Employee Guide for Electronic Appraisal

1.) The employee will receive an email from “eDocs@elon.edu”. This is the notification that his/her/their
supervisor has completed an appraisal and submitted it to the employee.
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2.) The employee should click on the “Click here” link.
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eDocs will launch and may require the employee to authenticate through SSO. Once completed, the
appraisal will display.

Q9 , .
ELO Staff Performance Appraisal

UNIVERSITY 2022

Overview
Performance appraisal is an important compaonent of Elon's ongoing staff performance management process,
Staff members and supervisors complete a performance appraisal at least once annually and are encouraged

to conduet a mid-year review as well to contribute to open, ongoing communication and feedback.

Origination Date Appraisal Period Begin Date  Appraisal Period End Date
11212022 o1/o1/2022 12/31{2022

Staff Member's Name Title

Supervisor Name Supervisor Title
T.J. Bowie

Is this Position Staff w/Faculty Rank?
Yes O  No
Is this Staff Member in a supervisory role?

Yes O  No

3.) The employee should read over the appraisal form paying attention to the ratings and comments for
each competency.
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4.) The discussion between the employee and the supervisor should occur and the employee may add
Goals/Responsibilities as the supervisor instructs.

5.)The employee may also add Staff Member’s Comments.

6.) The employee will then click on the Acknowledge button to initiate the workflow back to the
supervisor.





