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Status Reports 
 
Monitor the completion rate of your org’s PEPs through UNMJobs status reports. Being that we are in the final stretch, you may opt to focus on 
those that are currently in the ‘Not Started’ status in the Task Status column. You can check the status of employee’s progress on entering their 
2018 goals as well as their self-evaluation.  A ‘Not Started’ designation here means that employees have not logged in to UNMJobs and launched 
the evaluation links.  Please encourage them to do so as soon as possible, and remember, you should always enter your 2018 goals before 
beginning the Self-Evaluation.  
 
See the video here for instructions on running your org’s Performance Review Step Status Report.  NOTE:  You will need the Department 
Performance Administrator BAR role to run these reports for your department.  You should be able to see your orgs listed in red when you run 
the report   . 
 
Finding your report: UNMJobs > Reports > Standard Reports > Performance Review Step Status Report. 

“Complete” means that they are filled out and rated, that the in-person meeting has occurred and that both the employee and supervisor have 
electronically signed.  Once complete, HR will extract the scores from UNMJobs and automatically load them into Banner. You do not need to 
print and route paper PEPs anywhere. 
 
 
STEP 1)******************** 

https://vimeo.com/304162605
https://unmjobs.unm.edu/
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STEP 2)******************************* 
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STEP 3)********************************* 
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