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Reopen a Performance Plan
(Supervisor)

Follow this job aid to learn how to reopen a performance plan as supervisor in HR Links.
Please note that reopening a performance plan will result in a new 120 day minimum
rating period so before reopening you are advised to contact your Servicing HR Office.

1. Select the Team Performance tile on the Manager Self Service homepage.

> HRLinks
Manager Self Service v 10f3 >
Team Performance Manage Timesheets Manage Base Schedules Manage Delegation

f- = || B

- - ==
6 In Progress Documents 07/1 7/202;?”27/30/2022
2. Select the Performance Document to reopen.
Team Performance n A

Current Documents

1row

v I
Name / Job Title Document Type Document Status :::Sg :ﬁgm L Next Due Date
i Pending Acknowledgement 10/01/2020
Aniraltiann Performance Document J g 11/15/2021 N
Supervisory Contract Specialis oF 09/30/2021
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3. Under the Establish Performance Plansection, select Establish Performance Plan

GSATRN o A
Favorites Main Menu v > Team Performance
Performance Process ‘ 8|« Return to Current Documents ‘ Override Acknowledgement ‘
Steps and Tasks & o | Performance Document e —
Akira Hahn Manager Evaluation - Pending Acknowledgement @Print | EINotify | E)Export
Performance Document Akira Hahn
10/01/2020 ~ 09/30/2021 Overview - o
Actions+

* @ Establish Performance Plan Job Title  Supervisory Contract Specialis Manager ~Olive Roberts

DueDate  11/16/2020 .

J Document Type Performance Document Period  10/01/2020 09/30/2021

¥ @ Complete Mid-Year Progress Review

DueDate  06/01/2021 J Template  GSAAnnual Performance Plan DocumentIiD 14

Status  Pending Acknowledgement Due Date  11/15/2021

* © Nominate Participants

DueDate  11/16/2021
¥ Employee Data
Review Participant Evaluations
DueDate  11/15/2021 Employee ID 00000815

Review Employee Self-Assessment Department QT2A1GB Branch B

Due D: 0: - -}
ueDate  11/15/2021 Location 000000150 MS-MERIDIAN-HOME

* © Complete Manager Evaluation Position 90000559 Job Code 102322 Occ Series 1102  Bargaining Unit 8888
Due Date 11/15/2021
Pay Plan GS Plan/Grade 0000 14 Step 8
©  Update and Submit
©  Pending Approval Rating History
This is ly awaiting the employ it
©  Share with Employee
« ) If the employee can not or does not acknowledge this document you can select the Override Acknowledgement button and indicate the reason why you are overriding the
Pending Acknowledgement employee's acknowledegment.

4. Under the Establish Performance Plansection, select Reopen.

GSATRN o A
Favorites ~ Main Menu + > Team Performance
Performance Process ‘ 8|« Retumn to Current Documents ‘ Override Acknowledgement ‘
Steps and Tasks & o~ | Performance Document
Akira Hahn Manager Evaluation - Pending Acknowledgement &Print | EINotify | E)Export
Performance Document
10/01/2020 " 00/30/2021 y
Actions
~ © Esfablish Performance Plan Job Title  Supervisory Contract Specialis Manager Olive Roberts
Due Date 1111612020 -
J Document Type Performance Document Period  10/01/2020 09/30/2021
View
J Template GSA Annual Performance Plan Document ID 14
2 Status  Pending Acknowledgement Due Date  11/15/2021
¥ Employee Data
* © Complete Mid-Year Progress Review Employee ID 00000815
Due Date 06/01/2021
Department QT2A1GB Branch B
o A -
g::ler:ete Pa\1\:\pan:i‘52021 Location 000000150 MS-MERIDIAN-HOME
Position 90000559 Job Code 102322 Occ Series 1102  Bargaining Unit 8888
* O Review Participant Evaluations Step 8
Due Date 1152021 Pay Plan GS Plan/Grade 0000 14
* O Review Employee Sel-Assessment Rating History
Due Date 1111512021
This document is currently awaiting the employee's acknowledgement.
-0
Complete Manager E‘a‘r“af‘c” If the employee can not or does not acknowledge this document you can select the Override Acknowledgement button and indicate the reason why you are overriding the
Due Date nnsie1 employee's acknowledegment.

5. On the performance document select Reopen to reopen the document.
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GSATRN
Favorites + MainMenuw > Team Performance
Performance Process B« Return to Current Documents, [ Reopen -
Steps and Tasks S ov D
Akira Hahn Establish Performance Plan - Reopen &Print | ENotify | &) Export
l:;r;-;;rzr\;znoce Docw“emumu/znm Aldra Hahn
Actions »
~ @ Establish Performance Plan Job Title  Supervisory Contract Specialis Manager  Olive Roberts
Due Date 11/1612020 .
Document Type  Performance Document Period  10/01/2020 - 09/30/2021
View (. Template GSAAnnual Performance Plan DocumentID 14
Reopen Status  Pending Acknowledgement Appraisal Due Date

This is a copy of the approved performance criteria.

* @ Complete Mid-Year Progress Review
Due Date 06/01/2021 ~ Expand All | '» Collapse All | [=TAB Format

¥ © Nominate Participants
Due Date 1111512021 - . e . e .
e ¥ Section 1 - Position Description Review Certification

* O Review Participant Evaluations

Due Date fisRet Position Description Review Certification will be evaluated by: Employee, Manager
* © Review Employee SelfAssessment - Expand | (v Collapse

Due Date 111512021
~ © Complete Manaaer Evaluation » Position Description Review Certification

6. You will receive a confirmation message that the performance plan is to be reopened.

Reopen Establish Performance Plan Step X

The Define Criteria step must be complete for a minimum of 0 days before *
a Rating of Record (Annual) may be issued.

If you choose to reopen the Define Criteria step you may need to contact
HR Support to adjust the evaluation period.

Select confirm to reopen the Define Criteria Step.

Confirm I Cancel

I

7. Select Confirm.

Reopen Establish Performance Plan Step  *

The Diefine Criberia siap musl be complels ko @ minenum of 0 days beles =
m Rading of Reooed (Annual) may be lsswed.

If you choose ko seopen the Define Critera siep you may need Io contac
HE, SUppo 10 acjuss T #valialon panod.

Seec! confim b reopen the Define Ciferia Slep.

(=] =] :

8. You will receive a confirmation message that the performance plan has been reopened.
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GSATRN @ A
Favorites + Main Menu ~ > Team Performance
Performance Process ‘ ﬂ" «
Steps and Tasks S o~ Performance Document Return to Current Documents
Akira Hahn Confirmation - Establish Performance Plan Step Reopened
Performance Document
10/01/2020 * 09/30/2021 {Bverview
© You have successfully reopened the Establish Performance Plan step.
* © Establish Performance Plan
DueDate  11/16/2020
» O complete Mid-Year Progress Review
DueDate  06/01/2021
» O Nominate Participants
Due Date 11/15/2021
» O Review Participant Evaluations
Due Date 11/15/2021
» © Review Employee Self-Assessment
DueDate 111152021
» e

Complete Manager Evaluation

DueDate  11/15/72021

9. Under the Establish Performance Plansection, select Establish Performance Plan.

GSATRN o A
Favorites + Main Menu + > Team Performance
Performance Process ‘ ¢| « Return to Current Documents ‘ Override Acknowledgement ‘
Steps and Tasks C [ov Performance Document T —
Akira Hahn Manager Evaluation - Pending Acknowledgement @Print | EINotify | E)Export
Performance Document Akira Hahn
10/01/2020 * 0913072021 Overview
Actions
* @ Estaish Performance Plan Job Title  Supervisory Contract Specialis Manager Olive Roberts
DueDate  11/16/2020 -
J Document Type Performance Document Period  10/01/2020 09/30/2021
Y@ Complete Mid-Year Progress Review
DueDate  06/01/2021 J Template  GSAAnnual Performance Plan DocumentID 14
Do - Status  Pending Acknowledgement Due Date  11/15/2021
Nominate Participants
DueDate  11/15/2021
¥ Employee Data
» O Review Participant Evaluations
DueDate  11/15/2021 Employee ID 00000815
» O Review Employee Self-Assessment Department QT2A1GB Branch B
Due Date 0 . MS-MERIDIAN-HOME
penne e Location /000000150
~ © Complete Manager Evaluation Position 90000559 Job Code 102322 Occ Series 1102  Bargaining Unit 8888
DueDate  11/15/2021
PayPlan GS Plan/Grade 0000 14 Step 8
©  Update and Submit
©  Pending Approval Rating History
This is ly awaiting the employ it
©  Share with Employee
o If the employee can not or does not acknowledge this document you can select the Override Acknowledgement button and indicate the reason why you are overriding the
Pending Acknowledgement employee's acknowledegment.

10. Select Update and Submit to make changes to the document.
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GSATRN o A
Favorites v Main Menu v > Team Performance
Performance Process ‘ ﬂ" «
Steps and Tasks :70 - Performance Document Return to Current Documents
Akira Hahn Confirmation - Establish Performance Plan Step Reopened
Performance Document
10/01/2020 - 09/30/2021
p @ You have successfully reopened the Establish Performance Plan step.
~ © Esfabiish Performance Plan
Due Date 11/16/2020

* O complete Mid-Year Progress Review
Due Date 0610172021

* O Nominate Participants
Due Date 11512021

* O Review Participant Evaluations
Due Date 11512021

* O Review Employee Self-Assessment
Due Date 1152021

* © complete Manager Evaluation
Due Date 11572021

11. Under the Establish Performance Plansection 2 GSA Elements, select the critical
element(s) and specific measure(s) to edit.

GSATRN o A

Favorites v Main Menu v > Team Performance
Performance Process ‘ ﬂ-‘ « Return to Current Documents ‘ Save ‘ ‘ Sign and Submit |
Steps and Tasks & . | Performance Document

Akira Hahn Establish Performance Plan - Update and Approve &Print | E3Notify | & Export
Performance Document

10/01/2020 ~ 09/30/2021

~ © Establish Performance Plan
Due Date /162020

~ Section 2 - GSA Elements

©  Update and Submit

GSA Elements will be evaluated by: Employee, Manager, Other Participant
~ Expand | » Collapse | lfgOrganizational Goals & Objectives | [ Add Critical Element
* © complete Mid-Year Progress Review
Due Dat 06/01/2021
ue D » Leading People [Leadership]
* O Nominate Participants
Due Date 1152021

* © Review Participant Evaluations
Due Date 1152021

¥ Qartinn 2 Naualanmant and Trainina
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Questions

Check out our complete library of job aids, videos, and training courses! You can
search based on your role (employee, supervisor, timekeeper) or by topic (time and

leave, telework, benefits, performance).

If you still have questions, contact the following:

e Issues with Single Sign On (SSO): GSA IT Service Desk at 866-450-5250 or
ITServiceDesk@gsa.gov

Time and Attendance: your Timekeeper or Time Administrator

Benefits: the Benefits and Retirement Center

Performance Management: the HR performance team
Need a new labor code in HR Links: Contact your regional Labor Admin
All other HR Questions contact your servicing HR Office:

o PBSHR Service Center

o FAS HR Service Center

o Staff Office HR Service Center

o Executive Resources HR Service Center
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https://corporateapps.gsa.gov/hr-links/
https://corporateapps.gsa.gov/hr-links/employees/
https://corporateapps.gsa.gov/hr-links/supervisors/
https://corporateapps.gsa.gov/hr-links/timekeepers/
https://corporateapps.gsa.gov/hr-links/time-leave/
https://corporateapps.gsa.gov/hr-links/time-leave/
https://corporateapps.gsa.gov/hr-links/time-leave/
https://corporateapps.gsa.gov/hr-links/time-leave/
https://corporateapps.gsa.gov/hr-links/telework/
https://corporateapps.gsa.gov/hr-links/benefits/
https://corporateapps.gsa.gov/hr-links/performance-management/
https://docs.google.com/spreadsheets/d/1IWvtoX59PIsNKjVvwPNiYMPPsaxoZi45RhK8FZqvVpw/edit#gid=1472468099
https://insite.gsa.gov/topics/hr-pay-and-leave/benefits/benefits-and-retirement-specialists?term=benefits
https://docs.google.com/spreadsheets/d/1Fv6aItSKz19maWHICRjpp4aOby3akLwSBbvNYTA8REA/edit#gid=1838223405
https://docs.google.com/spreadsheets/d/19zCK64oURPFe228U9nBEmP0KdA_3dowkvsJDRU0WPdc/edit#gid=0
https://docs.google.com/spreadsheets/d/1w1K15Un1hEzvFifncLD1Oa_goqOrwuUY4YzAx6LVjOI/edit#gid=1683648612
https://docs.google.com/spreadsheets/d/1w1K15Un1hEzvFifncLD1Oa_goqOrwuUY4YzAx6LVjOI/edit#gid=197800555
https://docs.google.com/spreadsheets/d/1w1K15Un1hEzvFifncLD1Oa_goqOrwuUY4YzAx6LVjOI/edit#gid=1833764612
https://docs.google.com/spreadsheets/d/1w1K15Un1hEzvFifncLD1Oa_goqOrwuUY4YzAx6LVjOI/edit#gid=2042648763
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