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5. Select Update.
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6. You will see all the critical elements you created for the employee. There is a radial button to
the left of each element. The button selected is the element you will be adding comments for.
You will do this in the Rating Official Assessment block. When you are finished with a critical
element, you can either select the Go to Next Performance Element at the bottom or scroll to
the top and specifically select the order in which you would like to add comments to critical

elements.

Employee Input

=)} Rating Official Assessment

Spell Check Counler

I

Go to Next Performance Element | Go Back 1o Top of Page

7. When you have completed your assessment for each critical element, scroll up to the top of
your screen. You will see two tabs. You have been working under the Assessment tab. Click on

the Approvals and Acknowledgments tab.

Assessments | Approvals and Acknowledgments <:

This screen allows you to view your employee's performance elements and standards and input and enter your assessments.

= Select Radio button next to the performance element and standard{s) you want to view and enter assessments.

= Select Go to Mext Performance Element button at bottom right comner to go to the next performance element and standard(s).
= Select Go Back to Top of Page button at bottom right corner o go back to the top of the page.

» Select Approvals and Acknowledgments tab to go to Approvals and Acknowledgments page.

= Select Go Back to Progress Reviews button at top right corner to go back to Progress Reviews page.

For additional guidance, select Need Help?

Performance Elements

8. The system takes you through the HLR requirement.

Assessments | Approvals and Acknowledgments

This screen allows you to start the approval andfor communication process or view status information of the employee’s progress review.

= Select Show All Detalls link to see status information (date, method, etc.) and Hide All Details link to collapse all steps

= Select > icon under Details column to see approval and/or communication information for each step and select 4 icon to collapse step.
+ Select Start’ button under Action column for Steps 1 (if required) or 3, if available_

= Select Go Back to Progress Reviews button at top right comer to go back to Progress Reviews page.

For additional guidance, select Need Help?
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[ 3 Step 1: Rating Official - Request or Document Higher Level Review (if required) Not Started
» Step 2: Higher Level Reviewer - Review (if required) Not Started
[ 2 Step 3: Rating Official - Document Communication to Employee Not Started
[ 3 Step 4: Rating Official - Document Employee Acknowledgment Not Started
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Start
Not Started
Start
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9. You will see 2 options: Option A & Option B. Option A will send the review to the HLR. This step
is NOT necessary unless your HLR requires it. You may use Option B and under Method of
Review select Face to Face. Select a Review Date and Save.

If you select Option A, you have the option to send a message to the HLR and then transfer to
them with or without an e-mail notification.

HzEg.m
Show All Detaits | Hide ANl Details
Details Tasks
4 Step 1: Rating Official - Request or Document Higher Level Review (i required)

Status Action
Mot Started Start

@ TIP There are two options avalable 1o complete this step. If you ar2 both the rating official and highas level reviswer, use Option B to document the approval

I Option A - Transfer to the Higher Level Reviewer I

Name Title
Davis, Anya C Rating Official
Knoelk, Judy M Highar Level Reviewsr
@ TIP Please select new HLR from list of values, if required

Change Higher Level Reviewer | Knoelk. Judy M a

Message to Higher Level Reviewer

This screen provides space for you o send a Higher Level Reviewsr a message regarding an employes's Progress Review. After wriing the message. select the Transfer to Higher Level Reviewer with E-mail Nofification’ button to send the message

Spell Check

Notice: You are about fo contact Knoelk. Judy M by e-mail. Due to the unencrypted nature of this e-mail communication. plsase 6o not inchude any non-public information such as sosial security numbers o privacy act information in your &-mail.
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11. This step is where you initiate communication with the employee.

Create/Update Progress Review
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Employee Information
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+ Ifthe "Starf button is active, select it 1o complete the process.
+ Select Show link o see approvals and acknowledgments mformation for each step.
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12. It is recommended you have a face to face conversation with them about their performance.
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13. You can Save and Transfer to Employee for Acknowledgment or Save and go to Step 4. If you
Save and go to Step 4, go to step 14. If you Save and Transfer to Employee for
Acknowledgment, skip to step 20.
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18. The progress review has been completed, from the Choose an Action drop-down menu, select
Return to Main Menu and select Go button.
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19. The Current Status is Progress Review Completed and the Rating Official still has ownership of
the performance plan.

T To T

Rating Official/Higher Level Reviewer

MyPerformance Main Page

Nead Help?
Warning: This application is designed for sensitive unclassified personnel information only. Do NOT enter classified information in this system. Unauthorized release of
classified information is a viclation of law and may lead to prosecution.
From the Main Page, you can create, update and view employee Performance Plans, change the Rating Official and/or Highes Level Reviewer, view and print part or an entire plan afler it is created close a plan, and track the status of a plan
You can also search for completed plans is'lirk located al the bottom of this page
To create a Performance To compiate ether actions described above
+ Select Thoase a Plan Type + Salect an option from the Action column
+ Select ‘Apprassal Plan Type
+ Select e ‘Go’ button
+ Selact the 'Go’ bution
Important: To become famil he columins, select the Need Help? link.
PlansiAppraisals In Progress
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4 Create New Plan
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I EHRIS Bwraox, Wahjkuw G EHRIS Caachu. Crdgdd | EHRIS Caaohu. Crdqdd | 2017 195 25-Ape-2016 Do

Rppiaved Progress Revew Completed Update 1[I

Select the link to saarch for Gomplted Plan:
Show Completed Plans/Appraisals

20. This is where you have decided to Save and Transfer to Employee for Acknowledgment.
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21. Select whether you want to transfer with or without e-mail notification.
Rating Official Notification to Employee - EHRIS Bwraox, Wzhjkuw G
Cancel |[[Transfor o Empioyes without & ' Transter to Employee with E- |

Message to Employee

This sereen pravides space for you 1 send your employes 3 message regarding his or her Progress Review. After writing the message, select the Transfer to Employee with E-mail Notfeation’ button to send the message
For additianal guidance, select Noed Help?

Please proceed to the Performance Management and Apprarsal and select the Pr R tab and then the Approval
tab and complete Step 4. Once you've acknowledged. a copy of the DD Form 2906 wil be avalable in the Completed Plans and Appraisals area

Enter message to employee

Spell Check
Notice: You are about 1o contact EHRIS Bwraox, Wzhjkuw G by e-mail. Du 1o the unen

ypted nature of this e-mail communic ation, please do ot include any non-public information such as social securty NUMbers of privacy act information in your &-mai

22. Once transferred, you will receive a confirmation message. Employee Acknowledgment steps
are next.

MyParformance Main Page | Provide Guest Feedback

& Confirmation
The appraisal has besn submlted 1o the employes

Rating Official/Higher Level Reviewer

MyPerformance Main Page

Need Help?
Warning: This application is designed for sensitive unclassified personnel information only. Do NOT enter classified information in this system. Unauthorized release of
classified information s a viclation of law and may lead to prosecution.



23. Employee Acknowledgment.
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24. The Plan Details page is displayed. Select the Progress Review tab.
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25. Select Update.
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26. Select Approvals and Acknowledgments tab. The Acknowledge Receipt button will be available.
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27. You can manually enter the date or use the calendar icon. Click Save.
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28. You have acknowledged receipt of your progress review. Select Go Back to Progress Reviews
button to go back to Progress Reviews tab.
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29. The action now reflects View History. Now select Choose an Action, drop down arrow depicted
in the red box below. Then select Return to Main Page. Then select the Go button.
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30. The current status reflects Progress Review Completed. Employee still has ownership of the
performance plan. Select the arrow under Action and select transfer to Rating Official. Then

Main Page | Pravds 1 My 2oumal
Employes
MyPerformance Main Page
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