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Submitting Final Reviews

1 Navigate to cornerstone.unco.edu

Access the Final Review

2 Click on "STEP 2" using the Evaluate Review banner on the home page.

You can also access your review by clicking on your "Action Items" task list.

https://unco.edu
https://cornerstone.unco.edu
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3 You can click on the title of the review you wish to complete.

4 Click "Get Started"
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5 Select the section you'd like to review.

6 Then, click "Select Objectives" to bring goals/objectives in to your final review.
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7 Select the goals/objectives that continue to be relevant for the mid-year review.

Note: some employees may have a change in goals/duties. The selection process
allows employee/supervisors to disregard goals created in the planning stage.
Simply leave those unchecked.
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8 "Add" all relevant goals.

Reviewing Comments
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9 To see updates made to the goals/objectives, employees/supervisors can click the
dropdown menu.

10 The dropdown menu will allow users to see comments made, attachments, and
make edits to the goal/objectives.
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Add Comments

11 The comment section displayed on the review are recommended for supervisors
to document employee progress.
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12 Click "Save and Continue" will continue to move you through the review.

13 The "Behaviors Associated with Success" section is where both the employee and
supervisor will rate the employee's progress.
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14 Click "Select" box.

15 Choose the appropriate rating.



10

UNC recommends employees have 2-3 "Behaviors Associated w/Success" as a part
of their yearly plan.


