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NEW PERFORMANCE MANAGEMENT TOOL 
SET-UP INSTRUCTIONS
* PLEASE REVIEW AND COMPLETE THIS OPERATION PRIOR TO LAUNCHING THE PERFORMANCE DOCUMENT FORM*

Prior to attempting to launch and use the new performance management tool, it is essential that you check your Microsoft Word security settings.  To do so, please perform the following the following steps:

1. Open Microsoft Word

2. Click on Tools > Options

3. Click the Security Tab

4. Click the Macro Security button (bottom right)

5. Select “Medium” from the pop-up menu

6. Click “OK” on all open items

After you close Microsoft Word, you are now ready to open and use the new performance appraisal instrument. 

When the form is opened, select and click “enable macros”.
To add or delete a row within the form, please use the section of the menu bar titled NCCU-HR.  The menu item is found beside the Help function at the top of the screen.  

Menu Bar: File  Edit  View  Insert  Format  Tools  Table  Window  Help  NCCU-HR
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