
E M P L OY E E  P E R F O R M A N C E  A S S E S S M E N T
Q U I C K  R E F E R E N C E  G U I D E

Year-End is the time to take stock of your accomplishments during the year and document results. You should review your progress 
against documented performance objectives and The Hess Way of Working behaviors, enter any year-end performance comments 
into CareerManager and submit the comments to your manager in preparation for the performance conversation.
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CareerManager

Need Help? If you have questions about performance management and development, please contact 
your Human Resources representative. For questions about CareerManager, contact the support 
desk via email at myHR Help. If you are located in the U.S., you may call 1-713-496-7600 (Option 7), 
Monday through Friday, from 8 a.m. to 5 p.m. CDT.

To access your Year-End Performance form, do one of the following: 

Click on Employee Year-End Review from your To Do list on the 
homepage, or 

Select Performance and Leading at Hess from the Home menu and 
click on the Year-End Performance Review link for your current review.

Each of your objectives will be listed on the form along with the objective 
details, such as description, weighting, and current status of the objective. 

Depending on the number of performance objectives, you may have to 
scroll down to see and comment on each objective. 

Click in the Comments section on the left side of section, just under the 
objective title and description to enter comments against each of your 
objectives. Note - this section is titled with Your Name and Comment. 
The section may look like it is unavailable; you simply have to click into the 
section to activate. You can enter up to 4,000 characters in each comments 
field.

If you entered comments into your objectives (from the Objectives page) 
– you will be able to view and copy and paste those comments from each 
individual objective into your year-end form, if desired. 

Click on the Edit link in order to view any comments you entered on your 
objectives and to cut and paste them. You can also use the edit function to 
update your objectives at this time.

1

1

2

2

ENTERING YOUR COMMENTS

ACCESSING YOUR PERFORMANCE FORM
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Click on Enter Mid-year Comments or the Employee Year-End Review from your To Do list on the homepage (description varies based on where we are at in the process), or 
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Select Performance and the Hess Way of Working from the Home menu and click on the Performance Review link for your current review.
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Enter your summary Mid-Year Objective Comments.  At Year-End you will have the opportunity to enter comments against each individual objective and provide an Overall Year-End Summary on performance against objectives. You can enter up to 4,000 characters in each comments field.

00631964
Sticky Note
every screenshot that says marcus johnson, change to Andrew Z Bernard

00631964
Sticky Note
Insert header, Individual development Plan

00631964
Sticky Note
7.  You may also view and edit your individual development plan via the performance form.

00631964
Sticky Note
7. insert jpeg 14



E M P L OY E E  P E R F O R M A N C E  A S S E S S M E N T
Q U I C K  R E F E R E N C E  G U I D E

June 2017

CareerManager

Need Help? If you have questions about performance management and development, please contact 
your Human Resources representative. For questions about CareerManager, contact the support 
desk via email at myHR Help. If you are located in the U.S., you may call 1-713-496-7600 (Option 7), 
Monday through Friday, from 8 a.m. to 5 p.m. CDT. 2

Enter comments in The Hess Way of Working Comments section related 
to how you felt you demonstrated The Hess Way of Working behaviors 
during the performance. 

Click on each behavior to open a window with more information.

You can use the Save and Finish Later button at the bottom of the form 
to save your work without submitting the form to your manager. Your 
comments will not be visible until you submit the form.

SUBMITTING YOUR YEAR-END FORM

Click on the Submit Self Review button on the bottom of the page once 
you have completed your year-end comments. You must submit your 
form in order for your manager to view your comments and complete the 
year-end process. Although managers can enter comments while you are 
still working on your own comments, they can’t complete the process 
until you have finished your piece.

ACKNOWLEDGMENT

At the end of the  performance cycle, you will have the opportunity 
to acknowledge the review. At this time, you will be able to see all 
comments entered by your direct (and functional) manager as well as 
your final performance rating. 

Click on the Employee’s Signature link on your To Do list. Note, this 
button will only be available once your manager has sent the review back 
to you for final sign-off.

Click on the Sign button.

ENTERING THE HESS WAY OF WORKING BEHAVIOR COMMENTS

3

7

8

9



00631964
Sticky Note
5

00631964
Sticky Note
delete these 3 images at the top
 5. 

00631964
Sticky Note
delete behavior

00631964
Sticky Note
Replace
Click on each Hess Way of Working Behavior to open a window with more information.
Go to the Hess Way of Working Comments section to enter comments related to how you felt you demonstrated the Hess Way of Working behaviors during your performance.
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7.  You can use the Save and Close button at the bottom of the form to save your work without submitting to your manager.  Your comments will not be visible until you submit the form.
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Click on the Submit to Manager button on the bottom of the page once you have completed your comments.  You must submit the form in order for your manager to view your comments and complete the mid-year and year-end process.  Although managers can enter comments while you are still working on your comments, they can't complete the process until you have finished your piece.
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There is no acknowledgment at mid-year however you will have the opportunity to view your manager's comments once your manager releases the form back to you and has a performance feedback discussion with you.
At the end of the year-end performance cycle....
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Click on the Employee Acknowledgement link on your To Do list.  Note this will only be available once your manager has sent the review back to you for your final acknowledgment. Click on the Acknowledge button.
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