tasks

a. Selectthe menu:

CHOOSE NAVIGATION (MAIN) MENU

Show Navigation Menu

HR Applications & Information Services
humanresources.illinois.edu


http://go.illinois.edu/cornerstone
mailto:ihr-hrais@illinois.edu

b. Select Home, Scheduled Tasks:

Home v
Internal Career Site
Scheduled Tasks —/CHOOSE SCHEDULED TASKS
Universal Profile

Performance >

Additional Resources

c. Onthe Scheduled Tasks page, choose the Annual Review task that you have been
assigned. You may enter search criteria to locate a particular task if desired:

Scheduled Tasks

Title: Type:

[ Show completed and expired tasks

AP B Annual Review AY2023-24 Self Review - DEMO 1

C HOOSE TAS K N Annual Review TEST AY2023-24 Self Review - TEST7

Complete the Manager Review:

1. Onceyou access the form, there is an explanation of the 4 steps that the Annual Review will go
through. Select “Get Started” to begin the Manager Review.
a. NOTE: There is a Reopen Step button beside the Get Started button. If the
employee needs the review to be sent back to them for editing, you can choose
Reopen Step to send it back. You will then need to wait until they submit it again to
begin the Manager Review process.
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6 Overview

Goal Rating

Competencies

Performance/Professi...

Overall Performance R...

Manager Review Sub...

Sign Off

2023-2024 Annual Review - DEMO 1 Options ™

Employee One
Account Technician |

6/1/2023 - 5/31/2024 O%

Overview

Resources and Job Aids
Job Aids and Training

Video Walkthrough <:: DESCRIPTION OF THE STEPS

The Annual Review will be a series of 4 steps
Step 1 - Self Review - Employee will updates goal progress as needed and evaluate themselves on the core competencies and
any additional selected by the Supervisor. The self-review will be viewable by the Supervisor after the review is submitted.

Step 2 - Manager Review - The manager (supervisor) will enter their evaluation. The emplayes will not be able to view the
evaluation at this time.

Step 3 - Discussion 5tep - The manager (supervisor) will review the evaluation with the employee and sign the Annual Review
form. The employee cannot see the evaluation until the manager submits. Managers are able to make additional comments
during the discussion step.

Step 4 - Review Acknowledgement - The Employee signs the Annual Review form.

Review Step Progression
Self Review o

Manager Review @
Due: 3/22/2024

Discussion Step
Review Acknowledgement

Reopen Step Get Started @

CLICK GET STARTED
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2. Thefirst page will be any goals that were entered for this reporting period. If no goals were
entered during the report period, this page will be blank. You can add comments if desired to
the goals and you can also adjust the goals progress by choosing the down arrow in the upper
right corner of the goal and select Manage Goals. If there were any attachments or comments
added to the goal, you can view them by select Goals: Attachments or Goals: Comments.

2023-2024 Annual Review - DEMO 1 Options ™

Overview Employee One
. Account Technician |
6/1/2023 - 5/31/2024 0
| am 0%

Goal Rating

Competencies

Performance/Professi Goal Rating

Overall Performance R...

Sign Off -
Goal #1 KA

This is not goal #1. Of course itis. This is a manager note, £z EmmETS

Goals : Attachments

Progress: Manage Goals
Status : In Progress —
Start Date : 1/1/2023
Due Date : 6/30/2023 SELECT TO MODIFY
- GOAL As NEEDED
Comments :

BI US x, % T, == E| 2 &2 = = | Font Siz A- B

5 BEGE m=

ENTER COMMENTS
As NEEDED

N o
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3. Ifyou choose to modify the goal, you will be taken to this page. To adjust the progress, you can
use the slider bar. Attachments and comments can be added to the goal as well. Choose Done
when you are finished with any updates.

Manage Goals

Goal #1

Status: In Progress Due Date: 6/30/2023

[4]

L

Nl

Description :

This is not goal #1. Of course itis. This is a manager note,

Start Date : 1/1/2023

Attachments

Choose File

Updoad up to 3 attachments. Madmum u

Comments

Add Comment

MOVE SLIDER BAR TO
CHANGE PROGRESS

SELECT DONE
WHEN FINISHED

Done

4. Once you have made any updates or added comments to the goals, press the Save and
Continue button to proceed to the next page. You may choose to select Save and Exit to save

your changes and return to the review at a later time.

Test Goal 1

Test Goal 1 - Obtain Certifications

Progress :

Status : In Progress
Start Date : 6/1/2023
Due Date: 5/31/2024

more._
Comments :
BI USXx I,

i @ ®
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Font

Back Save and Exit Save and Continue

Size -

A -

4

PRESS SAVE AND
CONTINUE WHEN
FINISHED



5. The next page lists the Competencies for this position type. For each Competency, you can
review the employee’s self-assessment and respond to their comments and/or add additional
comments citing examples of performance indicators that demonstrate the employee’s
proficiency in each area. You can also comment on any performance indicators that you see as
growth opportunities.

2023-2024 Annual Review - DEMO 1 Options ™

Overview Employee One

. Account Technician |
6/1/2023 - 5/31/2024

Goal Rating - 3 3%

Competencies |

Performance/Professi

Competencies

Overall Performance R...

Employee: Pleas
each competency
Sign Off competency.

Managers: Please provide comments regarding how the employee meets (or does not meet) each of the following
competencies.,
of performance indicators for each competency

provide comments regarding how you meet each of the following competencies, Click the menu button for
heading (downward-facing triangle) and then on "Details” to see a list of performance indicators for each

ick the menu button for each competency heading (downward-facing triangle) and then on "Details” to see a list

Collaboration, Communication, and Dependability

-

SELECT DETAILS FOR

‘ Details
Comments :
BI USIXx x| T, = = E E 2 S E Font - Size - A-
4 B &EE M= RATINGS

DESCRIPTION OF

—

ENTER COMMENTS
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6. Once all three competencies have been reviewed, select the Save and Continue button to
proceed to the next page.

Comments:
Employee One ( Self ) Rated : 3 - Meets Expectations Review : 2022-2023 Annual Review DEMO Time : 3/15/2023 4:22
S PM

Font - Size - A-[}-

BIUSXHx 1 |
v EE@E =

4 SELECT SAVE
AND CONTINUE

Back Save and Exit . ‘

7. The next page will ask you to review your employees’ answers to the Performance and
Professional Development questions. You can add any comments you wish on this page as
well.

2023-2024 Annual Review - DEMO 1 Options ™

Employee One
Account Technician |

6/1/2023 - 5/31/2024 67%

Overview
Goal Rating
Competencies

PerformanceBrofessi.. I Performance/Professional Development

QOverall Performance R..

. What were two of your key accomplishments that you were most proud of this year? Why? (for example, this could
include an outcome, imp: in skills, or imp in customer service)
Comme
BI USXx x*|T, H £ == =5 Font Siz: A-B
k2 B GEE m=

REVIEW THE ANSWER TO THE
QUESTION HERE.
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8. Press “Save and Continue” when you are finished reviewing this section.
a. Youcan also click on “Save and Exit” if you are not finished and want to come back
and make changes before submitting to your supervisor.

What assistance would be helpful from your team or your supervisor to support your success in the coming year?
(Optional)

Comments:

m
H
=
(V4]
x
xu
|
b4
Wi
i
5
I
i
1}

Font - Size - A- [}

7

Back Save and Exit Save and Continue

CLICK “SAVE AND CONTINUE”
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9. The next page allows you to choose an overall performance rating. Once selected, choose Save

and Continue to proceed to the Summary page. You may choose Submit now to proceed to the
next step without reviewing the Summary page.

Rating Comments

When providing comments for a performance review, it's important to be constructive. Here are some guidelines for crafting
your comments:
1. Spedificity: Be specific about the employee's achievements and areas for improvement. Instead of general statements like
“good job,” provide concrete examples of what they did well.
2. Balance: Pair any criticisms with positive feedback. This can help motivate the employee to improve while also recognizing
their strengths.
3. Actionable: Offer clear suggestions for how the employee can improve or continue to excel. This could include training

Sz opportunities, resources, or specific goals to work towards.
4. Objective: Keep the comments focused on the employee’s performance. Stick to facts and observable behaviors.
X 5. Future-Oriented: Frame the feedback in a way that focuses on future performance and growth opportunities.

Goal Rating
Next Steps

Competencies Step 3 - Discussion Step - The manager (supervisor) will review the evaluation with the employee and sign the Annual Review
form. The employee cannot see the evaluation until the manager submits, Managers are able to make additional comments at
the discussion step.

Performance/Professi... Step 4 - Review Acknowledgement - The Employee signs the Annual Review form.

Overall Performance R..|
Rate the employee on their overall performance.

Manager Review Sub...
9 * l

Select 4 < |
Sign Off

SELECT AN OVERALL RATING

Please provide comments for your overall rating.

Comments: *

BIUS®Xx I =12

Font - Size - A- Y-

R

L

@EE B=

‘ | ADD ANY COMMENTS HERE

Back Save and Exit Save and Continue |
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10. The summary page will average the ratings that you have given for the review as well as show
the employee’s self-review ratings. Press Submit to proceed to the Discussion step. The
employee will not be able to view the review during this next step. If you wish to print the
review at this time, you can choose Print Review under the Options drop-down. The Print
Review and Print Reviewee options will generate the same result. This will download a PDF
which can save and/or print.

You will need to click the “Manager Review Submission Confirmation” and click “Submit”.
Then, you will get a pop-up indicating you cannot modify once you have submitted. If thereis
a need to modify after you submit, please send email to ihr-hrais@illinois.edu. Press Submit to

continue.
2023-2024 Annual Review - DEMO 1 Options ™
ToO PRINT, SELECT
Overview Employee One OPTIONS, PRINT
Account Technician | -
6/1/2023 - 5/31/2024 EVIEW
Goal Rating ° . 80%

Competencies

Performance/Profess..

Manager Review Submission Confirmation

Overall Performance R...
Manager Review Submission Confirmation

Mote: As a reminder, this page will appear at the begmn g cft e 3|scu sion step. Comments and overall rating will not be visible
Manager Review Sub.., to the employee in Cornerstone until after the discussio & this information to the emplayes pll rto the
discussion step, please save a copy of the review using the " fou can send that document to the employee
prior to your meeting.
Sign Off Next Steps
Step 3 - Discussion Step - The manager (supervisor) will review the evaluation with the employee and sign the Annual Review
form. The employee cannot see the evaluation until the manager submits, Managers are able to make additional comments at
the discussion step.

Step 4 - Review Acknowledgement - The Employes signs the Annual Review form.

Manager Review Submission Confirmation

I *

CHECK THIS BOX TO CONFIRM ] [ e A PRESS SUBMIT
You ARE SUBMITTING E— ¥ WHEN FINISHED

11. You will receive an email to let you know that Discussion Step has now been assigned. The
employee does not currently have access to the review.

10
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Complete the Discussion Step and Sign Off:

1. The Discussion Step occurs when you are meeting with the employee regarding their annual
review. You will be able to make changes to goals, competency rating, overall rating, and
comments during this step. The Discussion Step and Manage Review Step will have separate
rating scores in the overall summary.

2. Toaccess the annual review for the Discussion Step, return to Scheduled Tasks and choose the
Annual Review.

Scheduled Tasks

Titler Type:

O Show completed and expired tasks

L

/\V Annual Review TEST AY2023-24 Self Review - TEST 7
— =

t

SELECT TASK

3. To begin the Discussion Step, press Get Started. You will notice there is a Reopen Step button
as well. Thisis used to reopen the Self-Review step if needed. If you would like to print the
review at this point, you can choose Options, Print Review.

Overview

Resources and Job Aids
Job Aids and Training

Video Walkthrough

The Annual Review will be a series of 4 steps
Step 1 - Self Review - Employee will updates goal progress as needed and evaluate themselves on the core competencies and
any additional selected by the Supervisor. The self-review will be viewable by the Supervisor after the review is submitted.

Step 2 - Manager Review - The Supervisor will enter their evaluation. The employee will not be able to view the evaluation at
this time.

Step 3 - Discussion Step - The Supervisor will review the evaluation with the employee and sign the Annual Review form. The
employee cannot see the evaluation until the Supervisor submits,

Step 4 - Review Acknowledgement - The Employes signs the Annual Review form.

Review Step Progression
Self Review o
Manager Review o

Discussion Step @
e 3/22/2024

Review Acknowledgement SELECT GET
STARTED

Reopen Step Get Started ‘ i

11
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4. Goal progress can be updated, and comments can be entered as desired just as they are in the

Manager Review step.

2023-2024 Ann

ual Review - DEMO 1

Employee One

Account Technician |

Owverview
6/1/2023
Goal Rating
Competencies
Performance/Professi Goal Rating

Overall Performance R...

- 5/31/2024

Options ™

0%

Sign Off
Goal #1

This is not goal #1. Of cou

Progress:

Status : In Progress
Start Date : 1/1/2023
Due Date : 6/30/2023

mare...

Comments :

5. Press Save and Continue to proceed

HR Applications & Information Services
humanresources.illinois.edu

rse itis. Thisis a manager note,

to the next page in the review.

Goals : Comments
Goals : Attachments

Manage Goals

I, 1= i2 E B E S E Font - Size

12



Test Goal 1

Test Goal 1 - Obtain Certifications

Progress :

Status : In Progress
Start Date : 6/1/2023
Due Date: 5/31/2024

mare..

Comments :
BIUSHWXx I i: T = & =
- BlEE ME=

[«

Font - Size - A- 13-

PRESS SAVE
4 | AND CONTINUE

Back Save and Exit Save and Continue

6. Competency ratings can be modified, and comments entered as needed for each Competency
just as in the Manager Review step.

HR Applications & Information Services
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2023-2024 Annual Review - DEMO 1 Options ~

Tt Employee One
. Account Technician |
6/1/2023 - 5/31/2024 o)
Goal Rating - 33 //0

Competencies |

Performance/Professi... Com petenCies

Overall Performance R...

Employee: Please provide comments regarding how you meet each of the following competencies, k the menu button for
each competency heading (downward-facing triangle) and then on "Details” to see a list of performance indicators for each
Sign Off competency.

Managers: Please provide comments regarding how the employee meets (or does not meet) each of the following
competencies. Click the menu button for each competency heading (downward-facing triangle) and then on "Details” to see a list
of perfermance indicators for each competency.

Collaboration, Communication, and Dependability

Details

Comments :
BIUSXXx I, [=:= £/ 2 = =  Fort - sze - A-[}-
- BEE M@=

7. Press Save and Continue to proceed to the next page.

14
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Comments :

® Employee One ( Self ) Rated: 3 - Meets Expectations Review : 2022-2023 Annual Review DEMO Time : 3/15/2023 4:22

& PM
BI USHKXx|I, =:= == == Font - Sz - A- -
REr B R @ =

4| PRESS SAVE
AND CONTINUE

Back Save and Exit {

15
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8. The Performance/Professional Development questions and comments can be updated if
desired.

2023-2024 Annual Review - DEMO 1 Options ¥

Employee One
Account Technician |

23 - 5/31/2024 67%

Overview

o ]

Competencies

6/1/20,

Performance/Professi.. | Performance/Professional Development

Overall Performance R...

i What were two of your key accomplishments that you were most proud of this year? Why? (for example, this could
include an outcome, impi in skills. or impi in customer service)
Comme
BI USXx |T, =: 2= =S Font - sze - A- I
& BEE M=

9. Press Save and Continue to proceed to the next page.

What assistance would be helpful from your team or your supervisor to support your success in the coming year?

(Optional)

Comments:

BI USx ¥ | I == B = = = Font - size - A- -
7 FIECHEE

PRESS SAVE
AND CONTINUE

=

Back Save and Exit Save and Continue

10. The Overall Performance Rating can be updated if desired. Press Save and Continue when
finished.

16
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Overview

Goal Rating
Competencies
Performance/Professi...
Overall Performance R..|
Manager Review Sub...

Sign Off

Rating Comments

When providing comments for a performance review, it's important to be constructive. Here are some guidelines for crafting

your comm ents:

1. Spedificity: Be specific about the employee's achievements and areas for improvement. Instead of general statements like

“good job,” provide concrete examples of what they did well.

2. Balance: Pair any criticisms with positive feedback. This can help motivate the employee to improve while also recognizing

their strengths.

3. Actionable: Offer clear suggestions for how the employee can improve or continue to excel. This could include training

opportunities, resources, or specific goals to work towards.

4. Objective: Keep the comments focused on the employee’s performance. Stick to facts and observable behaviors.
5. Future-Oriented: Frame the feedback in a way that focuses on future performance and growth opportunities.

Next Steps

Step 3 - Discussion Step - The manager (supervisor) will review the evaluation with the employee and sign the Annual Review
form. The employee cannot see the evaluation until the manager submits, Managers are able to make additional comments at

the discussion step.

Step 4 - Review Acknowledgement - The Employee signs the Annual Review form.

Rate the employee on their overall performance.

9 %

Select =

Please provide comments for your overall rating.

Comments: *
B I USH®Xx x* I, =i = 5 = £ E Font -
4 @EE B=

Size - A- [}

PRESS SAVE
o AND CONTINUE

Back

Save and Exit Save and Continue \_|

11. The Summary page has now been updated with the any ratings changes that were made
during the discussion step. Click Next.

12. The next page is the acknowledgement page. Enter your name into the Manager box and press
Sign. Enter any comments that you would like added to the review.

HR Applications & Information Services
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2022-2023 Annual Review DEMO

Overview Employee One

Account Technician |
9/1/2022 - 8/31/2023

Goal Rating
Core Competencies
Additional Competenci..

Sign Off

Owerall Performance R..

The employee's signature on the evaluation form signifies that

Options ¥

80%

the employee and the supenvisor have discussed the contents of

Summarny the review. By signing, the employee is not indicating agreement with the review, only that the discussion was held. The employee
may provide additional comments below, which will be retained as part of the evaluation.

Sign Off
Self
Pending Signature

ENTER NAME  tianager

/‘ Manager One
—

Comment

BI US K == k-4

Comment entered by Manager.

HR Applications & Information Services
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PRESS SIGN

Fl

Back

Save and Exit

ENTER
COMMENTS
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13. Press Submit when finished. This will send the review to the employee to acknowledge. Notice
that you have a Redo button beside your signature in case you need to type your name in

again.

Overview
Goal Rating

Core Competencies

Additional Competenci.

Overall Performance R..

Summary

Sign Off

2022-2023 Annual Review DEMO Options =

Employee One
Account Technician |

9/1/2022 - 8/31/2023 80%

Sign Off

have discussed the contents of
scussion was held. The employee

The employee’s signature on the evaluation form signifies that the employee and the supervise
the review. By signing, the employee indicating agresment with the re anly that the
may provide additional comments bel hich will be retained as part of the evaluation.

Self

Pending Signature

Manager
Manager One Date:3/16/2023 Redo
PRESS REDO TO RETYPE
YOUR NAME IF NEEDED
Comment
B I US I i= = = W

Comment entered by Manager.

‘PRESS SUBMIT

Back Save and Exit

14. You will not be able to make changes after hitting the submit button. If you need a step re-
opened, please email ihr-hrais@illinois.edu. Press Submit to send the review to the employee.

Submit Review

submit now?

You will not be able to modify once you have submitted. Are you sure that you want to

=

- N| PRESS SUBMIT

19
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15. The employee will now receive an email that the Annual Review is ready for the
Acknowledgement step. Once the employee has acknowledged their form, you and the
employee will receive an email that the task is complete.

Access the Completed Annual Review:

1. Toreview the performance review at a later date, you can go to the Performance Reviews page.
a. From any page in Cornerstone, access the main menu in the upper right corner of
the page and choose Performance, Performance Review
i. Selectthe menu:

CHOOSE NAVIGATION (MAIN) MENU

Show Mavigaticn Menu

Home >
Career
Performance v
Goals
" \/
Performance Reviews CHOOSE PERFORMANCE REVIEWS

Competency Assessment Su...

Additional Resources >

20
HR Applications & Information Services
humanresources.illinois.edu



2. Onthe Performance Review Summary page, the My Assigned Reviews tab, select the
Completed status to view completed performance reviews. Click on the Review you would like
to view. This will download a PDF document which you can then save or print.

Performance Review Summary - Manager One

W Launch Review

CHOOSE MY ASSIGNED REVIEWS

My Azsigned Reviews My Personal Reviews

Tithe:

stams. CHECK COMPLETED
Mot Started d:} Completed ncomplets [ Expired

WS¢ AY2023-24 Annuzl Revisu of Employes One - DEMO 1 _ SELECT REVIEW FORM 2023-2024 Annual Review - DEMO 1

Last Modified: March 25, 2024
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