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Process Overview

Process Begins November 1, 2018 and closes January 31, 2019

Process Administered through Halogen Performance Management System

Process Steps:
Preparatory Work: Evaluator collects performance-related information for lookback period (goals,

development plans, accomplishments, accolades, coaching opportunities, disciplinary documents, etc.)
Employee and Evaluator should also participate in trainings prior to completion of tasks. (Click here to access

information.)

Step 1) Evaluator Completes Performance Review in Halogen

Step 2) Evaluator Meets with Employee and Discusses Review
Step 3) Employee Adds Final Comments and Signs-Off on Review

Step 4) Evaluator Provides Final Comments and Signs-Off on Review
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Halogen Access Instructions

1. Go to UMMC Intranet:

o

¥
THE UNIVERSITY OF MISSISSIPPI Intranet | Library | Maps | umc.edu 4
health. -
MEDICAL CENTER ammeheaith.com 48.6°F
EpucaTioN « RESEARCH - HEALTHCARE Search this site... 2 Overcast

Education Healthcare Administration i Campus Menus Yellowpages Shuttle Tracking

UMMC Intranet

Latest UMMC News Employee Search
Guyton Lecturer to describe new diabetes biology
March 14,2017 Enter First Name, Last Name, Employee =, Phone =, Title or Department
Dr. Gerald Shulman, Georg Cowgill
Professor of Physiological Che Applications VIEWALL»  Featured Events
and co-director of the Yale Diabet:
Research Center at Yale University, Canvas Preventive Medicine to offer

free Zumba classes
Tuesday, March 14, 2017

New Haven, Connecticut, will give the
Arthur C. Guyton Distinguished

HealthsStream

K
Research Lecture, “The New Biology of L;:;z
Type 2 Diabetes,” from noon-1 p.m. on Il Scheduli ADD Seminar: Stereoscopic
| Wednesday, March 22, in room CW308 e e ion
2. Enter UMMC username and password 3. Select Employee Self-Service, My UMC Bookmarks

INfoe

LAWS@N

usertame [ ] el
pasword || aystubs and Wes

Employment 2

Pay 3

Persanal Infarmation =
Benefits 2

Mew Hire 2-

Exception Time a-
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4. Select Halogen icon

INTos

Employee Self-Service H A LO G E N '

SOFTWARE

5. Locate Tasks on Halogen Home Page

ﬁ ( THE UNIVERSITY OF MISSISSIPFE
: MEDICAL CENTER

Tasks (3) | All Tasks | €F
10/27/2018 : 11/30/2018 : 12/18/2018 :
Evaluator Completes Eval Meet with your direct Evaluator electronic
Form and Submits (1 To- reports to discuss signature
Do) performance,
Caszie’s Test Clinical Staff P... Cassie's Test Clinical Staff P... Cazsie's Test Clinical Staff P..
o A Not ready 0 r:‘;». Mot ready o r’»}
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Process Instructions

Step 1: Evaluator Completes Performance Review in Halogen

1a. Evaluator will receive Halogen Performance Management System Helper email (helper@umc.edu) alerting

of task ready to be completed in Halogen

TR 0 AR
Halogen Helper Performance Management System <halogen-helper@umc.edu>
[EXTERNAL] Staff Evaluation

To MCassondea S, King

Dear Recipient,

You are receiving this notifieation because you have at least 1 task assigned Lo you in Halogen as part of the 2018 Staff
Evaluation Process. Thank you in advance for your parlicipation in this important process.

If you havena;ywdmeaoipleanee&gaupformeoﬂhalmogm“mmmgm&n:mmmm &W

which vou should see in your account. Flease compl trai
mnmdmhMWtﬁtMpmm Eaddrnssﬂtemnﬂ
frequently asked questions.

If you do have i ﬂmtnxmng,furqmduulm]yphmsmdmemuﬂmﬂ_
Academi ummluandmdudeasmuchdemlaspwaﬂ:la‘fourmmy

by one of the HR Academics and R Duetnﬂmlurgﬂwlumeﬂfinqmnes weﬂnappmﬂl‘eywx
patience as we respand to each inquiry as lrrrmedlatalyaspmmble.

As a helpful reminder, the steps/tasks in the process are listed below. All must be completed by January 31, 2019

Step 1) Eval Completes Per Reviewin Halog
Step 2) Evaluat, Meets with Emgl and D Review
Bnepsjwoyeeﬂddsl’imlmmtsmd -Off on Review
Step 4) Evaluator Provides Final Comments and Signs-Off on Review:

1b. Evaluator navigates to Halogen using access instructions, opens Task

ﬁ ( THE UNIVERSITY OF MISS1551PPE
MEDICAL CENTER

Tasks (3) | All Tasks | £}

10/27/2018 E 11/30/2018 E 2 2018 E
Evaluator Completes Eval lirect Ev electronic
Form and Submits (1 To- 5 atur

Do)

Cassie’'s Test Clinical Staff P... Cassie's Test Clinical Staff P Cassie’s Test Clinical Staff P

0 r.- Not ready o e.'— Mot ready 0 r-.'-

Questions? Contact your HR Business Partner team at HR-Academic&Research@umc.edu or Extension 4-1946
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1c. Evaluator completes employee’s evaluation form, and saves button as needed to save your entries and
return to Halogen to complete tasks at a later date. Use the Send for Review button to send draft to other
leader for feedback. Reminder: Any overall “low” scores require HRBP review and all overall “high” scores
require leader review prior to advancing.

Sonny Employee
Cassie's Test Clinical Staff Process
By Test11 Manager

BN~ =

Employee Identification

Name: Sonny Employee
Department #:
Job Title:

Evaluator's Name

NIVERSITY OF MISSISSIPPI

( ) MEDICAL CENTER

EDUCATION + RESEARCH + HEALTHCARE

2018 Clinical S$taff Performance Evaluation

Employee ID: EMPLOYEE24
Department Name:

Job Code:

Step 2. Evaluator Meets with Employee and Discusses Review
Once Evaluator meets in person with employee and conducts performance discussion, Evaluator re-opens

task, makes any needed edits and Clicks Submit.

Meet with your direct reports to discuss performance.

Page| 1 |of1

Employee Name a

Sonny Employee

oYU

Supervisor Final Comments

Task

—

Review & Comment

Save

‘ | Send for Review. .. Submit

By

Displaying 1-10of 1
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Step 3) Employee Adds Final Comments and Signs-Off on Review
e Employee navigates to Halogen using access instructions, opens task, chooses to agree or disagree with

evaluation, enter any final comments, and clicks Sign Off. If employee selects do not agree, a
notification will be send to the HRBP who will be in contact with the Evaluator to provide consultation.

Employee final comment, chooses "agree/disagree” statement, and electronic signature Help (X
Sonny Employee
Cassie's Test Clinical Staff Process
By Test11 Manager
Eﬂ Ej “5(/ $f‘/’ @ Save Sign Off
~

Employee Final Comments

O | agree with this evaluation

O | do not agree with this evaluation

Step 4) Evaluator Provides Final Comments and Signs-Off on Review
4a. Evaluator navigates back to Halogen using access instructions, clicks View Document to review employee’s
comments.

Evaluator electronic signature X
Page 1 |of1 Displaying 1 - 1 of 1
Employee Name & Task

Sonny Employee Sign Off | View Document _

4b. Evaluator clicks Sign Off to conduct final Document Sign-Off. Evaluator will have an opportunity to save or
print a PDF version of the review.

Dacument Sign-Off

X

Evaluator electronic signature Help  [X)
Empioyer: Sonny Employee
Sonny Employee er Test11 Manager
Cassie's Test Clinical Staff Process By C&sw"ll]fz g s Tesl11 Manager
By Test11 Manager Tate AMEOMA
E“ E’ @ ‘ Sign Off
( . ~
HE UNIVERSIT OF
) MEDICAL CENTER
0K Cancel
2018 Clinical Staff Performance Evaluation
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Accessing Lawson via Citrix

1. Externally or Internally (including Public Wi-Fi) -  https://mycitrix.umc.edu

2. Installing Citrix Receiver client

If the Citrix StoreFront web portal does not detect a Receiver client on your PC, then you will be prompted to install the
client. Click the checkbox next to I/ agree with the Citrix license agreement and then click the INSTALL button.

: |@ https://mycitricumcedu/ O - @& || @ Citrix Receiver | | )LT'U\ S 94
File Edit View Favorites Tools Help
ﬁ - gé; v Page~ Tools~w l@lv m EF“

Install Citrix Receiver to access your applications

[ agree with the

Install

H100% -
3. Click the RUN button when you see the following popup box:
Do you want to run or save CitrixReceiverWeb.exe (44.7 MB) from downloadplugins.citric.com?
';jf' This type of file could harm your computer. Run Save | * Cancel
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4. Click the START button on this window to continue:

Welcome to Citrix Receiver

Citrix Receiver installs software that allows access to virtual
applications that your organization provides, including
software that allows access to the applications that use
your browser,

cimrpe
H - Allow applications access to your webcam and
RECEIVEF microphone,
- Allow applications to use your lacation.
- Allow access to local applications authorized by your
company.
- Save your credential to log on automatically.

Click Start to set up and install Citrix Receiver on your
computer.

J [ Cancel

5. Click the checkbox beside | accept the license agreement and then click the NEXT button:

License Agreement

You must accept the license agreement below to proceed,

CITRIX RECEIVER LICENSE AGREEMENT 2
This is a legal agreement ("AGREEMENT") between you, the
Licensed User, and Citrix Systems, Inc., Citrix Systems
International GmbH, or Citrix Systems Asia Pacific Pty Ltd.
Your location of receipt of this component (hereinafter
"RECEIVER") determines the licensing entity hereunder (the
applicable entity is hereinafter referred to as "CITRIX").

I accept the license agreement

MNext ] [ Cancel
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Enable Single Sign-on

When enabled, single sign-on remembers your credentials for
this device, so that you can connedt to other Citrix applications
without having to log on each time. You should do this only if
your IT administrator has instructed you to. This will take effect
the next time you log on to this device.

D Enable single sign-on

For more information on configuring single sign-on, please see
article CTX133982 at citrix.com/support.

7. When the installation finishes, you will see the following popup box. Click on the FINISH button.

ciTrpc .
Receiver

« Installation successful

Click on Finish to begin using Citrix Receiver
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8. Now the Citrix StoreFront web portal should look like this:

citrix

StoreFront

9. Enter your network username and password, and then click the LOG ON button.

Taceiaz b
@ rep vt s LR T

G ov o Pan= Tache @ 0 B

Office 2016

.....

You will see all the Citrix apps assigned to you: __ _ i
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10. Scroll down if necessary to see the Lawson app and then click on LAWSON:

[
@ ity i umeedu Car e ek 2= @S| @ CitroReceiver
Fie Est View Faveetes Tooh el
Bi - i - Pager Tocki- @- BB @,

() o B

CENTTR

All | Categories L}

Onehlote 2016 Qutiook 2016 Cutioci Wb Mail PawerPaint 2016

ms

The app will start launching:
@ Lawson = g ]
Starting...
— —
Cancel
11. Enter your network username and password, and then click the LAWS@N
button:

vsermame [ |
Password |

Questions? Contact your HR Business Partner team at HR-Academic&Research@umc.edu or Extension 4-1946
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Additional Info for PCs Running Windows 8 or Windows 10

Issue: Windows 8/10 PC cannot launch Citrix apps ...... Windows says it cannot open the app’s associated .ICA file

What causes this problem: There are two common causes. Either the PC does NOT have a Citrix Receiver client

installed, OR the Windows 8/10 operating system failed to set the correct application to open .ICA files.

What to do:

1)

2)

Questions? Contact your HR Business Partner team at HR-Academic&Research@umc.edu or Extension 4-1946

Confirm that the PC has a Receiver client installed and is version 4.4 or newer. You should see the Receiver

icon in the System Tray on bottom right of screen. If the client is not present, goto www.citrix.com and

download and install the latest Windows Receiver.

Confirm that the PC has the correct app assigned to open .ICA files.

a) Open the Windows 10 Control Panel

b) Click on Programs and then click on Default Programs.

c)

d)

Click on Associate a file type or protocol with a program.

it can open.

‘onirol sccess to cemsin programs snd set defaults for this computes.

Find the .ica file type in the Name column and click on it. [Note: Some PCs are trying to use
Internet Explorer to launch the .ica files despite having Citrix Receiver installed. The removal
and reinstallation of Receiver clients will not resolve the incorrect file type setting.]
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