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Introduction

Section 1: HR Administrative Tasks

This section provides ePerformance Administrators and Support with information about completing
administrative tasks in the ePerformance component of HR Links.

Topic 1.1: Create New Documents
1.1.1 Create New Performance Documents

1 Select the Create Documents [Admin] tile.

Create Documents [Admin]

il

50O,

2 Enter the search criteria of the desired employee.

3 Select Search.

« Employee Search

Employee ID
Q
Employee First Name
Employee Last Name
Manager ID
Q

Manager First Name

Manager Last Name

» Additional Search Items

Search Clear

4 Select the employee from the search results.

5 Select Create Documents.
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< Talent Administrator

« Employee Search

Employee ID
00008322

Employee First Name
Employee Last Name
Manager ID

Manager First Name

Manager Last Name

» Additional Search ltems

Search Clear

Administer Create Documents

Employee Search

Q Enter Search Criteria. Choose employees from the list and then Click Create Documents to continue
-
"
Details Last Document
Name | Job Title Supervisor Department
Jason Smith WPRIC
Jeffrey Maciejewski

Interdisciplinary
101190

Lease Projects Division

1o
T‘
Position | Occ Series Bargaining Unit Pay Plan | Grade
90008272 1213 Gs 14

0801

6 Select Period Begin Date and Period End Date.

7 Select Performance Document from the Document Type drop-down menu.

8 Be sure that the Clone from Prior Document switch is set to No.

Note: If you would like to clone a new performance document from an existing one, go to the Clone a

New Performance Document from Existing Performance Document section below.

9 Use the Template drop-down to select GSA Annual Performance Plan.

Note: Other options include Mass Approval and OIG Template. Do not use Mass Approval. The OIG

Template will be used for GSA OIG ePerformance.

10 Select Create.

11 The document will appear in the employee’s Current Documents.

Back Create Documents
Period Begin Date | 10/01/2018 (=]
Period End Date | 09/30/2019
Document Type | Performance Document v
Clone from Prior Document 1 No
Template || GSA Annual Performance Plan v

Selected Employees
Name Job Title

Jason Smith Interdisciplinary

[Create]

Performance Management for ePerformance Administrators 5




1.1.2 Clone a New Performance Document from an Existing Performance Document

1 Select the Create Documents [Admin] tile.

Create Documents [Admin]

Ll

RO

2 Enter search criteria to find the correct manager.

3 Select Search.

+ Employee Search

Employee ID
Q
Employee First Name
Employee Last Name
Manager ID
Q

Manager First Name

Manager Last Name

» Additional Search Items

Search Clear

4 Select the employees from the list of search results.

5 Select Create Documents.
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w Employee Search

Employee Search Create Documents
Employee ID
00008322 Q Enter Search Criteria. Choose employees from the list and then Click Create Documents to continue
1 1oy
Employee First Name - [
Employee Last Name Details Last Document
< Name | Job Title Supervisor Department Position | Occ Series Bargaining Unit Pay Plan | Grade
Manager 1D Jeson Smith WPIC 20008272
Q Intardisciplinary Jofiey Maciojewsid | case Projects Division 0801 e o
Manager First Name 101150
Manager Last Name
» Additional Search Items
. Search Clear
6 Select Period Begin Date and Period End Date.
7 Select Performance Document from the Document Type drop-down menu.
8 Toggle the Clone from Prior Document switch to Yes.
9 Use the lookup icon to select the associated prior document.
10 Select Create.
Back Create Documents Create
Period Begin Date || 10/01/2018 o=
Period End Date | 09/30/2019
Document Type | Performance Document v
Clone from Prior Document || Yes
Prior Document 'Amy Jensen Q
10/01/2016 09/30/2017 Mass Rating Preview
Selected Employees
Name Job Title
Jason Smith Interdisciplinary
11 The new document will appear in the employee’s Current Documents.
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Topic 1.2:Modify Dates
1.2.1 Modify Issue Date of Performance Document
Note: Only Administrators can modify the issue date of a performance document.

1 Select the Performance Documents [Admin] tile.

Performance Documents [Admin]

2 Enter the search criteria of the desired employee.

3 Select Search.

« Document Search

Employee ID
Employee First Name
Employee Last Name
Manager ID

Manager First Name
Manager Last Name
Document ID
Document Type
Template Type
Document Status
Period Begin/End Dates

» Additional Search ltems

4 Select the performance document you wish to modify.
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Performance Documents

[To manage a performance document. enter the search criteria and select the document from the resulting list

41ows
."
Document Details Organization Details
Name / Job Title Manager Name Document Type Document Status 2223 E:gl" ! Next Due Date
Document 10 42902 Eveliation i Prooress 00212018
Mary Bradley Barbara Roach Parfoimance Documant Mo 9 1111422019
Buitding Manager oSA Ty 09/30/2019
Document ID 35917 Canceled 10/01/2018
Mary Bradiey Barbara Roach Performance Document >
Building Manager GsA FEED 09/30/2019
Document ID 27606 Completed 101012017
Mary Bradley Barbara Roach Performance Document o y
Building Manager GsA oy » 093022018
Document ID 11520 Completed 10/01/2016
Mary Bradley Barbara Roach Performance Document 2 >
INTERSYSTEM MOVEMENT MASSRATE = 0913072017

5 Select the Related Actions arrow next to Establish Performance Plan.

6 Select Modify Issue Date.

©

o

Performance Document Gsa ay
Employee 00016356 Mary Bradley Detalls >
Document 1D 42492
Manager ID 00016475 Ba Actions X b
View Step

Document Status Evaluation in B

Step
Establish Performance Plale/

Issue Date: 127202018

Complete Mid-Year Progress Review &

Nominate Participants

Modify Issue Date

Modify Supv Level

Due Date Signatures
11/14/2018 Mgr: Barbara Roach 127202018 1626 23

EE: Mary Brachoy 122002018 1636 21 [ACKN]
05/31/2019 Mgr: Barbara Roach 04262019 124213

EE: Mary Brachoy 04262019 13 5145
11/14/2019

Period 10/02/2018 to 09/30/2019

Approval Status Not Submitted

7 Use the drop-down to select a New Plan Issue Date.

8 Enter comments in the Comment field.

9 SelectS

ave.

|Canoe| |

Rating of Record.

Issue Date

Plan Issue Date 12/20/2018

Select a New Issue Date and click Save to update the issue date of performance plan
for this document. This date will be used to enforce the 120 day limit for issuing a

New Plan Issue Date

01/01/2019

Comment

Training Comment
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1.2.2 Change Rating Period Dates

1 Select the Performance Documents [Admin] tile.

Performance Documents [Admin]

2 Enter the search criteria of the desired employee.

3 Select Search.

w Document Search
Employee 1D
Q
Employee First Name
Employee Last Name
Manager ID
Q
Manager First Name
Manager Last Name
Document ID
Document Type
Al
Template Type
Q
Document Status
v
Period Begin/End Dates
» Additional Search Items
Search Clear

4 Select the performance document you wish to modify.

Performance Management for ePerformance Administrators
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[Performance Documents
[To manage a performance document, enter the search criteria and select the document from the resulting list .
ows
.l‘
Document Details Organization Details
Name / Job Title Manager Name Document Type Document Status :::ﬁ agln . Next Due Date
Tocument 10 40800 aation I TO0ee0 1
Mary Bradiey Barbara Roach Performance Document orusenin Fragpees 1142019 H
Building Manager GsA oy 053012019
Document ID 35917 Canceled 1000172018
Mary Bradiey Barbara Roach Performance Documant e >
Building Manager 6sA TFES 05/30/2019
Document 1D 27606 100172017
Mary Bradley Barbara Roach Parformance Document Completed >
Building Manager o84 oy » 0302018
Document ID 11520 Completed 1010172016
Mary Bradley Barbara Roach Performance Document »
INTERSYSTEM MOVEMENT P — 0913012017
5 Select the Period tab.
Performance Document
Performance Document csa oy Open
Employee 00016356 Mary Bradley Details >
Document ID 42452
Manager ID 00016475 Barbara Roach > Period 10/02/2018 to 09/30/2019
Document Status Evaluation in Progress » Approval Status Not Submitted

6 Select the new period by entering dates in the New Period field or using the New Calendar
Period lookup.

7 Enter a comment in the Comment field.

8 Select Save.
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| Cancel | Period

Period 10/02/2018 to 09/30/2019

New Period |07/01/2018 06/30/2019

Calendar ID GS5A "13-19

New Calendar Period Q

Training Comment
Comment

Performance Management for ePerformance Administrators




Topic 1.3: Change Document Reviewers
1.3.1 Transfer Document Supervisor

1 Select the Performance Documents [Admin] tile.

Performance Documents [Admin]

2 Enter the search criteria of the desired employee.

3 Select Search.

« Document Search
Employee 1D
Q
Employee First Name
Employee Last Name
Manager ID
Q
Manager First Name
Manager Last Name
Document 1D
Document Type
v
Template Type
Q
Document Status
v
Period Begin/End Dates
» Additional Search Items
Search Clear

Performance Management for ePerformance Administrators
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4 Select the employee’s performance document.

Note: This document must be in Approval — Submitted status.

Performance Documents

To manage a performance document, enter the search criteria and select the document from the resulting list

Document Details Organization Details
Period Begin /
Name | Job Title Manager Name Document Type Document Status Pericd End Next Due Date
Document 1D 37218 A . od 10/0172018
Andrew Low Jeffray Smith Performance Document PSS Spisene 42019 >
IT Spacialist asA oy 09/30/2019
Document ID 36220 Approval - Approved 10/012018
Beth MacRee Daniel Schilly Performance Documant i Ppeoee 111472019 »
Organizational Development Spe asA oy 031672019
Document 1D 38363 Approval - Submitied 10/01/2016
Brad Demers Alexandra Rouse Performance Docoment e o 1111412019 3
Procurement Analyst GSA oy 09/30/2019
5 Select the Manager ID tab.
Performance Document X
Performance Document Gsa L/ / Open

Employee 00007613 Brad Demers
Document 1D 38363

Manager ID 00006666 Alexandra Rouse

Document Status Approval

Details >
> Period 10/01/2018 to 09/30/2019
> Approval Status Submitted

6 Use the lookup function in the New Manager ID field to enter a new reviewer.

7 Enter comments in the Comment field.

8 Select Save.

Performance Management for ePerformance Administrators
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Cancel | Transfer Document

Select a New Manager ID and click Save to transfer ownership of this document. The
existing manager will immediately lose access and the new manager will gain access
and responsibility to complete any manager actions.

Manager ID 00006666 Alexandra Rouse

New Manager ID |00000004 Q |Thomas Morgan

Comment Training Comment I

Performance Management for ePerformance Administrators
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1.3.2 Change Document Approver

Administrators may change the designated approver of a performance document after the document
has been submitted for approval. To change a document reviewer, follow these steps:

1 Select the Performance Documents [Admin] tile.

Performance Documents [Admin]

2 Enter search criteria to find the correct employee.

3 Select Search.

« Document Search

Employee 1D

Employee First Name

Employee Last Name

Manager ID

Manager First Name

Manager Last Name

Document ID

Document Type

Template Type

Document Status

Period Begin/End Dates

» Additional Search ltems

Search I Clear

4 Select the performance document on which you want to change an approver.

Performance Management for ePerformance Administrators
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Docoment 1D 23373

; 1 Approv 100122017
Marjusz Lewandowski Liiana Debontro WA fuoriv meres 11142018
INTERSYSTEM MOVEMENT a3A oy 033122018

Documant 10 57014 g - 10/0172018
Mohammed Berlas Vanessa Ros Performance Document Approval - Submited 11142019
Chief Information Security Off GsA [ /'] 097302019

Docoment 1D 41833 !- 101012018
Ralph Hunter Kevin Mitchell Performance Document Au ot Ouommen 1111472019
Contract Spec:aist a3A or 0373022019

Oocument 1D 38817 I- 10/01/2018
Robert Sodano Rodger Hoover e Ao Ao 11142019
Contract Speciaiist a2A L/ J 0973072019

Note: The document must be in Approval — Submitted status.

5 Select the Approval Status tab.

Performance Document X

Performance Document Gsa L /4

Employee 00006198 Mohammed Berlas

Document ID 57914

Manager ID 00018405 Vanessa Ros

Document Status Approval

Step

Establish Performance Plan ®
Issue Date: 02/27/2019

Complete Mid-Year Progress Review ©
Skipped

© Nominate Participants
© Review Employee Self-Assessment

Review Manager Evaluation ®
Pending Approval

» Admin Actions Audit

Details >
Level 5 Quistanding

> Period 10/01/2018 to 09/30/2019 >

> Approval Status Submitted >
Due Date Signatures
11/14/2018 Mgr: Vanessa Ros 02/27/2019 11:45:58

EE: Mohammed Berlas 02/27/2019 12:07:35 [ACKN]

05/31/2019
11/14/2019
11/14/2019
11/14/2019

6 Select the Approver you wish to change from the drop-down menu.

7 Use the Reassign To lookup icon to select the document's new approver.
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Cancel Approval Status

w Review Employee Pending

% Pending

David A Shive
SSC Position Management >

Select an Approver and then select a new Reassign To and click Save to reassign
the reviewer of this document.

Approver | 'l
Reassign To Q
Comment

» Administrative Overrides

8 Enter search criteria to find the new approver.

9 Select the new approver from the search results.

Cancel Lookup
Search for. Reassign To
w Search Criteria Show Operators
User ID
baging wih)
Description
baging with)
Search l Clear
w Search Results
Only the first 300 results can be displayed
i = 300 rows
User ID ¢ Description <
00013335
00023316 Ryan Michael Reynolds
00023367 Amanda P Hueston
00023400 Timothy Andrew Castillo
00023454 Heather Michelle Bushouse
00023518 Kiara S White

Note: The new Approver will be added at the same level as the previous reviewer.

Performance Management for ePerformance Administrators
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10 Add a comment in the Comment section, if applicable.

11 Select Save.

Cancel | Approval Status Save
w Review Employee Pending

% Pending

David A Shive

SSC Position Management >

Select an Approver and then select a new Reassign To and click Save to reassign
the reviewer of this document.

Approver | David A Shive v

Reassign To 00023518 Q | Kiara S White

Comment | Training Commen{

Vi

» Administrative Overrides
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Topic 1.4:Change Document Status or Reopen a Document
1.4.1 Reopen Establish Performance Plan Step

1 Select the Performance Documents [Admin] tile.

| 4
Performance Documents [Admin]

.
n-l
n

- -

2 Enter search criteria to find the correct employee.

3 Select Search.

« Document Search

Employee 1D

Employee First Name

Employee Last Name

Manager ID

Manager First Name

Manager Last Name

Document ID

Document Type

Template Type

Document Status

Period Begin/End Dates

» Additional Search Items

Search I Clear

4 Select the document on which you wish to reopen the Establish Performance Plan step.

Performance Management for ePerformance Administrators
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Performance Documents

To manage a performance document, enter the search criteria and select the document from the resulting list.

96 rows
L KA
Document Details Organization Details
Mame / Job Title Manager Name Document Type Document Status ngg Eﬁgi" / Next Due Date
Document 1D 58003 o
. o Evaluation in Progress 1010172018
Akeemah Smith Frank Di Dio Performance Document Tnazo1e »
Realty Specialist (Lease Contr Gsa oF 0973072019
DocumentID 80425 R0 i 05/01/2019
. . Evaluation in Progress
Alex Smith Carlo Costing Parformance Document 1111412018 N
IT Specialist (INFOSEC) s o 0073012019
Document D 35857 PR
; . ) Evaluation in Progress 1010172018
Alex Smith Fraboni Aaron Wilson Farformance Document 111412019 N
Project Manager — oF 09/30/2019
5 Select the Document Status tab.
Performance Document x

Performance Document Gsa L /]

Employee 00012488 Akeemah Smith Details >
Document ID 53903
Manager ID 00017260 Frank Di Dio » Period 10/01/2018 to 09/30/2019 ¥
Document Status Evaluation in Progress » Approval Status Not Submitied

Step Due Date Signatures

Estahlish Performance Plan IE]I 11142018 Mgr: Frank Di Dic 0321/2019 15:53:44

|ssus Date: 03212018 EE: Akeemah Smith 04/02/2019 14:34:23 [ACKN]

; Mgr: Frank Di Dio 05/20/2019 14:58:15
@ Complete Mid-Year Progress Review © pa120TE EE: Akeemah Smith D5/20/2019 11:00:43
@  MNominate Paricipants 142018
@ Review Employee Self-Assessment 142019
© Review Manager Evaluation 11714/2019
6 Select Establish Performance Plan from the New Document Status drop-down.
Performance Management for ePerformance Administrators 21




Cancel | Document Status

Select a Document Status and click Save to update the status of this document.

Document Status Evaluation in Progress

New Document Status v

Cancel Document
Complete Mid-Year Progress Review

Comment

| Establish Performance Plan |

A4

7 Enteracom

8 Select Save.

ment in the Comment field.

Cancel | Document Status

Document Status Evaluation in Progress

New Document Status | Establish Performance Plan v

Comment Demo Comment I

Select a Document Status and click Save to update the status of this document.

Performance Management for ePerformance Administrators
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1.4.2 Reopen Employee Self-Assessment
Roles: Administrator, Support

1 Select the Performance Documents [Admin] tile.

Performance Documents [Admin]

.
.""'I
|

- -

2 Enter search criteria to find the correct employee.

3 Select Search.

v Document Search
Employee 1D

Q
Employee First Name
Employee Last Name
Manager ID

Q
Manager First Name
Manager Last Name
Document ID
Document Type

v
Template Type

Q
Document Status

v
Period Begin/End Dates

» Additional Search ltems
Search I Clear

4 Select the document you wish to reopen for employee self-evaluation.

Performance Management for ePerformance Administrators
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Documant 1D 23847 Evaluation in Progress 1000172018

Jason Smith Jefirey Maciejewshd Performance Document 1111472019
Interdisciplinary a5 7/ A 0930:2019

Documant 1D 28304 i 1000172018

Il Pi

Jeffrey Smith Wiliarn Lewis Pariomance Document SR 1 CY0prass 111412019
Telecommunications Manager o or 00302019

Casument D d1aed Evaluation in Progress 1010172018
Joffrey Smith David Nicholas Pariormance Documant MRS 11142019
Realty Services Manager 34 U/ 0013012019
5 Select the Related Actions link.
6 Select Reopen Step.

Performance Document X

Performance Document Gsa l / [ 4

Employee 00008322 Jason Smith Details >

Document ID 33847

Manager ID 00016519 Jeffrey Maciejewski > Period 10/01/2018 to 09/30/2019 >
Document Status Evaluation in Progress > Approval Status Not Submitted

Step Due Date Signatures

Establish Performance Plan © 1111472018 Mgr: Jefirey Maciejewski 07/25/2010 14:02:3¢

buie Daks: Garorot EE: Jason Smith 07/25:2010 14:03:14 [DISA)

A 172019 Mgr: Jeffrey Maciejewski 07/25/2019 14.05:22
© Complete Mid-Year Progress Review @) Actions  x EE: Jefirey Maciejewski 07/24/2019 09:33:32 [OVRD)
o Nominate Participants View Step ]"2019
© Review Employee Self-Assessment @ Reopen Step |"2°19 EE: Jason Smith 077252010 14:45:4
© Review Manager Evaluation ® 1171472019
» Admin Actions Audit
7 Select OK.
Confirm Reopen Step

You have chosen to reocpen the Employee step for Jason Smith.
Select OK to have the document status set back o In Progress.

oK ||| Cancel

Performance Management for ePerformance Administrators
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1.4.3 Reopen Mid-Year Review
Roles: Administrator

1 Select the Performance Documents [Admin] tile.

Performance Documents [Admin]

2 Enter search criteria to find the correct employee.

3 Select Search.

+» Document Search
i mployee 1D
Q
Employee First Name
Employee Last Name
Manager ID
Q
Manager First Name
Manager Last Name
Document ID
Document Type
v
Template Type
Q
Document Status
v
Period Begin/End Dates
» Additional Search ltems
Search ] Clear

4 Select the performance document you wish to reopen.

Performance Management for ePerformance Administrators
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Document Details Organization Details

Hame [ Job Title Manager Name Document Type Document Status 2;3 agln / Next Due Date
Decamara D %8003 10/04/2018
Akeamah Smith Frank Di Dio Parformance Document Cuakirion I Frogres . 11/1412019 >
Realty Specialist (Leass Contr a3A or 001302019
Docemare D 80428 050172019
Alex Smith Carlo Costing Farlormance Document Evaluanon in Progréss . 11/1412019 >
IT Spacialist INFOSEC) 334 =7 i 003022019
5 Select the Document Status tab.
Performance Document X
Performance Document Gsa oN ~ Open
Employee 00012488 Akeemah Smith Details >
Document ID 58903
Manager ID 00017260 Frank Di Dio > Period 10/01/2018 10 09/30/2019 >
Document Status Evaluation in Progress > Approval Status Not Submitted
Step Due Date Signatures
- Establish Performance Plan @ 11/14/2018 Mgr: Frank Di Dic 03/21/2019 15:53:44
|5y Date: 03/21/2018 EE: Akesmah Smith 04/02/2019 14:34:23 [ACKN]
Mgr: Frank Di Dio 05/20/2019 14:58:15
©  Complete Mid-Year Progress Review © 012019 EE: Akeemah Smith 05/20/2019 11:08:43
o Nominate Participants 1142019
O  Review Employee Self-Assessment 11h4/2019
11/14/2019

© Review Manager Evaluation

6 Select Complete Mid-Year Progress Review in the New Document Status drop-down.

Cancel |

Comment

Document Status

Document Status Evaluation in Progress

Select a Document Status and click Save to update the status of this document.

New Document Status l

Cancel Document

Complete Mid-Year Progress Review |~

Establ!sh Perfprmancg Planf

7 Enter comments in the Comment field.

Performance Management for ePerformance Administrators
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8 Select Save.

| Cancel Document Status

Select a Document Status and click Save to update the status of this document.

Document Status Evaluation in Progress

New Document Status | Complete Mid-Year Progress Review ¥

Comment |P€MO Comment I

A
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1.4.4 Reopen Peer Review
Roles: Administrator, Support

1 Select the Performance Documents [Admin] tile.

Performance Documents [Admin]

2 Enter search criteria to find the correct employee.

3 Select Search.

v Document Search
Employee 1D

Q
Employee First Name
Employee Last Name
Manager ID

Q
Manager First Name
Manager Last Name
Document ID
Document Type

v
Template Type

Q
Document Status

v
Period Begin/End Dates

» Additional Search ltems
Search I Clear

4 Select the performance document you wish to modify.
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Performance Documents

To manage a performance documant, enter the search criterla and select the document from the resulting list

4ron

Document Details || Organization Details
Name / Job Title Manager Name Document Type Document Status 2;2“’ Begin /Period yoxt pue Date
Documant 10 36380 111472018
|
Michelle Lee Cheryl Cato Canceled
Performance Document >
Human Resources Specialist (Cl 63A /777 ) 09/30:2019
Documant 1D 40873 10/01/2018
Evaluation in Progress
Michelle Lee Chery! Cato Performance Document 11142019
Human Resources Speclalist (CI GSA oy 09/30/2019
Decumant 1D 22077 " 01/22/2018
Completed
Michelle Lee Cheryl Cato Performance Document - >
Human Resources Specialist (CI 65A U777 ) 093072018
Documant 1D 14312 06/31/2017
Completed
Michelle Lee Chery! Cato Performance Document - >
INTERSYSTEM MOVEMENT MASSRATE ) 0930/2017

5 Under the Nominate Participants step, select the Related Actions arrow for the person to whom

you want to push back an evaluation.

6 Select Reopen Step.

Performance Document X
Performance Document csa @&
Employee 00004831 Michelle Lee Details >
Document ID 40873
Manager ID 00013125 Cheryl Cato > Period 10/01/2018 to 09/30/2019 b
Document Status Evaluation in Progress 3 Approval Status Not Submitted
Step Due Date Signatures
Establish Performance Plan () . 11/14/2018 Mgr: Cheryl Cato 11/152018 15:02:24
O e Dae 111504 Actions x EE: Michelle Lee 11/15/2018 15:38:52 [ACKN]
_ I 05/31/2019 Mgr: Cheryl Cato 05/31/2019 10:20:57
© Complete Mid-Year Progreg View Step EE: Michelle Les 05/31/2019 12:35:38
. Nominate Participants | Reopen Step 11/14/2019 Peer: Jason Smith 07/25/2018 15:20:20
Jason Smith-Accepted
o Nominate Participants 11/14/2019
Hillary Jeffrey-Pending
© Review Employee Sel-Assessment © 11/14/2019 EE: Michelle Lee 07/25/2018 15:10:58
© Review Manager Evaluation 111472019
7 Select OK.
Confirm Reopen Step

You have chosen to reopen the Other Participant step for Jason Smith.
Select OK to have the document status set back to In Progress.

OK

| Cancel

Performance Management for ePerformance Administrators
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1.4.5 Reopen Final Evaluation

1 Select the Performance Documents [Admin] tile.

F
Performance Documents [Admin]

il
i

- -

2 Enter search criteria to find the correct employee.

3 Select Search.

v Document Search
Employee 1D

Q
Employee First Name
Employee Last Name
Manager ID

Q
Manager First Name
Manager Last Name
Document ID
Document Type

v
Template Type

Q
Document Status

v
Period Begin/End Dates

» Additional Search ltems
Search I Clear

4 Select the performance document whose final evaluation you wish to reopen.
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Performance Documents
To manage a performance document, enter the search cniteria and select the document from the resulting list .
row|
5| nl
Document Details | Organization Details !
Name / Job Title Manager Name Document Type Document Status gg“’ Begin / Period  \oy pue Date
DocumentiD 38220 ) 00172018
Beth MacRae Daniel Schilty pmw:an“ Document i i i 1111472019 5
Organizational Development Spe G3A ooN 0371672019
Documant 1D 57324
Elizabeth Coleman.Busha Elizabeth Telo AR Approval - Approved izt 0173172020 )
Auditor o /4 0572512019
Occument 1D 28738 g A 7
Frederick Thomas Darrick Early S Approval - Approved 10/01/201 —— i
Supervisory Contract Specialis GSA P-4 07/06/2018
5 Select the Document Status tab.
Performance Document X
Performance Document Gsa ooy
Employee 00011235 Beth MacRae Details >
Document ID 36220
Manager ID 00012147 Daniel Schilly > Period 10/01/2018 t0 03/16/2019 >
Document Status Approval > Approval Status Approved >
Step Due Date Signatures
Establish Performance Plan ® 11/14/2018 Mgr: Daniel Schilly 11/12/2018 20.:30:34
© lssue Date: 1111272018 EE: Beth MacRae 11/13/2018 10:15:35 [ACKN]
, Complete Mid-Year Progress Review © 05/31/2019
Skipped
©  Nominate Participants 1111412019
& Review Employee Self-Assessment ® 11/14/2019 EE: Beth MacRae 04/30/2010 11:34.07
o Review Manager Evaluation © 11/14/2019
Approved
» Admin Actions Audit
6 Use the New Document Status drop-down to select Evaluation in Progress.
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Cancel Document Status save

Select a Document Status and click Save to update the status of this document.

Document Status Approval

New Document Status

Comment

Cancel Document

Complete Mid-Year Progress Review

Establish Performance Plan

Evaluation in Progress

7 Enter comments in the Comment field.

8 Select Save.

Cancel | Document Status E

Select a Document Status and click Save to update the status of this document.

Document Status Approval

New Document Status | Evaluation in Progress v

Comment Demo Comment
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1.4.6 Cancel a Document

1 Select the Performance Documents [Admin] tile.

F
Performance Documents [Admin]

il
i

- -

2 Enter search criteria to find the correct employee.

3 Select Search.

v Document Search
Employee 1D
Q
Employee First Name
Employee Last Name
Manager ID
Q
Manager First Name
Manager Last Name
Document ID
Document Type
v
Template Type
Q
Document Status
v
Period Begin/End Dates
» Additional Search ltems
Search ] Clear

4 Select the performance document you wish to cancel.
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| Document Details || Organization Details

Name | Job Title Manager Name Document Type Document Status el Next Due Date
DocumaraID SB003 1000172018
Akeemah Smith Frank Di Dio Performance Document Evaluation in Prograss ! 111412019
Realty Specialist (Lease Conlr 954 orF 06/30:2019
Cocument 1D 30428 Evaluation in Prograss 05/01/2019
Alex Smith Carlo Costino P 11412019
IT Specialist INFOSEC) Ferfermance Document o 003012019
5 Select the Document Status tab.
Performance Document X
Performance Document Gsa [/ J
Employee 00023291 Alex Smith Details >
Document ID 60425
Manager ID 00017707 Carlo Costino > Period 05/01/2019 to 09/30/2019 »
Document Status Evaluation in Progress > Approval Status Not Submitted
Step Due Date Signatures
Establish Performance Plan G’) 1111412018 Mgr: Carlo Costino 05/20/2019 18:44:17
o esue Date. 05202010 EE: Alex Smith 05/20/2019 16:55:04 [ACKN]
) . . Mgr: Carlo Costino 05/23/2019 11:06:53
©  Complete Mid-Year Progress Review © 057312019 CE e S 051222018 1110 15
o Nominate Participants 2019
©  Review Employee Self-Assessment 1111472019
11/14/2019

O Review Manager Evaluation

» Admin Actions Audit

6 Select Cancel Document from the New Document Status drop-down.

Cancel

Document Status

New Document Status

Comment

Select a Document Status and click Save to update the status of this document.

Document Status

Evaluation in Progress

| .
|
Cancel Document

Complete Mid-Year Progress Review |~
| Establish Performance Plan
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7 Enter comments in the Comment field.

8 Select Save.

Cancel | Document Status | save

Select a Document Status and click Save to update the status of this document.

Document Status Evaluation in Progress

New Document Status | Cancel Document v

Comment |2eme Commend T
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Topic 1.5: Mass Actions
1.5.12 Classic Transfer Document

This topic will cover transferring a performance document in HR Links as an ePerformance Administrator.

1 To begin, navigate to the Talent Administrator homepage and select the Performance
Administration tile.

\@’ HR Shared Service ¥ Talent Administrator

Career and Succession Planning Recruiting Home Performance Administration

A
il

Configure Employee Snapshot

2 Select Transfer Documents on the left navigation menu.

3 Enter applicable data in the Search for Documents fields to locate the correct performance
document.

4 Select Search.

< Talent Administrator Performance Administration

New Window | Help | Personalize Page | 1)

. & Performance Documents
Transfer Document

To transfer a performance document, select the checkbox for the Employee and then select the Continue push button.

Create Documents
Search for Documents
Delete Document First Name Last Name Department Barg Unit
Manager First Name Last Name Position Job Code |
Reopen Document Document Type | | Document Status w| Pay Plan Occ Series
Period Between W ) Grade
Transfer Document Search Coar

Cancel Document

Template Definition

1 Development Documents v
4} Profiles -
|~ Objectives ~

5 Select the correct performance document.
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6 Select Continue.

¢ Talent Administrator Performance Administration A ol —
§ New Windaw | Help | Personalize Page | £
& Performance Documents ~
Transfer Document
Ta transfer a parformance document, select the checkbon for the Employee and then select the Centinue push button
Create Documents
Search for Documents
Delete Document First Name I Last Name SCHNEIDER IDepanmerll Barg Unit
Manager First Name Last Name Position Job Code
—_
Reopen Document Document Type | vl Document Status [Evaluation in Frogress. ~| I Pay Flan Occ Series
Period Between W ] Grade
Transfer Document T o
Cancel Document Performance Documents Personalize | Find | 7| B First 4 10f1 * Last
Document Details Employee Details
Tempiate Definition Name Zoeument pocument Type Period Begin Period End  Status Bar Current Stop Curront Status Manager
homas Schneider 58 Performance Document 111002017 oazozos @ N Final Evaluation Mot Started Janet Abbot
| Development Documents ~
Select All Desalect All
43 Profiles v Continue
|~ Objectives ~

7 Select the Select a Manager link.

> =

New Window | Help | Personalize Page | &

< Talent Administrator Performance Administration

& Performance Documents ~
Transfer Document

Confirm Transfer
Create Documents

Performance Documents Parsonalize
ployee Details
Delete Document Document Details | Employee Detail
Name ﬁ;""’"’"’ Document Type Document Status Period Begin Perlod End  Status Bar Current Step Curront Status
Reopen Document Thomas Schneider 59 Performance Document Evaluation in Progress 111102017 es0z20e @ & Final Evaluation Not Started

You have ch

Transfer Document Select the re

then select the Save button to complete the transfer

New Manager ID:

Cancel Document

Save | Retun to Previous Page

Template Definition
1 Development Documents v

43 Profiles v

Objectives v

8 On the Person Search pop-up, enter search criteria applicable to the manager/employee you are
transferring the document to.

9 Select Search.

10 Select the radio button next to the correct employee and select OK.
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Person Search

Person Search
Search Criteria and Results

Instructions

Search Criteria
Name

I Last Name SMITH

Second Last Name
First Name
ACName

Search

Search Results
(O Donald Smith

nhﬂ Smith
O Regina Smith
) Sara Smith
) Sanja Smith
O Sonya Smith

O Taylor Smith

Retumn to Previous Page

11 Confirm the correct employee was selected.

12 Select Save to confirm the transfer.

< Talent Administrator

.2 Performance Documents A
Transfer Document

Confirm Transfer
Create Documents

Performance Documents
E » Dotails
Delete Document Document Details Employee Detai

Name

Rocument pocument Type Document Status

Reopen Document

Thomas Schneider 59 Document Evaluation in Progross

You have chosen to transfor the document indicated to another manager

Transfer Document

(220 - - N - ]

Period Begin

11102017

x
Help
New Window | Help | Personalize Page |
Personalize |
Period End Status Bar Current Step Current Status
osoz0te @ A Final Evaluation Not Started

Select the receiving manager by using the "Select a Manager™ hyperlink, then select the Save button to complete the transfer.

New Manager ID: John S

Cancel Document Select a Manager

Template Definition Retumn to Previous Page
] Development Documents v
43 Profiles v
|~ Objectives v
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1.5.2 Classic Reopen Document

This topic will explain how to Reopen a document as an ePerformance Administrator. Throughout the
performance appraisal cycle, Supervisors have the ability to reopen the Establish Performance Plan step
in a performance document to make updates to the employee’s performance plan. Once the Supervisor
has signed the Manager Evaluation, the Supervisor can no longer Reopen, and only an ePerformance
Administrator can complete the Reopen Document process.

1 To begin, navigate to the Talent Administrator homepage and select the Performance
Administration tile.

Configure Employee Snapshot

2 On the Reopen Document page, enter applicable search criteria to locate the document you wish
to reopen.

3 Select Search.

4 From the performance documents returned in your search results, select the checkbox next to the
correct performance document.

5 Select Continue.
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< Talent Administrator

ce Administration

& Performance Documents
Create Documents
Delete Document
Reopen Document
Transfer Document
Cancel Document
Template Definition

T Development Documents
43 Profiles

|~ Objectives

6 Select Save to confirm reopen.

< Talent Administrator

.4 Performance Documents
Create Documents
Delete Document
Reopen Document
Transfer Document
Cancel Document
Template Definition

1 Development Documents

43 Profiles

|~ Objectives

New Window | Help | Personalize Page | i3

~
Reopen Document
To change a performance document's status back to "Evaluation”, select the checkbox next 1o the Employse's Name and then
select the Continue push button
Search for Documents
First Name: Il.asl Name FENNER I Department Barg Unit
Manager First Name Last Name Position Job Code
Document Type | Decument Status N Pay Plan QOcc Serles
Perlod Between o W Grade
Clear
Performance Documents Personalize | Find | £ | & First ‘& 10of1 ' Last
Document Detalls | Employee Details
Name Dpeument pocument Type Period Begin Period End  Status Bar Current Step Current Status Manager
~ ass'e Fanner 72 Parformance Document 1000172017 osmo01s @ Final Evaluation ;:ﬁnm:i:er
v Deselact All
~
rformance Administratio| A Y =
New Window | Help | Personalize Page | i
A
Reopen Document
Confirm Reopen Document
Performance Documents Personalize |
Document Details Employee Details
Name :)D““"“’"' Document Type Document Status Period Begin Period End Status Bar Current Step Current Status
Jesse Fenner 72 Performance Document Pending Acknowledgemant 1010172017 09302018 @M Final Evaluation
You have chosen to change the status of the performance document listed. The status will be changed to In Progress.
Note that changing the status of an Employee's sefl-evaluation will not change the status of the overall document. To change the overall
document status, you must change the status of the Manager's document.
To confirm this status change, select the Save button
Return to Previous Page
v
v
v

Manager Evaluation status is now In Progress. The Supervisor can now edit the Manager Evaluation, and
can Reopen the Establish Performance Plan step, if necessary.
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1.5.3 Classic Cancel Document

In this topic we will discuss the process of Cancelling a performance document as an ePerformance
Administrator.

1 To begin, navigate to the Talent Administrator homepage and select the Performance
Administration tile.

\®d HR Shared Service ¥ Talent Administrator

Career and Succession Planning Recruiting Home

Configure Employee Snapshot

2 On the Cancel Document page, enter search criteria applicable to the document you wish to
cancel.

3 Select Search.
4  Select the checkbox next to the correct document.

5 Select Continue.

< Talent Administrator Performance Administration

New Window | Help | Perscnalize Page | i

& Performance Documents ~
Cancel Document
Ta cancel a performance document, select the checkbox for the Employee and then select the Continue push button, All
Create Documents documants can ba cancelad except for already "Cancalad” parformance documents.

Search for Documents

Delete Document First Name | Last name Liones | oepartment Barg Unit
Manager First Name Last Name Position Job Code
Reopen Document DocumentType[ ] Document Status Pay Plan Qce Series
Period Between W | Grade:
Transfer Document
Cancel Document
Performance Documents Personalize | Find | B | L,; First ‘4 1of1 & Last
Template Definition Document Detalls | Employee Details
Name oMt Bocument Type Period Begin PeriodEnd  Status Bar Current Step Current Status Manager
1 Development Documents v IRBY JONES 74 Performance Document 10102017 0811012018 » Final Evaluation Completed Roonay Baker
‘-‘ Profiles - Select All Desalect All
| Objectives v
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6 On the Confirm Cancellation page, validate that the correct performance document has been
selected.

7 Enter comments in the free-form text box to document the reason for cancelling.

Note: This is a required field.

8 If you would like to permanently remove appraisal comments and ratings, select the checkbox
next to “Select to wipe appraisal comments and ratings. Content cannot be retrieved once
deleted.”

9 If you would like to retain all appraisal comments and ratings but put the performance document
in a Cancelled status, do not select this checkbox.

Note: If the checkbox to wipe appraisal comments was selected, you will receive a warning asking you to
confirm your selection. Select OK to confirm.

10 Select Save.

< Talent Administrator Performance Administration /ﬁ\ » = @

New Window | Help | Personalize Page |
.2 Performance Documents ~
it Cancel Document

Confirm Cancellation
Create Documents

Performance Documents Personalize |
Delete Document Document Detalls | Employee Details

Name D " Document Type Document Status Period Begin Poriod End __ Status Bar Current Stop Current Status
Reopen Document I KIRBY JONES 74 Performance Document Completed 10102017 09/10/2018 » Final Evaluation Completed I

Enter reason for cancelling document, Reason will be retained with cancelled document.
Transfer Document

II‘.'.'\cumnnr reasan for cancalling document here.

Cancel Document =
elect to wipe appraisal comments and ratings. Content cannot be retrieved once deleted.

“You have chosen to cancel the performance documents listed

Template Definition nfirm this cancedlation, select the Save button.
ETI R
1 Development Documents ~
L3 Profiles v
|~ Objectives ~

The document is now in a Cancelled status.
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Topic 1.6:Other Actions
1.6.12 Modify Supervisor Level

Roles: Administrator

Note: Changing the Supervisor Level as seen in this section will affect the 40% Leadership criteria for
some roles.

1 Select the Performance Documents [Admin] tile.

Performance Documents [Admin]

'
n-l

- -

2 Enter search criteria to find the correct employee.

3 Select Search.
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« Document Search
Employee ID
Q
Employee First Name
Employee Last Name
Manager ID
Q
Manager First Name
Manager Last Name
Document ID
Document Type
v
Template Type
Q
Document Status
v
Period Begin/End Dates
» Additional Search ltems
Search Clear

4 Select the performance document you wish to transfer.

Performance Documents
To manage a performance document, enter the search criteria and select the document from the resulting list
4 row
L
Document Details | Orgarization Details
Name [ Job Title Manager Name Document Type Document Status period Begin / Period Nexy pue Date
Dasument I 38320 11472018
. Canceled
Michelle Lee Cheryl Cata Performance Document ) y
Human Resourcas Specialist (CI 554 TEFs 0813072018
rerT—r— T
. Evaluation in Progress 1 8
Michelle Lee Charyi Cato Parformancs Document . 111472019 N
Human Resources Specialist (CI &34 orFy 00302019
DocumentID 22677 012212018
. Completed
Michelle Lee Charyl Cato Performance Document ) 3
Human Resources Specialist (CI Gsa TFEFs 092012018
DseumentID 14312 051312017
. Completed
Michelle Lee Cheryl Cato Performance Document o »
INTERSYSTEM MOVEMENT JassmATE [ro— 0913012017
5 Select the Related Actions arrow next to Establish Performance Plan.
6 Select Modify Supv Level.
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Performance Document b

Performance Document Gsa oy

Employee 00004831 Michelle Lee Details >

Document ID 40873

to
Manager ID 00013125 Chi Actions > Period 10/01/2018 09/30/2019 ¥
Document Status Evaluation in B View Step » Approval Status Not Submitted
Maodify 1ssue Date .
Step Due Date Signatures
Establish Performance Plan | &/ Modify Supv Level 11/14/2018 Mgr: Cheryl Cato 11/15/2018 15:02:24
‘ Issue Date: 11/152018 EE: Michabe Les 11/15/2018 15:38:52 [ACKN]

_ _ 1701 Mgr: Cheryl Cato 05/31/2019 10:29:57
& Complete Mid-Year Progress Review © 05312019 EE: Michele Lee 05/31/2010 12:35:38
o, Nominate Participants 1171412019 Peer: Jason Smith 07/25/2019 15:20:20
Jason Smith-Accepted
o Nominate Parlicipants 11714/2019
Hillary Jeffrey-Pending
© Review Employee Self-Assessment @ 1714/2019 EE: Michele Lee 07/25/2019 15:10:58
© Review Manager Evaluation 11472019
Enter a New Supervisor Level.
Enter comments in the Comments field.
Select Save.
‘Cancel Supervisor Level Save
‘ .

Select a New Supervisor Level and click Save to update the employee’s Supervisor
Level for this document. This will change the 40% Supervisor Element requirement for
the performance plan.

SetID GSASH

Supervisor Level 8 Non-Supervisory

New Supervisor Level | 6 Q ||Leader

Commeint Training Comments
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1.6.2 Override Evaluation

1 Select the Performance Documents [Admin] tile.

Performance Documents [Admin]

2 Enter the search criteria of the desired employee.

3 Select Search.

v Document Search
Employee 1D
Q
Employee First Name
Employee Last Name
Manager ID
Q
Manager First Name
Manager Last Name
Document ID
Document Type
v
Template Type
Q
Document Status
v
Period Begin/End Dates
» Additional Search ltems
Search ] Clear

4 Select the document you wish to override from the search results.
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James Watkins Bryon Boyer
Contract Specialist

Marjusz Lewandowski
INTERSYSTEM MOVEMENT

Liliana Delbonifro

Mohammed Berlas Vanessa Ros
Chief Information Security Off

Tammy Piar Robert Henderson
Building Information Specialis

Document ID 36424
Performance Document
G54

Document ID 23373
Performance Document
G3A

Document ID 57914
Performance Document
G54

Document [T 22438

Performance Document
G3A

Approval - Approved
L/

Approval - Approved
L/ J
Approval - Submitted
L /4
Approval - Approved
L/ 4

10/01/2018
09/30/2019

100172017
03/31/2018

10/01/2018
09/30/2019

05/23/2018
11/28/2018

1171142018

111142018

1171142018

111142018

5 Select the Approval Status tab.

Performance Document Gsa WA

Performance Document

Employee 00006198 Mohammed Berlas Details >
Document ID 57914 Level 5 Quistanding
Manager ID 00013405 \fanessa Ros » Period 10/01/2018 to 00/30/2019 »
Document Status Approval » Approval Status Submitted >
Step Due Date Signatures
Establish Performance Plan @ 11142018 Mgr: Vanesss Ros 02/27/2019 11:45:58
|s2us Date: 022712018 EE: Mohammed Berlas 02/27/2010 12:07:35 [ACKN]
- Complete Mid-Year Progress Review @ 05/31/2019
Skipped
©  MNominate Paricipants 1142019
O Review Employee Seli-Assessment 1171412019
Review Manager Evaluation @ 11/14/2019
Pending Approval
» Admin Actions Audit
6 Use the Approver drop-down to select the Approver whose tasks are being overridden.
7 Select the arrow to open the Administrative Overrides section.
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Pending

Approval Status

|Canceﬂ
 Review Employee

% Pending
>

David A Shive
S5C Paosition Management

Select an Approver and then select a new Reassign To and click Save fo reassign

the reviewer of this document.

Approver

Reassign To

Comment

¢ Administrative Overrides

8 Select the Approve, Deny, or Restart button to override the document status.

Cancel Approval Status
* Review Employee Pending
T Pending
>

L

David A Shive
S5C Position Management

Select an Approver and then select a new Reassign To and click Save io reassign the

reviewer of this document.

Approver | David A Shive

Reassign To

Comment

w Administrative Qverrides
Restart

Deny

Approve

9 The document is immediately placed in the new status. The audit log will display an

Administrator Override.
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Section 2:  Create and Manage Business Objectives

Topic 2.1:Create Business Objectives

This topic will cover creating business objectives. Business Objectives are organizational goals/objectives
that are cascaded down to employee performance plans, to align to performance elements.

As an ePerformance Administrator, you can complete every step in the process of creating and
cascading business objective, or you can assign another user as the business objective owner. While a
business objective owner can update and submit objectives for publication, only an ePerformance
Administrator can publish the objectives.

To begin the process of creating business objectives, you need to identify at what organizational level
you want to add objectives. The example below demonstrates how organizational objectives are
cascaded down to lower level organizations when the lower level organization does not add objectives.
For example, organization A published organizational objectives, but organizations B, D and E did not.
Based on the organizational hierarchy, the objectives from A will automatically cascade down to
organizations B, D and E.

On the right side of the organizational tree, organizations C and G have published organizational
objectives, but organization F does not. Based on the organizational hierarchy, the objectives from
organization C will flow down to organization F.

In the graphic below, the cascading of objectives we discussed above is represented using colors. All
organizational "nodes” shown in the same color will have the same organizational objectives available to
align to performance elements.

Figure 1: Cascading Organizational Objectives

To begin, identify the organizational “nodes” that will be adding business objectives.
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2.1.1 ldentify Objective Nodes
Navigation: Main Menu > Workforce Development > Performance Management > Business Objectives

and Identify Objective Nodes
1 Select the GSA Organizational Objectives plan.

New Window | Help | Personalize Page | [

Identify Business Objective Nodes
Select Objective Plan

Choose an Objective Plan by selecting the appropriate hyperlink

Objective Plan
Objective Plan Objective Plan Begin date Objective Plan End Date

{GSA Organizational Objectives 10/01/2016 09/30/2020

2 Inthe Set ID field, GSASH is pre-populated.

3 Select the magnifying glass next to the Department field to view and select the Department

for which you want to add business objectives.

4 Select Search.

New Window | Help | Personalize Page | 5

Identify Business Objective Nodes

Enter search criteria to find the Departments that will have Business Objectives and then select Search.
Objective Plan GSA17 GSA Organizational Objectives

Search Criteria
| Set ID[GSASH |Q |

Department Q

Search

5 If there are departments reporting to the department selected, they will be shown in a table
below the Target Department table, in the Direct Reports table. Select all of the Departments

for which you want to add organizational objectives.

6 Select Save.

Next, create business objectives for the identified organizational nodes.
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2.1.2 Create Business Objectives

Navigation: Main Menu > Workforce Development > Performance Management > Business Objectives >
Create Business Objectives.

1 Select GSA Organizational Objectives

Create Business Objectives
Select Objective Plan

Choose an Objective Plan by selecting the appropriate hyperlink

Objective Plan

Objective Plan Objective Plan Begin date Objective Plan End Date

|SEA Organizational Objectives J1I0V0172016 0973002020

2 On the Create Business Objectives page, select the applicable dates for the Effective Date and
Publication Due Date fields.

3 Select GSA Organizational Objectives from the Template drop-down menu.
4 Select GSASH from the Set ID menu and select the Department ID.

5 If you would like to apply the same template to multiple Departments, select the Add (+)
button in the Department Selection table.

6 Select Create Objective Pages.

New Window | Help | Personalize Page | ()

| Create Business Objectives
Complete the information in the Home Page Creation Details section.
Once the creation details have been chosen, select the Create Page pushbutton to generate the
objective page(s).

Home Page Creation Details
Objective Plan GSA Organizational Objectives
IEffective Date [10/01/2017 'ai,l

Template | GSA Organizational Objectives v
IPubIIcaliun Due Date 10/01/2017 ([

[ set owner to Department Manager

Department Selection Personalize | Find | | k& First ‘4" 10of1 ‘*' Last

Set D Department ID Department Name

GSASH o [i0PRAA x QIGonlracting —J

Create Objective Pages

7 Review the message on the Create Objective Pages — Confirmation page. In the example below,
a page owner has not been assigned.
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Create Objective Pages - Confirmation

Home Page Creation Details

Objective Plan GSA Organizational Objectives
Effective Date 10/01/2017

Template GSA Organizational Objectives

Pages Created

The following Objective Pages have been successfully created.

Selected Departments

SetID Department Description Page Owner

GSASH 10PRAA Contracting

New Window | Help | Personalize Page | 5

Personalize | Find | (7 | & First ‘4 10f1 * Last

Message

Page Created Successfully. Page Owner Unassigned

Next, assign a business objective owner.
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2.1.3 Assign/Transfer Business Objectives

This action is only to be completed when existing business objectives are present within the system. To
manage existing business objectives, perform the following steps:

Navigation: Main Menu > Workforce Development > Performance Management > Business Objectives >
Administer Business Objectives > Assign/Transfer Objectives.

1 Select GSA Organizational Objectives.

New Window | Help | Personalize Page | =
Assign/Transfer Business Objectives
Select Objective Plan
Choose an Objective Plan by selecting the appropriate hyperlink

Objective Plan

Objective Plan Objective Plan Begin date Objective Plan End Date

GSA Organizational Objectives | 10/01/2016 09/30/2020

Select Assign Objectives Owner from the Action drop-down menu.

Select GSASH from the Set ID menu.

AW N

Select the appropriate Department.

5 Select Search.

New Window | Help | Personalize Page | =

Assign/Transfer Business Objectives

Select the action you would like to perform along with any other required information. Depending upon the action
selected the Status field may not be available.

Objective Plan GSA17 GSA Organizational Objectives
IACﬁDI'IlAsstgn Objectives Owner hd |I
Search Criteria
| setip|GsasH Q
Department 10PRAA Q

Objectives Owner

Status V]

Return

6 Select the checkbox next to the applicable Departments and select Continue.
7 On the Assign Objectives Owner page, select Select a Page Owner.

8 Search for the desired business objectives owner using the First Name and Last Name fields.

Performance Management for ePerformance Administrators 53



9 Select Search.

10 Select the radio button next to the correct employee and select OK.

Person Search

Person Search

Search Criteria and Results

| ) Instructions

Search Criteria

Name |
Last Name |
Second Last Name |
First Name |

ACName |

11 Select Complete

Assign/Transfer Business Objectives
Assign Objectives Owner

You have chosen to Assign a Page Owner to the Objective Pages listed. To confirm this, select the Complete button. Email
notifications to the Page Owners will be sent according to your Installation options selected on the General Settings page.

New Window | Help |

Business Objectives

'GSA Organizational Objectives for <Unknown>  GSASH Contracting In Progress - Unassigned

Select a Page Owner
New Page Owner: Janet Abbot

Return

Title SetID Department Description Status Objectives Owner

One the objective owner is assigned, either the ePerformance Administrator or the Objective Owner can

update the objectives using the Manage Objectives component, discussed below.
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Topic 2.2: Manage Business Objectives
2.2.1 Manage Business Objectives

This action is only to be completed when existing business objectives are present within the system. To
manage existing business objectives, perform the following steps:

Navigation: Main Menu > Workforce Development > Performance Management > Business Objectives >

Manage Business Objectives.
1 Select GSA Organizational Objectives from the Objective Plan table.

2 Search for the business objectives by entering the following data: Set ID, Department,
Objectives Owner, Status.

3 Select Search.

Manage Business Objectives
Select Business Objectives

Enter search criteria to find the objective pages you would like to manage. To Update your Business Objectives,
select the Update hyperlink. To View the Objectives, select the View hyperlink.

Objective Plan GSA17

Search Criteria

Set ID GSASH Q
Department | 10PRAA Q
Objectives Owner 00046046 Q
Status | In Progress - Assigned W
Search Clear

4 Select Update.

Business Objectives

Objectives Update

Title Set ID Department Description Status e Objectives

View Objectives

GSA Organizational Objectives for

. In Progress - - )
<Unknowns GSASH Contracting Assigned Janet Abbot M View

5 Modify the objective’s Title, if applicable. Add an Alternate Editor, if desired.

6 Select Add Organizational Goals to begin adding organizational objectives.
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Update Objectives
Department 10PRAA - Contracting
Department 10PRAA - Contracting
Period 10/01/2016 To 09/30/2020
Objective Plan GSA1T GSA Organizational Objectives
Template ID GSA GSA Organizational Objectives

Effective Date 10/01/2017

Status In Progress - Assigned
I Title \GSA Organizational Objectives for the Contracting Office I

Objectives Owner 00046046 Janet Abbat
Owner Title Environmental Program Expert
Imrernate Editor Q, I
Save Cancel Preview Submit For Publication = View Different Objectives
Expand All Collapse All

Section 1 - Organizational Goals

[*] Add Organizational Goals

Save Cancel Preview Submit For Publication El View Different Objectives

7 Enter the order you want the goal to display, the Title and the Description.

8 Select Add.

Update Objectives
Add Organizational Goals

Enter the details. When you are finished, select the Update button to save your entry.

| Display Order| 1/|

Title |Strategic Goal 1: Save taxpayer money

Description |Save taxpayer money through better management of Federal real estate.
A

GSA will achieve cost savings for the Federal Government by enhancing

asset management and optimizing space utilization to provide the
best price in Federal leased and owned real estate. Effective and

Default Business Objective Page is not yet Published.

Aligned To| v

| Add | Return To Objective Page

9 Continuing adding Organizational Goals following the same process until all goals have been
added.

10 Select Save to return to the Objectives at a later time or select Submit for Publication to begin

the process of publishing the objectives.
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Section 1 - Organizational Goals

Expand Collapse

Strategic Goal 1: Save taxpayer money

Title Strategic Goal 1: Save taxpayer money 4

Description :
Save taxpayer money through better management of Federal real estate.

GSA will achieve cost savings for the Federal Government by enhancing asset management
and optimizing space utilization to provide the

best price in Federal leased and owned real estate. Effective and integrated delivery of
workspace solutions will provide our customers the

opportunity to focus time and resources on their mission-related operations. Greater
integration and consistency of our services will also improve the experience of our Federal
customers.

Aligned To

Last Modified By on 2018-03-07

Add Organizational Goals

Save | Cancel | Preview | Submit For Publication || =l

View Different Objectives

11 Select OK to confirm submission.

Note: Only an ePerformance Administrator can publish business objectives.

Performance Management for ePerformance Administrators

57



2.2.2 Publish Business Objectives

Navigation: Main Menu > Workforce Development > Performance Management > Business Objectives >
Publish Business Objectives.

1 Select GSA Organizational Objectives from the Objective Plan table on the Select Objective

Plan page.

2 Select Search to view all objectives that are ready for publication.

3 Select the checkbox next to the objectives you are ready to publish.

4 Select Continue.

Publish Business Objectives
Select Page to Publish

Enter search criteria to find the objective pages that you want to publish. Select the checkbox next to each page
you want to publish and then select the Continue button.

Objective Plan GSA17 GSA Organizational Objectives
Search Criteria
Set ID GSASH Q
Department Q
Status V]

Business Objectives

Select Title SetlD Department Description Status Objectives Owner
GSA Organizational Objectives for the . Ready to
Contracting Office GSASH Contracting Publish Janet Abbot

Select All  Deselect All

5 Select Publish Pages to confirm publication of the listed objectives.

Publish Business Objectives
Confirm Publication

You have chosen to Publish the Objective Pages listed. To confirm this, select the Publish
Pages button.

Business Objectives

Title SetID Department Description Status Objectives Owner

GSA Organizational Objectives for the Contracting Office GSASH Contracting Ready to Publish Janet Abbot

I Publish Pages I Return

6 Select OK.
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