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I. Employee Account Activation

Both Employee Self Evaluations and Performance Notes can be accessed through the Compensation
Launch Pad on the Inside MATC portal. From the MATC website Home Page, select Inside MATC.

Search the MATC website

Madison Area Technical College
A-Z Index | Jobs | About MATC | Apply Online | Directories | Contact Us | Search Courses

» Become a Student lve ml nuTeS Of fcme. c_as}(?n#AT—C_._) Get answers to yvour

* Visit Us estions at M .
Career benefits that last a lifetime. gusstons stATE

» Course Offerings
® Programs of Study

> Aoply low - T towsand Evens ——— —

P Alumni & Foundation

Join MATC's Envirenmental and
Sustainability Aliance, 10/22 @ 1
® Business & Community = - " b pm for a Campus Sustainabili
» Calendar of Events b Day wekbinar in the Admin Bldg

Board rooms.
» Current Students

» Faculty & Staff Join us for our Dave Rudolf Kids
® Libraries g7 7w, Halloween Party sponsored by

MATC Logi the Student Programs and
el Your Ticket to a Free Ride! Activities Council on October 25!

» Blackboard

- Student Email Be part of our second annual "Win a Career” contest, which will 5o 2008 MATC Turkey Trot
award one prozpective student with a full two-year =cholarship (up to g 5K & 5M Run/Walk
a 56,000 value!) to MATC to pursue hiz or her dream career. Saturday, November 1, 2008

Register Now Online...

mployee
® Inside MATC

A-Z Index | Jobs | About MATC | Campuses | Calendars | Libraries | MATC Logins

3550 Anderson Street, Madizon W1 53704 - (608) 245-5100 or (800) 322-62; Fax (608) 246-6880
DeafiHard of H H 1 |
Emergency & Building Closing Hotline - (508) 246-5606

. nin
Enter your User ID and Password and click the button. If you do not have a User ID and
Password, select the Employee Account Activation link on this page for instructions.

Tue, Oct 21, 08 Welcome to Inside MATC Inside MATC Home | MATC Home | Directories | Contact Us | A-Z Index

Inside MATC .

Ask MATC i i On

) Fall Registration Information .
Get answers to your questions cask_/] — &g UseriD: |:|
at MATC. = QMATC) ) _ _ fi.e. JDSmIth)
Find your starting enrollment time by Password:
Seaer] logaing nto your Student Gent ; S
| Search 0gging into your Student Center accoun :
Sign In /

then click on Enroliment Dates.

AskMATC is a web-based tool to help current and Forinformation about registering, visit the \
prospective students, faculty, and staff find around-the- registration page online, search the
clock information about Madison Area Technical registration FAGS posted on Ask MATC, or
College. call the Enroliment Center at (608) 246- Student Initial Login: You must activate your account
6210. You can also view the Help Sheet for Inside MATC before you can use your Student
(PDF, 105KB) for information about using Center services. Forgot your password?
the online Student Center to register, pay,

view grades, and more.

Employee Account Activation: New employees must
activate their em network and email services.

@ MATC Class Search

Registration Tutorials

Search for classes at MATC
m using keywords, course numhbers Several short tutorials have been created to further
or subiect areas. assist students with registration-related tasks.

Make sure your browser | ized for peak
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The Compensation Launch Pad hyperlink allows you to access Oracle Performance Management which
includes:

e My Performance Documents — the MATC employee performance self-evaluation tool.
e Performance Notes — where you can record performance notes

Note: The Inside MATC portal will “time out” in approximately 20 minutes if there is no activity. Be
sure to save your work frequently to avoid “time out” data loss.

Tue, Oct 21, 08 Welcome to Inside MATC Inside MATC Home | MATC Home | A-7 Index | Contact Us

InsideMATC -~ s = = —

To ensure security of district data, please remembertc SIGN OUT | Content | Layout

Calendar of Events Ask MATC

Blackboard 4] Calendar of Events - Staff & Facul Gel answers lo your questions at ask? —
Manage information for classes and students. View the latest workshops, events and MATC. - QMATC‘)

seminars geared specifically for MATC staff

and faculty. This calendar features events from Search
% Campus Calendar

MATC's internal departments, such as human resources
Wiew events at MATC. and CETL. ASkMATC is a web-based tool to help current and
prospective students, faculty, and staff find around-the-
clock infermation about Madison Area Technical College.

MATC Employee Email

@ Check your MATC employee GroupWise email on the N .
Systems Integration Councils
web. - o Employee Resources [— ]

The Systems Integration Councils aim to integrate X X
Directories

college systems and processes that touch upon student . -

N — leaming + Human Resources Website

@ .
.

Systems Integration Councils

- - Job Openinas
Ppst or retrieve documents via your MATC home Professional Development -
directory. LLutessiangl Levelopment -

College Council CETL

%ﬁ Compensation Launch Pad View College Council Meeting Minutes [ f! PSRP Info
Time reporting and review, leave balances, view pa \.'-"‘"

w « PSRP Classification Information

Give Us Your Feedback

Here's How E] @ Please give us your opinion about Inside

IMore Faculty & Staff Resources

MATC by submitting comments about your -
The following documents are available to help you with experience. Technology Resources =2 B
Inside MATC: « Document Services
+ Help Desk
W iev ; pay i == = = (1] S
+ How toview my pay advice (POF) MATC Cafeteria Options : Telephone Senvice
.

* How to customize Inside MATC (PDF) ‘”ekaEEﬁr;':-?:S

— Cafeteria Options at MATC

- Visit Student Life to learn more about dining options at IMore Technology Resources
MATC Matters WATC

MATC m tterg MATC Libraries B = g @ Find People at MATC ]

u. Srwr——
Libraries

MATC Matters » Top Stories - News for
Employees MATC Libraries

Today's top stories:
President's Message: October 20, 2008

\(- Find people at MATC by searching the
\m directories for students or employees.

Student Directory | Employee Directory

If you work at, study at or take class at the following
campuses: Fort Atkinson, Portage, Reedsbura, andior
Client Services Convocation Day Support Watertown please take our

Search Google =2 B
President's Message: October 13, 2008 . . =
Regional Libraries Survey. GOL}gle
BULLETIN: Unit Planning for Course Portfolios
President's Message: Oct. 6, 2008 + Aska Librarian @ Search WWW on Google:

President's Message— September 29, 2008 + Find Books and AV laterials |
Bulletin: E-mail Phishing Alert * Renew My Checkouts Google Search

. X + Library Reserves
President's Message — Sept. 22, 2008 + Book VHS & DVD (staff only)
Bursar's Office Staff Changes

MATC Libraries Mews
President's Message — September 15. 2008
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II. Employee Self Evaluation

Employees use the Self Evaluation page to enter and maintain employee self-evaluation data. This
document serves as the employee’s self-evaluation. Documents are divided into sections.

Note: The competency fields that employees can use to assess their own performance on the self-
evaluation form are also fields that managers complete on the manager’s review form.

ORACLE' _Home Add to Favorites Sign out
Personalize Content | Lavout Help
p———

‘ ngs:\cﬂec%evelopm 0
[ Repormg oy
Step Action
1. Begin by navigating to the Compensation Launch Pad on the Inside MATC Portal. Click
the Self Service link.
2. Click the Performance Management link.
ORACI_E, _Home Add to Favortes Sign out

Search:
()] 4  Self Service

I Time Reporting Navigate to your self service information and activities.

[> Performance Management I?‘ Time Reporting ! /\; Performance Management
[ Workforce Development Report and review your time, schedules, request absences and more EA Lo — gl development documents, and evaluations
[» Reporting Tools [ Report Time ¥ou have done for others.
[ View Time L My Performance Documents
& Derformance Notes
Step Action

Under ‘My Performance Documents’, Click the Current Documents link.

3. B Current Documerts|

The Current Performance Documents page displays the employee documents that are
available to you.

4, Note: When the status of an employee document is In Progress, managers can only
view the performance criteria; they cannot view the evaluation fields until the employee
document is Complete. Once the employee document is complete, the employee cannot
update it further.
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ORACLE’
Home Add to Favorites Sign out
Search:

New Window | Help | Customize Page | B,

=7 Self Service

Current Performance Documents
[> Time Reporting
= Performance Management Michael Allex
= My Performance
Documents

Listed below are your current performance documents.
— Historical Documnents

— Pedormance Notes z
Document Type End Uate Job litle
b Workforce Development Document T Begin Date End Date  Job Title

Performance Documents

Status Manager
1> Reporting Tools MATC Part-time Faculty Review 08/25/2008 09/01/2008 Instructor-PT-Certified  In Progress %“ﬁiz‘sm

Step Action

On the Document Details page, click the Start hyperlink or the Edit hyperlink, whichever
appears, for the Complete Self Evaluation step.

Note: The Start hyperlink will appear when a user first logs into the document. Thereafter
the Edit hyperlink will show.

ORACLE ; .
Home Add to Favorites Sign out

search: New Window | Help | Customize Pace | 1B,

= Self Service Current Performance Documents
[ Time Reporting

= Performance Management Document Details
= My Performance

Documents Michael Allex, Instructor-PT-Certified
WMATC Part-time Faculty Review: 08/25/2008 - 09/01/2008

— Historical Documents
— Performance hotes
[ Waorlforce Development

Employee: Michael Allex

: Job Title: Instructor-PT-Certified
SR Document Type: MATC Part-time Faculty Review Period: 081252008 - 00/01/2008
Template: MATC FROB PT FACLTY Document ID: 1583
REVIEW
Manager: Gwen Torkelson Status: In Progress
Document Progress
Step Status Due Date
Complete Self Evaluation O Not Started 09/01/2008 Start
Review Manager Evaluation O Not Started 08/01/2008
Return to Select Documents
Page 6 I
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Step Action

A detailed description of the rating for each competency can be accessed by clicking the
B symbol next to each competency rating box.

Click the Rating list drop down menu and click on the rating that best determines the
6. employee’s evaluation against this competency.

| 5|

Available ratings include: Unsatisfactory; Developing; Satisfactory; Exemplary.

Click the vertical scrollbar to move through the evaluation document to continue to rate
7. each competency.

Click in the Optional Comments field to enter any comments for the evaluation.

Use the Spell Check icon ¥ to the right of the Comments fields to run a spell check
9. against that field.
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Performance Document - MATC PT Faculty Evaluation

Self-Evaluation
Jim Grenzow, Instructor-PT-Certified
MATC PT Faculty Evaluation: 09/01/2008 - 10/30/2008

Author: Jim Grenzow Role: Employee
Status: In Progress Due Date: 10/30/2008

Enter ratings and comments for each section where applicable. To save changes made fo the
evaluation select the Save button. When finished updating the evaluation, selectthe Complete
button to make the document available to your manager.

Save | Complete | Cancel |§ = Return to Document Detail

Mission Statement

J
Description: As part of MATC's commitment to supporting faculty with professional
development opportunities and improving the guality of teaching, all parttime faculty
members teaching courses of eight weeks or longer are evaluated on a regular basis.
The evaluation process is collegial and collaborative, and input from the faculty
member under review Is encouraged

Competencies

Please enter ratings for each competency listed below.

Description:

EXPERTISE - MATC PART-TIME FACULTY REVIEW: Displays

understanding of the knowledge, methods, systems and technology peraining to the
teaching assignment Has the technical competence necessary to demonstrate skills
to students. Has the ability to respond correctly and confidently to questions. Effectively
links the subject matter to other courses and/or program area content

=

Rating: [ -~ =

Description: TEACHING - MATC PART-TIME FACULTY REVIEW: Creates a classroom
atmosphere that demonstrates respect for students and is conducive to leaming.
Uses methods to engage different learning styles. Has a statement of clear, specific
lesson objectives as related to course materials. Summarizes learning objectives that
‘were taught for each class session and indicates what is to be covered in the next
session. Makes a clear, concise presentation of material. Pace is appropriate. Uses
efficient and effective written and verbal communication skills

Ran'ng:‘ £ =

Competency 3: MANAGEMENT
Description: MANAGEMENT - MATC PART-TIME FACULTY REVIEW: Starts and ends
class on time, limits class time to assigned activities, provides authorized breaks, has
materials, books and supplies ready for class. Provides a syllabus to students that
infarms them how to contactthe teacher outside of class. Returns classroom to the

L Rating:|_ | B

Description: LEARNING OUTCOMES - MATC PART-TIME FACULTY REVIEW: Uses

formative and summative assessment methods to determine the level of student

learning. Adjusts teaching methods ortechniques to address gaps in leamning.

Assesses core abilities and program outcomes assigned to the class and reports

results. Completes and submits grades in a timely manner.

Rating: | v

Competency 5: COLLABORTA
Description:
COLLABORATION - MATC PART-TIME FACULTY: Establishes rapport with supenvisor
(s), staff, students and others. Ability to listen and empathize with others. Ability to
accept and implement constructive criticism. Courtesy and cooperation demonstrated
in working with others. Displays discretion, tact and sensitivity to the
feelings of others. Adneres to program guidelines, safety procedures, board policies,
adm rules, and state and federal laws

Rzn‘ng:\ . =

PT Faculty Self Evaluation

Completion of this section is voluntary. Consider the following questions while completing the
self-assessment of your teaching,

1. What are your teaching strengths?
2. In what areas of your teaching are there opportunities for improvement?
3. What are your professional development goals and how do they relate to teaching at MATC?

4. How can the college help support you to meet your professional development and teaching
goals?

5. Additional comments

T Fac Evaluahon um mary

| Comments:

Save Complete Cancel Ié = Return to Document Detail

New Window | Help | Customize Page | 2

Page 8 I
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Step Action

The Save button enables you to save your work and return to it later but will not allow the
10. manager to review the document.

Click the Save button.

Completing the document will allow the manager to review the employee self evaluation
when you are sure that the document is complete and no further changes are needed.

11. Click the Complete button to change the status of the employee document from In
Progress to Complete.
| Complete I

Click the OK button.
12

Performance Document - MATC Part-time Faculty Review

Complete Evaluation Confirmation

Your evaluation is finalized and marked as "Complete”

Home Add to Favorites Sign out
o New Window | Help | Customize Page | &,
[ ]
|7 Self Senice Current Performance Documents
[ Time Reporting s
< Performance Management Document Details
< My Performance ' u
Documents Michael Allex, Instructor-PT-Certified
\ — Current Documents MATC Part-time Faculty Review: 08/25/2008 - 09/01/2008
— Historical Documents s
— Performance Notes  You have successfully completed your evaluation.
[> Workforce Development
[* Reporting Tools
Employee: Michael Allex Job Title: Instructor-PT-Certified
Document Type: MATC Part-time Faculty Review Period: 08/25/2008 - 09/01/2008
Template: MATC PROB PT FACLTY Document ID: 1583
REVIEW
Manager: Gwen Torkelson Status: In Progress
Document Progress
Step Status Due Date
Complete Self Evaluation + Completed 09/01/2008 View
Review Manager Evaluation O Not Started 09/01/2008

Return to Select Documents

Step Action

13 Notice that the Status column on the Document Details page now displays a value of
" | Completed. Click the Return to Select Documents link.

14. | You have successfully completed an employee self-evaluation.

Page 9 | Rev. 10/22/08
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III. Recording Performance Notes

ePerformance enables both employees and managers to record or update performance notes on the
Performance Notes pages at any time during the performance cycle. Employees can create a record of
events, activities, and accomplishments that they can later use to complete their performance document.
Similarly, managers can record details of an employee's performance that they may find useful to have on
hand when they are completing the employee's evaluation. Performance notes cannot be seen by anyone
other than the author of the notes.

Consider this scenario: You are an employee and you want to enter a performance note to keep track of
your weekly accomplishments.

Step Action

1. Begin by navigating to the Compensation Launch Pad on the Inside MATC Portal. Click
the Self Service link.

Click the Performance Management link.

Use the My Performance Notes page to view or update existing performance notes, or
add new notes.

ORACLE’

Home Add to Favories Sign out

Search: Main Menu = Self Service >
T e
| ()] ﬁ Performance Management
:
> Time Reporting Ac?t_zssyuur performance and pi document: Td ev you have done for others.
[» Performance Management h’lf/’f My Performance Documents Ej Other's Performance Documents = Performance Hotes
[ Set Up HRMS ~  Create, update, or view your performance - Accept, decling, update or view performanidq E Kaintain personal notes about your,
[» Reporting Tools documents. evaluations for other individuals. ggriormance.
=l Current Documents =] Pending Evaluation Requests
=l Historical Documents =] Current Evaluations
= Historical Evaluations
Home Add to Favorites Sign out

e New Window | Help | Customize Page | B
©SeffSenice | [ES
I e My Performance Notes
| = Performance Management ok

[ My Performance :

Documents = i ey ey

[> Other's Perfarmance [ T o ——— 1M =
| Documents Earliest Note Datel IE] F_ndl 5 Sadreh 1 e !

— Performance Notes = I
\[> SetUp HRMS

\[ Reporting Tools

Select All Motes
Clear Selections

Add a New Note

There are no existing notes for the specified search criteria.
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Step Action

4, Click inside the Earliest Note Date field to refresh and activate the page.

> Click the Add a New Note button. L_*¢danewiote |

ORACLE’
Meru 8
Search: _

|®

= Self Senice
[ Time Reporting
= Performance Management
[ My Performance
Documents
[> Other's Performance
Documents

— Performance Notes

[» Set Up HRMS

Home Add to Favorites Sign out

New Window | Help | Customize Page | B

Performance Notes - Selected Note
* Ing 0

Created: 10/22/2008 12:51PM
Creator: Ann Jakel

[> Reporting Tools Last Update:
by:
Subject: |Accomplishments |
Note Text: | Add text here| @
Save Undo Changes
Return To: Ferformance Mote Selection
Step Action
6. Click in the Subject field.
7. Enter the desired information into the Subject field. For example, enter "Accomplishments".

8. Click in the Note Text field and enter your note.

9. Click the Save button.

10. | Toreturn to the previous page. Click the Return to Performance Note Selection hyperlink.

11. | To view or edit an existing note, click the Subject hyperlink for the desired note.

12. | After viewing or editing an existing note, click the Return to: Performance Note Selection

hyperlink to return to the My Performance Notes page.

Page 11 I
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ORACLE’

Search:
= Self Senvice
[-Time Reporting

= Performance Management
[> My Performance

Documents

[ Other's Performance
Documents

— Performance Notes

Criteria

Earliest Note Date[ 10212008 |5 Ena| &

[» Set Up HRMS

Add to Favorites

New Window | Help | Customize Page | 1=,

Search

[ Reporting Tools

Add a Mew Mote |

[Your existing Performance Notes

Select All Motes
Clear Selections

Created Subject
1002212008

250PM TestMNote 3
10/22/2008

2 50PM Testiote 2
10/22/2008

2:50PM

Step | Action
13. | To delete or transfer notes select the desired note and click the Delete or Transfer button at
the top of the page. Click the Select option box.
14. | Notice that when you click the Select option box, the Delete and Transfer buttons are now
active.
ORACLE’ _
Add to Favories E-\II'I out
Menu &
Search: New Window | Help | Customize Page | 5,
)
“DlimeRepotng | |=| My Performance Notes
= Perfi M t e —
DOCUmentE pecio [Len: slected
i Earliest Note Date [10/22/2008 |5 Ena| [ Searcn Detete |
. s c nce Motes ﬂl
[ Reporting Tools
Select All Motes
Clear Selections
Add a Mew Mote I
Your existing Performance Notes Customize | Find
Created Subject Select
13!?&308 Accomplishments
Page 12 I
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15. . . . . I .
If you select the Delete option, a warning screen with a yellow caution symbol <= will
appear:
e |If you want to continue with the deletion, select the OK button.
e If you want to cancel the deletion, select the Cancel button
Caution / : Deleting a note is irreversible. Once a note is deleted, it will no longer
appear on the list of My Performance Notes and will no longer be available to view or edit.
ORACLE’ —_—
Home Add to Favorites Sign out
Meru &

Search:

| ®
= Self Senvice
[> Time Reporting
= Performance Management
[ My Performance
Documents
I» Other's Performance

MNew Window | Help | Customize Page | \5

My Performance Notes

Documents /I, You are about to delete the following notes:
[> Set Up HRMS
I> Reporting Tools - Test Note

Click OK to delete the above naote(s), or
Click Cancel to return without deleting.

oK Cancel

Step Action

16. . . .. . . L
/ Caution: Transferring a note is irreversible. Once a note is transferred, it will

no longer appear on the list of My Performance Notes and will no longer be available to view
or edit.

If you select the Transfer option, a Person Search — Simple look up screen allows you to
search for and select the person the note will be transferred to. Enter available information

and click the search button. Select a name from the Search Results and click the OK or
Cancel button.
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ORACLE’ _
Add to Favorites
Search: New Window | Help | Customize Page | &
| |

= Self Senvice

I» Time Reporting Person Search - Simple

 Performance Management Search Criteria and Results
[ My Perfarmance ]

Documents + Ins|
[> Other's Performance
Documents
— Perfi Notes [KELLEY Hnployces
erformance Notes Last Name | | Search 1 3
> Set Up HRMS [l contingent Workers
[> Reporting Tools FirstName| | [l other
ACName| | [“lactive [inactive
[] Charlene Kelley Li ]
[ Kelsey Kelley Li ]
[[] Lori Kelley Li ]
Sharon Kelley @

oK ] Cancel

Step | Action
17. _ . . A
A warning screen with a yellow caution symbol will appear.
¢ If you want to continue with the transfer, select the OK button.
e |If you want to cancel the transfer, select the Cancel button
& Caution: Transferring a note is irreversible.
ORACLE : -
_Home Add to Favorites Sign out
onu & ]
search: New Window | Help | Custornize Page | &,
]
e @ My Performance Notes
[» Time Reporting

< Performance Management
[» My Perfarmance
Documents

[» Others Performance :
Documents _,-’.\_ You are about to transfer the following note{s) toSharon Kelley

— Performance Notes
[ Set Up HRMS .
[» Reporting Tools - Accomplishments

Click OK to confirm the transfer, or Cancel to cancel the transfer.

OK Cancel

Step | Action

18. | You have successfully entered and managed performance notes.
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