EDGE Conversations business process guide

Creating EDGE Conversations using your ASURITE ID

Employees
Step 1. Log in to your My ASU account.

Step 2. Select EDGE Conversations under My Employment

My Employment e g -]

Time Payroll Benefits Personal Travel Manager

View Paycheck Salary and Benefits
Direct Deposit Tax Information

My Compensation History

Job Openings HR Forms ¢ | EDGE Conversations |

Step 3. Select Create New Conversation. Next, select a position if multiple positions are

displayed.

Create New Conversation

Conversation butfon.

Select Employee Name Department Position

Manager
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To create a new conversation, select the position you wish fo create a conversation for and click the Create

1 row

Step 4. The created conversation defaults to the current quarter. If you are submitting a

different conversation, select the correct one.




£ 2 ajaquez1 on ASUHRTST 6/23/2020

(UEEUTETTR My View as Employee Current Conversations
Current Conversations E DG E

Completed Conversations c°nversations
Create New ‘ View All Search

Draft
Employee Detail
Empl ID Department “Fiscal Year
1204801737 D0101107 2020 Q
Name Department Name i 2
Amanda Noble BFIT Application Support ‘Conversation
Jobtitle *Manager ID o a
Business Analyst Sr 1000205286 Q TStart Date
Manager Name 04/01/2020
m Rey, Seqvm “End Date
0613012020

Step 5. An employee enters comments.

Employee Comments

Unless otherwise instructed by your supervisor, briefly describe your most pertinent achievements, challenges and goals for the quarter.

Warning: Select ‘Save to Draft’ below frequently to avoid losing your work

Employee enters comments

Save to Draft Submit to Supervisor Delete Conversation

Step 6. Employee selects Save to Draft. Note: Supervisor cannot view comments in Save to
Draft. If still in draft status, an employee can select Delete Conversation if created in error.

< My Homepage Current Conversations

View All Search

Employee Detail

Empl ID Department *Fiscal Year

Select Submit to Supervisor. An email confirmation is then sent to the employee and
supervisor.

< My Homepage Current Conversations

Current Conversations | CreateNew || ViewAll || Search

Completed Conversations Submitted to Supervisor

Empir%ee Detail
Empl ID Department Fiscal Year




Supervisors

How to view employee-submitted comments
Step 1. Log in to your My ASU account.

Step 2. Select Review EDGE Conversations under the Manger tab of My Employment.

My Employment e g

Time Payroll Benefits Personal Travel | Manager

Job infarmation PTRE | PTR/Position Worklist f
Personal Infarmation Online Renewal =

Time Management Position Management &
Recrultment &2 HR Business Center

BrassRing = Search/Match =

-9 Management = Add/Update a Person =
Authorized Driver Program Admin APARS Search Committee

Review EDGE Conversations

Job Openings HRForms & EDGE Conversations

Step 3. Select Current Conversations to view employee-submitted EDGE Conversations
comments.

LTS My View as Supervisor Current Conversations
Current Conversations I E DG E

- -
Completed Conversations conversatlons b

Search

Welcome to the EDGE Conversations dashboard. To view your employee's EDGE Conversations summary form, search for the employee by last name or
employee ID then click on their name.

2 rows
Employee Details Position Details Conversation Period Manager Details Status
Empl ID Fiscal Year Manaaer ID
2020 Returned to Employee
Name Conversation Manager Name
4
Empl ID Fiscal Year Manager ID
2020 Submitted to Supervisor
Name Conversation Manager Name

3

The employee and supervisor should meet to discuss. After that meeting, the supervisor can fill
in their comments.



Step 4. Select the employee to complete the supervisor comments section on submitted EDGE
Conversations.

Step 5. Respond to employee’s comments and add additional feedback. Select Meeting
Expectations or Not Meeting Expectations.

Supervisor Comments

If the emplpyee has performed well for the quarter, that information can be explained in the Supervisor Comments section. If there have been a few
performance concerns but not enough to be considered not meeting expectations, then that information can be explained in the Supervisor Comments
section.

Select Return if you received the conversation form in error or if you would like the employee to edit their comments based on your in-person discussion.

Warning: Select 'Save to Draft’ below frequently to avoid losing your work

Enter supervisor comments regarding the employee]

O Meeting Expectations

O Not Meeting Expectations

Save to Draft Submit for Completion Return

If the conversation was sent in error or you would like the employee to make edits, select
Return. This will send the form back to the employee for corrections. You may also return the
summary form If it was sent to you in error. You must enter a reason to send it back to the
employee.

The status will change to Returned to Employee.

Reason for Return X

Flease enter the reason you are returning this conversation
to the employee.
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Returned to Employee

Epartment Fiscal Year
D120 2020
Epartment Name Quarter

3

hiversity Registrar Services

If no edits are required, select Submit for Completion. This will send an email confirmation to
the employee, and the status displays Complete.

< My Homepage Current Conversations

Current Conversations Create New. View All Search

Completed Conversations Complete

Employee Detail
Empl ID Department Fiscal Year

The supervisor can also Save to Draft to complete later. An employee is not able to view
comments in Save to Draft status.
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How supervisors view complete EDGE Conversations

Step 1. The supervisor must log into HR PeopleSoft. Then, select the link in the email or
access directly in HR PeopleSoft.

Step 2. Select Review EDGE Conversations under the Manger tab of My Employment.

My Employment aoe

Time Payroll Benefits Personal Travel | Manager

Job Infarmation PTRE | PTR/Position Worklist of
Personal Information Online Renewal &

Time Management Position Management
Recrultment HR Business Center &

BrassRing = Search/Match =

I8 Management & Add/Update a Person
Authorized Driver Program Admin APARS Search Committee

Review EDGE Conversations

Job Openings HR Forms & EDGE Conversations

Step 3. Select Complete Conversations to view all completed EDGE Conversations.

LR TEEUEEECTI My View as Supervisor Completed Conversations
Currerityc:onversations E DG E
-
Completed Conversations Conversatlons
Search
Welcome to the EDGE Conversations dashboard. To view your employee’s EDGE Conversations summary form, search for the employee by last name or
employee ID then click on their name.
Employee Details Position Details Conversation Period Manager Details Status
Empl ID Fiscal Year Manaaer ID
2019 Complete
m Name Conversation Manager Name
1
Empl ID Fiscal Year Manager ID
2019 Complete
Name Conversation Manager Name
1
Empl ID Fiscal Year Manager ID
2019 Complete
Name Conversation Manager Name
1
Empl ID Fiscal Year Manager ID

Step 4. Select Search to view filter criteria.



Search Conversations

To locate an employee’s EDGE %nversation, utilize one or more of the fields below and click the Find Conversations button.

Last Name ’|

First Name

Fiscal Year v

Conversation ~

Conversation Status v

Find Conversations




