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SYSTEM ACCESS

To access the DHS ePerformance Management Tool, enter the following URL into your browser. https://ePerformance.dhs.gov 

You will be brought to the following screen.  Click the GO link to log into the system.
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SYSTEM LOGIN

To access the DHS ePerformance Management Tool, enter the following URL into your web browser: https://ePerformance.dhs.gov.    

NOTE:  If you are a new employee, please wait to log into the DHS ePerformance Management Tool until three weeks after your New Employee Orientation.  After clicking GO on the previous screen, you will see the login screen. 
First-time Users

If you are logging into the system for the first time, your temporary User Name and Password is your Social Security number.

1. Enter your User Name
2. Enter your Password
3. Click the LOGIN buton
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After your initial login using your temporary User Name and Password, you will be prompted to change your Password and enter your DHS email address as your User Name.
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1. Enter your old password

2. Enter a new password according to the DHS password guidelines listed on the screen

3. Re-enter the new password

4. Enter your DHS email address

5. Re-enter your email address

6. Click the SUBMIT button
Returning Users

Your User Name is your DHS email address.

1. Enter your User Name

2. Enter your Password
3. Click the LOGIN button
NOTES: 

If you forgot your password, see the “Forgot Password” instructions.

Passwords are case sensitive.

After three failed login attempts, your user account will be locked and you will not be able to use the “Forgot Password” link. To unlock your account, contact your component help desk.

Forgot Password

If you forgot your password, from the Welcome screen or Login page:
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Step 1
Click the FORGOT PASSWORD link

Upon clicking the FORGOT PASSWORD link on the login page, a new page will appear where you can enter your DHS email address.
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Step 2
Enter your DHS email address
Step 3
Click the SUBMIT button
NOTE:  The system will send you an email with your password. Once you have received your password, proceed with logging in.

Additional Resources

If you need help or would like additional tools, click on the applicable link on the login page as described below.
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· Need Help?

If you are having trouble logging into the DHS ePerformance Management Tool, click on the NEED HELP? link for help desk contact information.

· System Login Job Aid
If you need additional assistance on how to log into the DHS ePerformance Management Tool, click on the SYSTEM LOGIN JOB AID link for step by step instructions.

· DHS ePerformance Tool User Guide
If you would like to view the comprehensive DHS ePerformance Management Tool user’s guide, click on the DHS EPERFORMANCE TOOL USER GUIDE link.

UPDATE PROFILE (ALL EMPLOYEES)
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· Employees will update their profile by verifying their first name, middle name, last name, email address and organization.  Employees will also select their Rating Official.
· An email notification will be sent to the Rating Official fourteen days prior to the due date.
· The task is due seven days after the task is assigned.

· After the Update Profile task is completed, the Rating Official receives a task to verify the employee’s profile.
After logging into the system, you will be brought to your Home Dashboard which lists any Activities Requiring Attention.  
The tasks on your dashboard will be ordered by due date from descending to ascending order.  For example, a task due August 2008 will show prior to a task due October 2008.

To update your profile, click UPDATE YOUR PROFILE <EMPLOYEE NAME> task.


[image: image10]
You will be brought to the following Profile Update screen.  Review the read-only fields for accuracy (Contact your servicing Human Resources point of contact if any of these fields are incorrect).  

1. Your email address will already be populated.  This was done during the initial login process.  This field allows for update if needed.
2. Click on the magnifying glass [image: image11.bmp] to search for your Rating Official.  
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A pop-up window will display.  At a minimum, type in your Rating Official’s last name and click the SEARCH button to display the results.  To select your Rating Official, click on your Rating Official’s name.
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Your Rating Official’s name will be populated in the Rating Official field.
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Once your profile has been updated, click SUBMIT.  
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VERIFY PROFILE (RATING OFFICIALS)
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· Once the employee has updated their profile, the Rating Official receives a task to Verify the Profile.
· The task is due seven days after the task is assigned.
· Rating Officials may verify individual profiles by accessing tasks in the Home Dashboard.
· If verifying multiple profiles at once, the Rating Official may do so by clicking on the VERIFY DIRECT REPORTS tab.
Verify Profile (Rating Officials) – Option 1
From the Home Dashboard, click VERIFY THE PROFILE FOR <EMPLOYEE NAME> task.

[image: image17]
You will be brought to the Profile Update page.  Review the General Information for the employee.
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General Information

First Name amy
Middle Name.

Last Name IOHNSON
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If the employee IS your direct report, click SUBMIT to complete the task.
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If the employee is NOT your direct report, click SEND BACK.
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A pop up window will appear.  In the box you may enter Feedback Comments explaining why you are rejecting the employee’s profile.  Click SEND BACK to notify the employee that you are not their Rating Official.
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Verify Profiles Via Verify Direct Reports Function (Rating Officials) – Option 2
From the Home Dashboard, click the VERIFY DIRECT REPORTS tab on the left side of the screen or on the top of the screen.
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Any employees who have chosen you as their Rating Official will be listed in the table.  Click the employee’s name to view their profile information.

[image: image23]
Clicking on the Employee's Name opens a General Information page which shows the Employee's Name, Login Name, E-mail Address, Supervisor, and Organization.

Click CLOSE to return to the list of direct reports.
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Using the action buttons on the right, click the appropriate response (Reject, Approve, or No Action) for each employee listed.  If you are performing the same action for all listed employees, you may use the REJECT ALL, APPROVE ALL, or NO ACTION ON ALL buttons instead of the ACTION buttons.  

Click SUBMIT when you have chosen the action for each employee.
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SET INITIAL PLAN STEP (RATING OFFICIALS)
The Performance Management Process in the eTool begins with the Employee Inputting their goals at Step 1.  The Rating Official may choose to bypass this step and begin the process at Step 2 with the Rating Official Completes Performance Plan.

Once the update and verify profile processes have been completed, the Rating Official may choose to Set the Initial Plan Step by clicking on the menu item on the left navigation bar.   The Rating Official would be able to Set the Initial Plan Step for all direct reports that have completed their profile.
During the performance planning process, employees and Rating Officials complete the employees’ performance plan by following eTool Steps 1, 2 and 3.
· In Step 1, employees input their goals. NOTE: The Rating Official may opt to start the performance plan process at Step 2.  .
· In Step 2, Rating Officials review and/or modify the goals the employee input; or if the Rating Official opted to start the performance plan process at Step 2, the Rating Official inputs the employee’s goals.
·  In Step 3, employees acknowledge their performance plans.

[image: image26]
Rating Official
Click on the item Set Initial Plan Step menu located on the left navigation bar.

· The Set Initial Plan Step page will display with general instructions at the top of the page.

Set Initial Plan Step

Each of your direct reports will be listed along with their email address under the General Information heading.  Each employee’s performance plan will default to Step 1.

a. Choose each employee you wish to start their performance plans at Step 2 by clicking on the Step 2 radio button next to the employee’s name.

b. Click on the Set all to Step 2 button to move all your direct reports’ performance plans at Step 2.

c. Click on the Set all to Step 1 button to move all your direct reports’ performance plans at Step 1.

Submit

a. Click SUBMIT to complete the action or CANCEL to cancel any changes you made on the page.

b. A pop-up message box will display, “Are you sure you want to submit this?” Click OK. 

c. You will receive a message on the screen that states, “The information you entered was successfully submitted.” Click RETURN TO HOME.
PERFORMANCE MANAGEMENT: STEP 1 – Employee Inputs Goals 

[image: image27]
· In Step 1, employees input their goals.  NOTE:  The Rating Official may opt to start the performance plan process at Step 2.
· In Step 2, Rating Officials review and/or modify the goals the employee input, or if the Rating Official opted to start the performance plan process at Step 2, the Rating Official inputs the employee’s goals.
· In Step 3, employees acknowledge their performance plans.

From the Home Dashboard, click INPUT YOUR GOALS, <EMPLOYEE NAME> task.
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The Performance Plan will display with the following sections:
· General Information (about the employee) including a link to instructions

· Achieving Results (Performance Goals) 

· Core Competencies
You may navigate throughout the plan by scrolling down the page or clicking the appropriate heading on the blue navigation bar at the top right section of the screen.
General Information displays your profile.
General Instructions display a high-level description of the three phases of eTool Performance Management Plan Process.  Also displayed in the General Instructions is a link to a more detailed description of each step as well as links to the individual job aids.  

The remainder of the web page includes three sections: Top, Achieving Results and Core Competencies.

[image: image29]
General Instructions give a high-level overview of the processes of Performance Management in the eTool. 

An additional link “Click here for more detailed information about the performance management steps.  You will be presented with a list of steps and their descriptions along with a link to each step’s job aid.

The Workflow graphic depicts the 8 steps of the Performance Management and Annual Appraisal process in the eTool with the current step highlighted.


[image: image30]
The weighting of the achieving results (performance goals) section and the scoring of each is displayed.
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PERFORMANCE GOALS

Enter your goals by typing or cutting and pasting goal outcomes and results in the box titled “Goal.” Targets and measures are entered in the boxes titled “Achieved Expectations” and “Achieved Excellence.” You may also assign weights to goals and align with organizational goals.  Any elements left blank will be completed by the Rating Official.  The Rating Official may make modifications to your entries.

a. Align the goal with an organizational goal by clicking the link titled Align with Organizational Goal.  Find the organizational goal for which you wish to align.  Click on LINK to link to the Organizational Goal or Copy and Link to link to the Organizational Goal as well as copy the contents of the goal into the goal boxes provided.
b. Align the goal with the Rating Official’s goal by clicking the link titled Align to “Rating OFFICIAL’S” goal.  Find the Rating Official’s goal for which you wish to align.  Click on LINK to link to the Rating Official’s Goal or Copy and Link to link to the Rating Official’s Goal as well as copy the contents of the goal into the goal boxes provided.
c. Input the goal outcomes/results in the box provided.

d. Input the weight of this goal.
e. Input the targets/measures for Achieved Expectations in the box provided.
f. Input the targets/measures for Achieved Excellence in the box provided.
g. You may delete the goal by clicking on the REMOVE THIS GOAL button.

h. You may add another goal by clicking on the ADD NEW GOAL button.
CORE COMPETENCIES

Review your core competencies and their performance standards.  You will be expected to perform according to the performance standards listed for each competency.
The employee’s core competencies are defaulted in based on their occupational series, grade, and supervisory code.  Core competencies cannot be edited.

[image: image33]
Save your work by clicking on the SAVE DRAFT button at the bottom of the form.

You may print your performance plan by clicking on the PRINT PREVIEW button at the bottom of the form.  The form will be formatted for printing.  Click the PRINT button at the bottom of the form to send the formatted form to the printer.
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a. When complete, click the SUBMIT button at the bottom of the form.

b. A pop-up message box will display, “Are you sure you want to submit this?” Click OK. 

You will receive a message on the screen that states, “The information you entered was successfully submitted.” Click RETURN TO HOME.
PERFORMANCE MANAGEMENT: STEP 2 – Rating Official Issues Performance Plan/Conducts Progress Review (RATING OFFICIAL)

[image: image35]
· In Step 2, Rating Officials review and/or modify the goals the employee input; or if the Rating Official opted to start the performance plan process at Step 2, the Rating Official inputs the employee’s goals.
· In Step 3, employees acknowledge their performance plans.

· Once the employee acknowledges their performance plans at Step 3, the employee is on plan.  The employees’ performance plan then resides with the Rating Officials at Step 2.  This allows the Rating Officials the flexibility to update goals if necessary and enter comments on the employees’ progress if applicable.
· In Step 2, Rating Officials may update goals or enter comments on the employees’ progress.  
· In Step 3, employees acknowledge any updates to the goals and may enter comments on their progress. 

· The plan continues to route back and forth between Rating Official and employee as the performance management cycle progresses.  It is up to the Rating Official to determine when the plan needs updating or initiate progress reviews at the appropriate times in the cycle.  The Rating Official should send the plan to the employee for employee input prior to conducting the progress review.
· The Rating Official cannot modify goals during the last 90 days of the performance cycle. 
From the Home Dashboard, click ISSUE PERFORMANCE PLAN/CONDUCT PROGRESS REVIEW FOR <EMPLOYEE NAME> task.
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The Performance Plan will display with the following sections:
· General Information (about the employee) including a link to instructions

· Achieving Results (Performance Goals) 

· Core Competencies
· Progress Reviews
· Approvals
The Performance Plan is displayed.  
RATING OFFICIAL COMPLETES PERFORMANCE PLAN

Step 2 has a dual purpose, Rating Official Completes Plan and Rating Official Conducts Progress Review.

The following directions are for a Rating Official to Complete the Employee’s Performance Plan
ACHIEVING RESULTS (Performance Goals) 

As the manager, you have the flexibility to either let the employee enter their goals and send to you to review or you may initiate goals and communicate them to the employee.  

Employees enter their goals in Step 1 or the Performance Management Plan Process can begin in Step 2 and you may enter the employee’s performance goals.  

If the employee entered their goals in Step 1, you will finalize the employee’s performance plan by reviewing and updating the plan as follows:
a. Review and/or modify the alignment to the organizational goal by clicking the link ALIGN WITH ORGANIZATIONAL GOAL.  Find the goal to which you wish to align.  Click on the Select link.

b. Review and/or modify the alignment to your goal by clicking the link ALIGN WITH RATING OFFICIAL’S GOAL.  Rating Official’s goals will be available after the Rating Official has an approved plan. Find the goal to which you wish to align.  Click on the Select link.  The goals will only appear once the Rating Official is on an approved plan. 
c. Review and/or modify the goal outcomes/results in the box provided.

d. Review and/or modify the weight of this goal.
e. Review and/or modify the targets/measures for Achieved Expectations in the box provided.
f. Review and/or modify the targets/measures for Achieved Excellence in the box provided.
g. You may delete the goal by clicking on the REMOVE THIS GOAL button.

h. You may add another goal by clicking on the ADD NEW GOAL button.
If the employee did not enter their goals in Step 1, you will complete the employee’s Performance Plan by entering the plan as listed above.
CORE COMPETENCIES

Review the core competencies your employee’s will be expected to demonstrate on the job and the associated performance standards for each competency.
ACKNOWLEDGEMENTS
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You must review the employees’ performance goals with the Reviewing Official.  You must acknowledge the Reviewing Official’s approval by clicking on the checkbox next to the acknowledgement:  I confirm that these goals have been reviewed and approved by the Reviewing Official.
SUBMIT
a. When you have completed comments and/or the Reviewing Official acknowledgement, click the SUBMIT button at the bottom of the form.
b. A pop-up message box will display, “Are you sure you want to submit this?” Click OK.
You will receive a message on the screen that states, “The information you entered was successfully submitted.” Click RETURN TO HOME.
RATING OFFICIAL CONDUCTS PROGRESS REVIEW
Step 2 has a dual purpose, Rating Official Completes Plan and Rating Official Conducts Progress Review.

The following directions are for a Rating Official to Conduct the Employee’s Progress Review

[image: image38]
PROGRESS REVIEW
a. Review any progress review comments made by the employee, if applicable.

b. Enter your comments in the Rating Official comment box provided.

c. Identify the review period for which the comments are covered by clicking on the drop down beneath the Category.
Mid-Year Acknowledgement
If the Mid-Year review occurs at this time, check the acknowledgement box next to “The Mid Year review discussion occurred”.  This checkbox is not required, but it is recommended that you check it once the discussion occurs.  Otherwise, there is no way to tell if a Mid-Year review occurred between the employee and the Rating Official.
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SUBMIT 

a. When you have completed comments click the SUBMIT button at the bottom of the form.
b. A pop-up message box will display, “Are you sure you want to submit this?” Click OK.
You will receive a message on the screen that states, “The information you entered was successfully submitted.” Click RETURN TO HOME.
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PERFORMANCE MANAGEMENT: STEP 3 – Employee Acknowledges Plan/Provide Progress Review (EMPLOYEE)


[image: image41]
· In Step 3, employees acknowledge their performance plans
· Once the employee acknowledges their performance plans in Step 3, the employee is considered to be on a performance plan.  The employees’ performance plan then resides with the Rating Official at Step 2.  This allows the Rating Officials the flexibility to update goals, if necessary, and to enter comments on the employees’ progress, if applicable.
· In Step 2, Rating Officials may update goals or enter comments on the employees’ progress.  

· In Step 3, employees acknowledge any updates to the goals and may enter comments on their progress. 

· The plan continues to route back and forth between Rating Official and employee as the performance management cycle progresses.  It is up to the Rating Official to determine when the plan needs updating or initiate progress reviews at the appropriate times in the cycle.  The Rating Official should send the plan to the employee for employee input prior to conducting the progress review.  
· From the Home Dashboard, click ACKNOWLEDGES PLAN/PROVIDES PROGRESS REVIEW, <EMPLOYEE NAME> task.
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The Performance Plan will display.
Employee Acknowledges Plan Instructions

Step 3 has a dual purpose, Employee Acknowledges Plan and Employee Provides Progress Review.

The following directions are for an Employee to Acknowledge their Performance Plan

Review Achieving Results (Performance Goals)

Review the goals in your performance plan

a. Review the alignment of the goal to the organizational goal 
b. Review the alignment of the goal to the Rating Official’s goal (if applicable)

c. Review each of the goals (outcomes/results)
d. Review each of the weights 

e. Review the targets/measures for Achieved Expectations

Review the targets/measures for Achieved Excellence
Scroll down to the “Achieving Results (Performance Goals)” section.  If desired, enter key results and major accomplishments in the text box marked “Employee Comments on Achieving Results”

Review Core Competencies

Review the core competencies you will be expected to perform according to the performance standards listed for each competency.
Acknowledgements
[image: image135.png]Top | Achieving Results | Core Competencies

2008 Performance Plan and Appraisal
Review Period Fr 2008

General Information

Employee Information

Morocco Paul

Last Name First Name Middle Name
1039908 Personnel Assistant

Resource Number Position/Title

DHS Headquarters

0$0203000000000000 Chief Human Capital Officer

Organization Organization Descriptian Duty Location
General Schedule 0203 - Human Resources Assistance 09

Pay Plan ce series Grade
Rating Official Information

Brian Hughes Human Resource Speci



[image: image43.png]Acknowledgements/Approvals

Acknowledgement/Signature.

¥ 1 confirm that these goals have been reviewed and approved by the Reviewing Official. 03/13/2008 Rating Official

] *I have discussed my performance plan with my Rating Official and/or provided my progress | Employee




Each time you go into the plan at Step 3, you will need to acknowledge that you have discussed your performance plan with your Rating Official.
To complete the acknowledgement of the Performance Plan and send the Plan back to the Rating Official, you must click Send Back. 

SEND BACK
a. When you have acknowledged the plan click the SEND BACK button at the bottom of the form.  

b. A Feedback Comments box will display.  Enter comments for your Rating Official to view when the Rating Official receives the acknowledged performance plan.  Click SEND BACK to complete the task or CANCEL to go back to the task.

You will receive a message on the screen that states, “The information you entered was successfully submitted.” Click RETURN TO HOME.
Provides Progress Review Instructions
Step 3 has a dual purpose, Employee Acknowledges Plan and Employee Provides Progress Review.

The following directions are for an Employee to Provide their Progress Review.  

PROGRESS REVIEW


[image: image44]
a. If comments for a previous progress review exist, you may need to add a comments section.  Click on the Add Review button.

b. Enter employee comments in the box provided.

c. Identify the review period for which the comments are covered by clicking on the drop down beneath the Category.

d. Review any progress review comments made by the Rating Official, if applicable.
Acknowledgements
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Each time you go into the plan at Step 3, you will need to acknowledge that you have discussed your performance plan with your Rating Official.
Mid-Year Acknowledgement
If the Mid-Year review occurs at this time, check the acknowledgement box next to “The Mid Year review discussion occurred”.  This checkbox is not required, but it is recommended that you check it once the discussion occurs.  Otherwise, there is no way to tell if a Mid-Year review occurred between the employee and the Rating Official.
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To complete the acknowledgement of the Performance Plan and send the Plan back to the Rating Official, you must click Send Back. 

SEND BACK
c. When you have acknowledged the plan click the SEND BACK button at the bottom of the form.  

d. A Feedback Comments box will display.  Enter comments for your Rating Official to view when the Rating Official receives the acknowledged performance plan.  Click SEND BACK to complete the task or CANCEL to go back to the task.

You will receive a message on the screen that states, “The information you entered was successfully submitted.” Click RETURN TO HOME.
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COACHING AND FEEDBACK:  STEP 4 – INITIATE ANNUAL APPRAISAL (EMPLOYEE) 

[image: image48]
· In Step 4 of the ePerformance Tool (eTool), the employee initiates the annual appraisal. The employee enters comments on their performance for the year for both goals and competencies. 

From the Home Dashboard, click INITIATE ANNUAL APPRAISAL, <EMPLOYEE NAME> task.
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The Performance Plan will display.  The graphic displayed directly beneath the General Information highlights the current step.  

Progress Review

[image: image50]
a. If comments for a previous progress review exist, you may need to add a comments section.  Click on the Add Review button.

b. Enter your comments in the box provided.

c. Identify the review period for which the comments are covered by clicking on the drop down arrow beneath the Category and choose Annual Appraisal
d. Review any progress review comments made by the Rating Official, if applicable.

Click the INTERIM EVALUATIONS action button to view any interim evaluations that may have been created by a previous Rating Official.
SUBMIT

a. When comments and the acknowledgement are complete, click the SUBMIT button at the bottom of the form.

b. A pop-up message box will display, “Are you sure you want to submit this?” Click OK. 
You will receive a message on the screen that states, “The information you entered was successfully submitted.”  Click RETURN TO HOME.
COACHING AND FEEDBACK:  STEP 5 – COMPLETE ANNUAL APPRAISAL (RATING OFFICIAL) 

[image: image51]
· In Step 5, the Rating Official completes the annual appraisal for the employee. The Rating Official enters comments on the employee’s performance for both goals and competencies. The Rating Official must assign a rating for each performance goal and core competency. The Rating Official must also provide comments in the “Justification for Ratings” box when the overall rating is above or below Achieved Expectations. 

From the Home Dashboard, click COMPLETE ANNUAL APPRAISAL FOR <EMPLOYEE NAME> task.
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The Performance Plan will display.  
If the Rating Official has made any changes and/or additions to the Performance Goals section, a box indicating the date the change was made will appear beneath the Goal Section.

ASSIGN RATINGS

You must assign ratings for each performance goal and additional core competency. Click on the appropriate button to assign the rating level for each goal and competency.

[image: image53]
Any one rating of Unacceptable results in the overall rating of Unacceptable.

PROGRESS REVIEW
a. Review any progress review comments made by the employee, if applicable.

b. Enter your comments in the Rating Official comment box provided.

c. Click on the drop down beneath the Category and choose Annual Appraisal.

[image: image54]
SUMMARY RATING
The Summary Rating section displays the calculation of the Overall Performance Rating. 

For an explanation of the rating calculation, click on the Performance Rating Calculation Reference link.

[image: image55]
Each performance goal is displayed along with their weight and the rating that was given the employee by the Rating Official.  Each competency is equally weighted.  Each competency is displayed along with the rating that was given the employee by the Rating Official.  The Overall Achieving Results Rating and the Overall Core Competencies Rating is displayed.  The Overall Performance Rating is displayed.
NOTE: One performance expectation rated as "Unacceptable" results in a summary rating of "Unacceptable"

[image: image56]
JUSTIFICATION
A justification is required for any rating above or below “Achieved Expectations”.

SIGNATURES
In the Signatures section, click SIGN to populate the “Signature” and “Date of Signature” fields.

[image: image57]
SUBMIT

a. When comments and the signature are complete, click the SUBMIT button at the bottom of the form.

b. A pop-up message box will display, “Are you sure you want to submit this?” Click OK. 
c. You will receive a message on the screen that states, “The information you entered was successfully submitted.” Click RETURN TO HOME.
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COACHING AND FEEDBACK:  STEP 6 – APPROVE ANNUAL APPRAISAL (REVIEWING OFFICIAL) 

[image: image59]
· In Step 6, the Reviewing Official reviews and approves the annual appraisal.

From the Home Dashboard, click APPROVE ANNUAL APPRAISAL FOR <EMPLOYEE NAME> task.
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The Performance Plan will display..

REVIEW RATING
Review the ratings for each performance goal and additional core competency.
SUMMARY RATINGS
The Summary Rating section displays the calculation of the Overall Performance Rating. 

For an explanation of the rating calculation, click on the Performance Rating Calculation Reference link.

NOTE:  One performance expectation rated as "Unacceptable" results in a summary rating of "Unacceptable"
SIGNATURES
In the Signatures section, click SIGN to populate the “Signature” and “Date of Signature” fields.


[image: image61]
SEND BACK
a. You may send the annual appraisal back to the Rating Official by clicking the SUBMIT button at the bottom of the form.

b. You may enter comments in the Comments Feedback box provided.  Click SEND BACK.  

c. You will receive a message on the screen that states, “The information you entered was successfully submitted.” Click RETURN TO HOME.

OR

SUBMIT

a. When the acknowledgement is complete, click the SUBMIT button at the bottom of the form.

b. A pop-up message box will display, “Are you sure you want to submit this?” Click OK. 
You will receive a message on the screen that states, “The information you entered was successfully submitted.” Click RETURN TO HOME.
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COACHING AND FEEDBACK:  STEP 7 – ISSUE ANNUAL APPRAISAL (RATING OFFICIAL) 

[image: image63]
· In Step 7, the Rating Official issues the annual appraisal to the employee.  It is the Rating Official’s responsibility to communicate the annual appraisal and rating to the employee.
From the Home Dashboard, click ISSUE ANNUAL APPRAISAL FOR <EMPLOYEE NAME> task.
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The Performance Plan will display.  The Rating Official needs to only submit the annual appraisal to the employee.

ACKNOWLEDGEMENTS
In the Acknowledgements section, click the checkbox next to “I have discussed the final rating with my Direct Report”.
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SUBMIT
c. Click the SUBMIT button at the bottom of the form.

d. A pop-up message box will display, “Are you sure you want to submit this?” Click OK. 
e. You will receive a message on the screen that states, “The information you entered was successfully submitted.” Click RETURN TO HOME. 
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COACHING AND FEEDBACK:  STEP 8 – ACKNOWLEDGE ANNUAL APPRAISAL 

[image: image67]
In Step 8, the employee acknowledges the annual appraisal.

· From the Home Dashboard, click ACKNOWLEDGE YOUR ANNUAL APPROVAL, <EMPLOYEE NAME> task.
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ACHIEVING RESULTS
Review your performance goals ratings.

CORE COMPETENCIES
Review your core competencies ratings.

PROGRESS REVIEWS
Review the comments made by your Rating Official in the progress review section.

SUMMARY RATINGS
Review your summary rating and any justification, if applicable.

ACKNOWLEDGEMENT
To acknowledge and electronically sign your annual appraisal, click the SIGN button in the Acknowledgement section.
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SUBMIT

a. When you have completed signing your annual appraisal, click the SUBMIT button at the bottom of the form.

b. A pop-up message box will display, “Are you sure you want to submit this?” Click OK. 
You will receive a message on the screen that states, “The information you entered was successfully submitted.” Click RETURN TO HOME.
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 INTERIM EVALUATION
Interim Evaluation
· Losing Rating Officials are required to complete Interim Evaluations on employees receiving position changes.
· Gaining Rating Officials will be able to view the Interim Evaluation while completing performance reviews for their employees.
· Interim Evaluations can be viewed during any step in the Performance Management Process.

INTERIM EVALUATIONS (Rating Officials)

Losing Rating Officials will be assigned a “Complete the Interim Evaluation for <name>” task.
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The “Interim Evaluation” screen will appear.  Enter your evaluation remarks for the employee in the INTERIM EVALUATION COMMENTS box.
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Click VIEW PERFORMANCE PLAN to view the details of the Performance Plan.
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Click SUBMIT when you have completed the interim evaluation. 
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PERFORMANCE PLAN AND APPRAISAL INTERIM EVALUATIONS (Rating Officials)
Click the INTERIM EVALUATIONS action button at the bottom of the Performance Plan and Appraisal form to recall any notes entered on the employee’s performance.
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A pop up window will display any interim evaluations that have been entered for the employee.
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Click VIEW to view the interim evaluation.
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Close the windows.   
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Click CLOSE to close the interim evaluation and return to the Performance Plan.
TASK HISTORY (ALL EMPLOYEES)

Task History
· Employees can view completed tasks by clicking on Task History.

From the Home page, click on TASK HISTORY.
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The “Task History” will display.  Click STATUS for more information on the chosen task.
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Task History Summary with link to Status

A list of process steps will display.  Click INFORMATION for process step details.
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Details of the process step will display.  Click CANCEL to return to the previous menu.
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To view the form (e.g. goal plan; performance plan) in its entirety, click VIEW FORM.
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The form will display.  Click the browser back button to return to the previous page.
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Click the PRINT FORM button to Print Performance Plan
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Click the RETURN button to return to the “Task History” page.
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The “My Task History” page will display.
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INDIVIDUAL DEVELOPMENT PLAN (EMPLOYEES)

Individual Development Plan
· Employees have the option of creating their own individual development plans.

From the Home page, click on the INDIVIDUAL DEVELOPMENT PLAN tab on the menu.  
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To add a new item to your development plan, click the ADD DEVELOPMENT ITEM.
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1. Enter a description of the development item in the Development Activity field.
2. Enter the date for which the Development Activity should be accomplished in the Target Date field.

3. Enter the percentage of completion in the Status field.

4. Enter the competency to which this Development Activity should be aligned in the Aligned Competency field.

5. Enter a description of the plan of action in the Action Plan field.
6. Enter comments as you work towards your plan in the Throughout the Year Comments.
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Click SAVE to save your Development Activity for your Individual Development Plan.
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To modify an existing Development Activity, click the EDIT button.

To view all Development Items, click the VIEW ALL DEVELOPMENT ITEMS button.
CHANGE PASSWORD (ALL EMPLOYEES)
From the Home page, click the CHANGE PASSWORD tab on the left menu.
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The Change Password screen will appear.  Enter a new password and verify the password in the fields provided.
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Click SUBMIT when you are finished.
A confirmation will appear once the new password is submitted. 
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CHANGE RATING OFFICIAL (RATING OFFICIALS)

Change Manager

· Managers can change who their employees report to by going to Administration > User Management > Change Manager.

Access the Change Manager function by clicking on the following path: Administration > User management > Change manager
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Click the magnifying glass [image: image97.bmp] to search for the individual whose manager you would like to change.
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A pop up window will display.  At a minimum, type the employee’s last name and click SEARCH.  A list of results will appear.  Click on the employee’s name to select the individual.  
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The employee’s name will populate the text box.  Click NEXT.
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The current manager name is displayed.  Click the magnifying glass [image: image101.bmp] to select the new manager.  
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Once again, a pop up window will display.  At a minimum, enter the last name to search for the new manager.  Click SEARCH to display the results.  Click the new manager’s name to select the individual.  
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The new manager’s name will populate the text box.  Click NEXT.
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Select the tasks that must be transferred by checking the box next to the task name.  
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Click FINISH.
DELEGATE AUTHORITY (RATING OFFICIALS)

My Delegates

· Rating Officials may authorize another Rating Official or Employee to act on their behalf by using the My Delegate functionality.  Delegates should use this authority to enter goals for the Rating Official only. Rating Officials gain access to the ‘My Delegates’ feature by sending a request to their Tier 1 / Tier 2 Help Desk.  A system administrator, with proper written approval from the manager, will setup the Rating Official’s profile to authorize the ‘My Delegates’ feature.
To view or edit current delegates or to add a new delegate, click the MY DELEGATES menu item on the home page.
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Authorize Delegates page lists all people you have authorized to be your delegate.  

If you need to change the delegate responsibilities or expiration date, click on the EDIT link to update the information on the delegate.

If you need to remove a delegate, select the DELETE box and click DELETE CHECKED.  This will remove them from your Authorized Delegates list.  They may be added back at anther time.
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To add a delegate, click on the ADD DELEGATE button at the bottom of the page.
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Use the SELECT button next to the Grant Rights to field to choose the person you want to grant delegate authority.

Your name will default in the For Accessing This Person field.  You will be able to grant delegation authority for your direct reports by selecting your direct reports name here.

The Expiration Date defines when the authorization for delegate responsibility expires.  Today’s date will default in the Expiration Date field.  Click on the carats next to the date or the calendar to change the expiration date.

Click on the LOGIN AS USER checkbox to allow the person you have delegated to login as you.

Click on the SEARCH FOR AND ACCESS USER’S INFORMATION checkbox to allow the person you have delegated to search for and access other user’s information while logged in as you.

Click on the SEARCH FOR AND ACCESS USER’S DIRECT REPORTS’ INFORMATION checkbox to allow the person you have delegated to search for and access your direct reports’ information while logged in as you.

Click the SUBMIT button at the bottom of the page to complete your delegate authority for this user.
DELEGATE AUTHORITY (RATING OFFICIALS)

Login as Other

· The Login as Other feature allows a User, who has been delegated to by a Supervisor, to log on to the system as the Supervisor and enter goals in the Goal Plan from the Supervisors Dashboard while still using their own logon credentials.

· Delegates using Login as Other will SAVE DRAFT once the goals have been entered.  The Rating Official is responsible for reviewing the entered goals and SUBMITTING the Goal Plan.

To access the Login as Other feature, click on ADMINISTRATION > USER MANAGEMENT>LOGIN AS OTHER.
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The Login as Other page appears.
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Click the SEARCH button to locate and select the supervisor who has given you the delegate authority.
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Click the employee’s name.  His/her name will appear in the Search for User field on the Login as Other page.
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Click LOGIN AS SELECTED USER
The Supervisor’s Dashboard page appears.
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Click the DO on the appropriate action.  Enter the Goals as required.  Click on SAVE DRAFT.
When all tasks have been completed click on REVERT USER to return to original user account.
Revert User  

This option enables the user to exit the system as the Login as Other user, and then bypass the standard Login page to return to the system with her/his original user identity.
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The original users Dashboard appears.
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 SAVE OFFLINE / UPLOAD OFFLINE FORMS (RATING OFFICIALS)

Save Offline / Upload Offline Forms
· Managers can save their employee’s Performance Plans offline, modify them, and load them back to the DHS ePerformance Tool.
Access the Save Offline function by clicking on the SAVE OFFLINE action button at the bottom of the page while in the employee’s Performance Plan.
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A pop-up box appears.  Click OK to Continue the SAVE OFFLINE.
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A pop-up box appears.  Specify the folder to save the html file. 
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Enter the name of the html file to save in the File name field.
Access the Performance Plan by opening the html file previously saved.
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Modify the Performance Plan as needed and click SAVE DRAFT.

To upload the modified form to the DHS ePerformance Tool, Access the Upload Offline Forms function by clicking on the following path: File > Upload Offline Forms.
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The Upload Offline Form page appears.
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Choose the file you want to load by clicking the BROWSE button.
Open the file and click SUBMIT to complete the process.
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REPORTS (ALL RATING OFFICIALS)

Reports
· Rating Officials can run a variety of reports by clicking on Reports.

Click the REPORTS/GENERAL REPORTS tab from the top menu bar.
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A list of standard reports will display.  Click RUN to generate a report.
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The report results will display.

The Team Performance Review Summary allows you to also view the subordinate employees of your direct reports.  Click the hyperlink of your direct report to view the data for their employees.
[image: image125.png]+ Team Performance Review Summary

Reviewing Officia Md Year Necting

Lo Tl
820000 vzans b vzone

Whitmex Lioht o310/2008 0371072008 03/1072008 03/10/2008.
T nman Fomms Fros [ eriumem ok Sired ot sowd Pk somd





[image: image147.png]Progress Review - Rating Official

Progress Review - Rating Official 1

Comment
Mid-Year Review Comments 2|
category

Progress Review - Rating Official 2

Comment
Annual Appraisal Progress Review Comments =]
Category

Annual Appraisal v |
Remove Review.




The Team Status – Performance Plans report displays the performance plan status of your direct reports.  Click the hyperlink of your direct report to view the data for the employees they manage. [image: image126.png]+ Team Status - Performance Plans
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The Team Status – Update Profile report allows you to view the Update Profile status of your direct reports. Click the hyperlink of your direct report to view the data for the employees they manage.
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The Journal History Report returns all journal entries created by the current user.
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