Supervisor Report Guide for EvalS

Go to the My OSU Portal

Click on Employee

When EvalS appears in the lower right hand part of the page, click on Roles and select — Supervisor
Then click on the Reports Tab and Select Classified

The specific report page for the classified employees who report to you will appear

m T T A Fomw | G OMOEmel | THelp | @ SignOu

el —§@T — P

Wiz m A T oo Eupera Camps Lile 2 Litvadas

Bl
Evalf Homa
Raports
my Rapart Ohart Typs wmme, o 12 ortm oy coce | [
o S+ AGD » Tl oAt Glance

= Ackys Cewiawdicrs | By Joean
= Owverdus DveiumsSors | Dy JENoe
& 30= Cwys Cwwwius Dvabmioos | Dy Soece

On the left hand side you will see a pie chart indicating the stages of the evaluations of your employees.

Below that you will see a detailed list of the status of each of your employees that you can click on and
go directly to that evaluation.

On the right hand side of the page you will see a summary indicating how many evaluations are active,
overdue, and those more than 30 days overdue.



