CareerManager E@

EMPLOYEE PERFORMANCE ASSESSMENT @

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 performgnce comments
into CareerManager and submit the comments to your manager in preparation for the performance conversation. E

o
ACCESSING YOUR PERFORMANCE FORM Home

Employee Year-End Review for
To access your Year-End Performance form, do one of the following: Andrew Z Bernard

Objectives

Click on Employee Year-End Review from your To Do list on tr@ Development Plan
homepage, or Coreers

Company Info

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

Performance and Leading at Hess ~ James Halpert v Q  People E@
Reviews
ENTERING YOUR COMMENTS My Forms ”
. . . . : : f Al IFelie tems per page Showing 1-2 of 2 @ Al O MyDirest Reports
Each of your objectives will be listed on the form along with the objective I Progress e e ree e B
reate New Form fass Route Options ¥
details, such as description, weighting, and current status of the objective. s searen
[ Display Options
H . . Cornpleted
Dependmg on the number of performance objectwes, you may have to G Fn:v‘ﬂﬂe Empm‘gg Step (2] Date Assigned [ step Due Date (2] Form Start Date (2] Form End Date (4 Form Due
Date Last Modified Sent From
scroll down to see and comment on each objective. bete | Siep D | Form it FormEn || FormDua | Lost | Send
Form Title Employee Step Assigned Date Date Date Date Modified  From  Action
. . . . . . 72013 Year End James 4 Employee 11/05/2013 12052013 11/05/2013 12/05/2013 12/05/2013 110052013 Sarah @
@ck in the Comments section on the left side of section, just under the @ coes b veéns i
. . . . . Review for James
objective title and description to enter comments against each of your ST o oronce Reviewtior Maraus AJotnaon Y r—
objectives. Note - this section is titled with Your Name and Comment. [ oz semars

Roule Map  Introduction  The Hess Way of Working  Oblectives Mid-Year Hess Way of Working Comments  Individual Development

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

Mid-Year Objective Comments

Through m\d—yea:“ ‘itmij czagn use this box to record and track your progress against your objectives and make any adjustments, as necessary. Your comments will not be visible to
field. @ your manager until July
| entered comments into your objectives (from the Objectives page)  Enpioes comnents

will be able to view and copy and paste those comments from each
individual objective into your year-end form, if desired.

ololsz <l m

Mid-Year Hess Way of Working Comments

Through mid-year, you can use this box to document your proficiency with Hess Way of Working behaviors by measuring the actions
visible to your manager until July 29

ick on the Edit link in order to view any comments you entered on your
tives and to cut and paste them. You can also use the edit function to
update yOUr ObjeCtiVeS at thIS tlme !\md-YearHessWayo(WurkingCammenls

= =l

Need Help? If you have questions about performance management and development, please contact June 2017
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. 1
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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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3.  The top of the form shows headers for each section of the form.  you may click on the header to jump to that section.
4. Click on the Print, PDF or Save icons as needed.  When printing you can select the sections that will print 
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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.
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7.  You may also view and edit your individual development plan via the performance form.
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CareerManager
EMPLOYEE PERFORMANCE ASSESSMENT

QUICK REFERENCE GUIDE

ENTERING THE HESS WAY OF WORKING BEH@OR COMMENTS

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 R YEAR-END FORM

@Elick on the Submit Self Review button on the bottom of the page once

ou 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 perfarmance cycle, you will have the opportunity
to acknowledge the rei 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

Home ~

Home

Performance and the Hess Way of Working
Development Plan

Careers

Company Info

My Employee Profile

Home »
Home
Objectives

Performance and the Hess Way of Warking

Careers
Company Info

My Employee Profile

=

Add Development Objectives

Add Development Objectives

Fields marked with * are required.

visibiity: | Puslic

I

spell check .. legal scan.

* Objectve Name:

spell check. ... fegal scan.

Messure of Success:

Start Date:  |D1/01/2D17
Due Date: |12/21/2047

Status: | Not Started

II

 Compatancy: | [ | Functonal-Technical Competency
[ Builds Trusted Relstionships

[ GCrestes Sfiective Tasms

[ Delivers High Performance

[0 Demonstrates Courage:

[ Develops Talent

[] Drives Continuous Improvement

O inspires innavation

Purpese: | Current role

I

Cancel

button will only be avle once your manager has sent the review back

Signatures
to you for final sign-o| @ -
Once the year-end performance review is completed you will be able to electronically sign the form
@Iick on the Sign button. Employee

Andrew Z. Bernard 05/09/2017

Thank you for your support,

Indivictual Development erve as your personal guide opporiunites.
Development pianning i Q ctive and ongoing effort with your manager to upgrade your knowledge, skills and abiities in ine with business needs and your personal career goals and aspirations.
Use the Development O to capture and work toward your career ambitions

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
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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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Saving and Submitting your Form
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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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