' Bringing systems together to better serve you!

Include Acquisition Critical Element and Implements Procurement
Responsibilities Specific Measure

The Acquisition critical element and the Implements Procurement Responsibilities
specific measure must be included in your acquisition performance plan.

Add Acquisition critical element to NEW performance plan: Choose this option if you are creating a
new performance plan and not cloning a past performance plan.

Clone prior performance plan with Acquisition critical element: Choose this option if you are
cloning a prior performance plan that already included the Acquisition critical element.

Clone prior performance plan without Acquisition critical element: Choose this option if you are
cloning a prior performance plan that did not include the Acquisition critical element.

Add Acquisition critical element to NEW performance plan

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

* Manager Self Sarvice

Manager Time Manager Request Action Approvals AddMaintain Empl Checklist

G5A Telework Agreemant G5A Regular Telework Agreem... Team Performance

— —_— f
-t
1 In Prograss Documents

Query Viewer Manage Delegation Manager Analytics and Reports

ORACLE
PEOPLESOFT

2 From the Current Documents screen, select the Create Documents button.

< Manager Salf Servica Team Performance

Current Documents 1
Current Documents Create Documents

Historical Documents
T ™

Period Begin/ Next Due
Name [ Job Title Document Type Document Status Period End Date
Establish Performance Plan 100172018
Performance Docurment 11142018
IT Speciatist 0R/302018
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3 A Person Selector dialogue box will appear. Select the employee for whom you would like
to create the performance plan, and select the Continue button.

Cancel Person Selector

» Search Options

Select Employees 19 rows

T

O Name / Title / ID Directs / Total Department

Angel Contreras
0 Budget Analyst
00000743

Operations Division

Bernard Cooper
7 Financial Management Officer
00000738

FAS Financial Services Divisio

Craig Simmons
O Contract Specialist
00000027

Branch C

4 Inthe Create Documents dialogue box, enter or click the calendar icon to select the Period

Begin Date and the Period End Date for the performance document.

Choose Performance Document from the Document Type drop-down menu.

Set the Clone from Prior Document field to No to create a new performance plan.

7 Select GSA Annual Performance Plan from the Template drop-down menu, and select the
Create button at the top right to continue.

Back Create Documents %

oy U1

Period Begin Date | 10/01/2018
Period End Date |09/30/2019
Document Type  Performance Document ﬂ

I No |

Clone from Prior Document

EAEIGEA Annual Performance Plan M)

8 The newly created performance document will appear. Select the document to open and
edit it.

€ Manager Self Service Team Performance

Current Documants. 1 To—— :
i EUMants
Current Documents -
Historical Documents
-
T
Period Begin | Next Due
Name [ Job Title Document -3 Document Status &
Typ 5 Period End Date
Eslablish Performance Plan o128
Performance Document 1114208 %
IT Specialist 0932019
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9  On the Establish Performance Plan page, select the Expand All option to review all sections

of the performance plan.

10 Choose the Add Critical Element hyperlink under the GSA Elements section.

Performance Process o

Steps and Tasks o

Performance Document

_© =~  Establish Performance Plan - Update and Approve

Performance Document Actions=

10/01/2018 - 09/30/2019 Qverview

= © Establish Performance Plan

0

0

»

Job Title [T Specialist (CUSTSPT)
Document Type Performance Document
Template GSA Annual Performance Plan

DueDale  11/14/2018 Status In Progress

© Update and Submit

Manager

Period 10/01/2018 -

Document ID 42366
Due Date 11/14/2018

{Retiirn fo Clirrent Documents;

09/30/2019

Add, update or review the performance criteria (goals and/or responsibilities) that the employee plans to accomplish during the performance period. Make any

necessary adjustments to the criteria and review your changes with the employee. Once the performance criteria is correct, select the "Sign and Submit”

button to complete this step.

Save | | Sign and Submit

&iPrint | 7 Nofity | 8] Export

O Complete Mid-Year Progress Review -
DueDale 05312018 - Expand All I + Collapse All | (= TAB Format | [i] Adjust Dates

© Nominate Participants Section 1 - GSA Elements
DusDale  11/1472019
GSA Elements will be evaluated by: Employee, Manager, Other Partici
O Review Pariicipant Evaluations
Due Date 1141472019 P Py
Training Coordination

© Review Employee Self-Assessment BT e e AT eT
Due Date: 1171472019

Team Collaboration and Individual Expertise Development
© Complete Manager Evaluation

Due Date  11/14/2019 Customer Satisfaction and Customer Relationship Improvement

~ Expand | (s Collapse | lifz) Organizational Goals & Objectives || [§. Add Critical Element

11 Choose the Add pre-defined element radio button, and select the Next button.

Performance Process © « | Pperformance Document
Steps and Tasks o

2 o~ | Add Element

¢ Add pre-defined element I

Performance Document N
10012018 - 091302019 Overview ) Add your own element

. Copy element from my Documents
~ © Establish Performance Plan
DueDale  11/14/2018 O

© Update and Submit

o Complete Mid-Year Progress Review
Due Date 053172019 Return

' O Nominate Participants
DueDate 1111472019

Copy element from My Team's Documents

12 On the Add a Pre-Defined Element screen, choose Element Group from the Element
Group Type drop-down menu and Acquisition Elements from the Element Group drop-

down menu.
13 Select the Search button.

Performance Process # < | performance Document

Steps and Tasks ¢ i | Add a Pre-Defined Element
Performance Document
10/01/2018~ 09/30/2019 Overview Search Criteria

Title
~ © Establish Performance Plan

To search for Elements to add to the document select the search button. You can also enter search criteria to help refine your results.

Due Date 1111412018 Element Group Type | Element Group

© Update and Submit

Element Group | Acquisition Elements

* O Complete Mid-Year Progress Review
Due Date 0s/31/2019

‘ Search Clear
* O Nominate Participants

Due Date 111412019

Return

} O Review Participant Evaluations
Due Date 111422019

» O Review Employee Self-Assessment
Due Date 11/1412019
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14 From the Search Results, select the checkbox by Acquisition, and choose the Add button to

Performance Process # « Performance Document
Steps and Tasks ¢ i Add aPre-Defined Element
To search for Elements to add to the document select the search button. You can also enter search criteria to help refine your results.
Performance Document
10/01/2018 09/30/2019 Overview | search Criteria
Titl

* @ Establish Performance Plan e

Due Date rirazore Element Group Type | Element Group v

© Update and Submit
Element Group | Acauisition Elements v

*/0 Complete Mid-Year Progress Review

Due Date 051312019
* © Nominate Participants Search Clear

Due Date 11/142019
*/© Review Participant Evaluations Search Results

Due Date 11142019

5 f1 v

»0 Review Employee Self-Assessment

Due Date 11/142019

GSA Elements

*/0 Complete Manager Evaluation

Due Date 11/142015

Acquisition
Select All Deselect All
Retum

15 Under the Acquisition section, indicate the percentage this specific measure will be
weighted in the Weight field.

16 Select the Add Specific Measure hyperlink.

Performance Process # o« Return to Current Documents Save
Performance Document
ISteps and Tasks c
Establish Performance Plan - Update and Approve & Print
Performance Document
10/01/2018" 09/30/2019 Overview
v e
Establish Performance Plan ~ Section 2 - GSA Elements
Due Date 11142016
SR CIpdatclandiSIomit GSA Elements will be evaluated by: Employee, Manager, Other Participant
< Expand | s Collapse | ¥gOrganizational Goals & Objectives | [ Add Critical Element
» © Complete Mid-Year Progress Review
Due Date 051312019
¥ Acquisition
»/© Nominate Participants
Due Date 11142019 Measurement B 2o
* Critical: Yes
» © Review Participant Evaluations * Stretch Goal: No
Due Date 11142019
» © Review Employee Self-Assessment
Due Date 11142019 ans To
Organizational
»/0 Complete Manager Evaluation Goals &gObjectlves
Due Date 11142019
4 | Add Specific Measure

17 On the Add a Specific Measure screen, select the radio button Add pre-defined Specific
Measure, and choose the Next button.

Performance Process o « Performance Document
teps and Tasks 2 o~ | Adda Specific Measure

You have chosen to add a new Specific Measure
Parfos ] nt
rmanes Heeums Vou cen either enter = new Specific Measure on your own, or choose & Specific Messure siresdy
1000172018~ 08V30N2018 Overview

defined in the system. When you are finished, salect the Mext button to continue.

Establish Performance Flan

Add pre-defined Specific Measure I
DueDatz  11/142018

Add your own Specific Measure
Updste snd Submit

Complete Mid-Year Progress Review
Due Date 05/31/2010

Return

MNominste Participents

Do Do siiaimoan
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18 On the Add a GSA Elements Specific Measure screen, leave the Specific Measure field blank,
and select the Search button.

erformance Process © “ | Pperformance Document

teps and Tasks & o~ | Adda GSA Elements Specific Measure

Search Criteria

Performance Document Specific Measure |

00172018 - 0BV30i2019 Civerview
Search Clear
[~ Establish Performance Plan
Due Date 1111472018
) Return
Update and Submit
d Complete Mid-Vear Progress Beoiew

19 From the Search Results, select the checkbox by Implements Procurement
Responsibilities, and choose the Add Specific Measure(s) button to continue.

Performance Process & «

Performance Document
Steps and Tasks ¢ ¢ Adda GSA Elements Specific Measure

Performance Document
10/01/2018~ 09/30/2019 Overview

Search Criteria

Specific Measure

~ ®© Establish Performance Plan
Due Date 111412018

© Update and Submit Search Clear
*'© Gomplete Mid-Year Progress Review Search Results
Due Date 05212019
=] of 1 v
*» © Nominate Participants
Due Date 1111422019
GSA Elements Specific Measure(s)
* O Review Participant Evaluations
Due Date 11/142019
| vl Implements procurement responsibilities
*» O Review Employee Self- ment
Due Date 1111412019
Select All Deselect All
*» © Complete Manager Evaluation -
Due Date 1111472019 Add Specific Measure(s)
Return

20 The Implements Procurement Responsibilities specific measure will appear under the
Acquisition section.
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Performance Process 8 «

| Performance Document
Steps and Tasks (o S

Establish Performance Plan - Update and Approve

w Acquisition
Performance Document
10/01/2018° 09/30/2019 Overview Measurement
* Critical: Yes
* Sfretch Goal: No

* © Establish Performance Plan

Due Date 111142016 Weight 0| =g
© Update and Submit
Aligns To
Organizational
* © Complete Mid-Year Progress Review Goals & Objectives
Due Date ossnzo1s
* © Nominate Participants
Due Date 2018 procurement ibilit PR

1 - The quantity or quality of the employees work is not adequate for the position or

organizational needs. Tasks are not completed with the required accuracy and

& thoroughness. Products are not completed within established timeframes or require major
revision because they are incomplete or inaccurate. Lack of adherence fo required

* @ Review Employee Seli-Assessment procedures, instructions, and formats contribute to inadequate work products. Deficiencies

* © Review Participant Evaluations
Due Date /142018

Due Date 171472 create adverse consequences for the organization or create unacceptable burdens for other
personnel. The employees lack of cooperation with customers, supervisor, and/or
* © Complete Manager Evaluation coworkers, ar loss of credibility due to imesponsible communication or work activity,
Due Date «+1a2018 interferes with the successful completion of the work.

2 - As applicable, individually usually within it goals, quality r , cost
and timeframes

*Prepares requirements confract documents

*Requirements are documented and minimally identify outcomes.

*Proposal evaluations are documented

*Participates in negofiations as part of the technical team. Communicates with the
contracting officer.

*Demonstrates a minimal understanding of the contract’s technical requirements as well as
the terms and conditions.

*Tracks and inspects contract deliverables/services according to the confract requirements.
Performs acceptance and support management of technical issues. Documents actions
according to policy.

*Evaluates contractor's performance in accordance according to agency format and
procedures

*Communicates with the contracting officer, contractor. and others in a professional
manner.

*Submits security badges for contractor support personnel. Maintains accountability of
security badges for contractor support personnel. Collects and retums security badges
when no longer eligible for use or required.

*Wiritten and oral communications related to the performance of activities are prepared

21 To edit the Acquisition critical element or the Implements Procurement
Responsibilities specific measure, click on the pencil icon.

Performance Process & «

. Performance Document
Steps and Tasks [+ ]

?gga:g‘gr;.a Du?;‘:;g:gggg Overview GSA Elements will be evaluated by: Employee, Manager, Other Participant

~ Expand | » Collapse 5 Orpanizational Goals & Objectives | [ Add Critical Element

* © Establish Performance Plan
Due Date 111420 * Acquisition

© Update and Submit Measurement -
* Critical: Yes
= Streich Goal: Mo

* © Complete Mid-Year Progress Review

Due Date osaiz013 Weight 0
* © Nominale Participanis
T Aligns To
Due Date e Organizational

Goals & Objectives
* O Review Participant Evaluations
Due Date 11142018

* © Review Employee Seli-Assessment its procurement ibili
Due Date 111/m01e

1 - The quantity or quality of the employees work is not adequate for the position or
organizafional needs. Tasks are not completed with the required accuracy and
thoroughness. Products are not completed within established timeframes or require major
revision because they are incomplete or inaccurate. Lack of adherence fo required
procedures, instructions, and formats contribute to inadequate work products. Deficiencies
create adverse consequences for the organization or create unacceptable burdens for other
personnel. The employees lack of cooperation with customers, supervisor, and/or
coworkers, or loss of credibility due to imesponsible communication or work activity,

* © Complete Manager Evaluation
Due Date 11142012

22 Edit the Acquisition critical element or the Implements Procurement Responsibilities
specific measure and click Update. Note: By editing the Implements Procurement
Responsibilities specific measure you can now add other levels of performance.

Include Acquisition Element and Implements Procurement Responsibilities Specific Measure [ 6
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Performance Process Performance Document

Steps and Tasks (64 Edit Sub-Item
— Acquisition
Performance Document Title p it r ibilities
10/01/2018°  09/30/2019 Overview &l
Stendere s | [% - o -|[se= -|[B I U|[= = A-B-B] g
evel 3 g
* ® Establish Performance Plan Required) —
Due Date 11142018 -
© Update and Submit 5
4
* © Complete Mid-Year Progress Review
Due Dale csazo1e |
* © Nominate Participants
Due Date 1142018 v
« Tha ousntibe o aualit of tha amolowses wark i nck adeouste foc tha
* © Review Parlicipanl Evalualions
Due Dale 11am01s

Return

23 Choose the Save button at the top right of the screen to save the performance plan.

~ © Establish Performance Plan
Due Date rurazore

© Update and Submit

+/0 Complete Mid-Vear Progress Review
o Date csarzora

Job Titie

IT Specialist Manager  Udval Jones

o Document Type  Performance Document. Period 10012018 - 081302019
p) Template  GSAAnnual Perfomance Plan Document 1D 3

— Status  In Progress Due Date  11/1422018

Add, update or review the performance criteria (goals and/or responsibilties) that tne employee plans to accomplish during the performance period. Make any necessary

Performance Process o « Return fo Gurrent Documents
Steps and Tasks c i
Establish Performance Plan - Update and Approve et
Performance Document Allie Memillan
10/01/2018" 09/30/2013 Overview Actions =

adjusiments to the crteria and review your changes with the employee. Once the performance criteia is coret, select fhe "Sign and Submit” button 1o complete this
step)

* © Nominate Partcipanis « ExpandAll | » Collapse Al | [[3TAB Format | i Adiust Dates

+/© Review Partcipant Evaluations

Due Date ~ Section 1 - Position Description Review Certification

1 Review Employee SolfAssessment Posiion Description Review Cerification uill be evauated by Employee, Manager
«/Expand | v Collapse | & Add tem
*'© Gompiete Manager Evaluation

Due Date e » Pesition Description Review Certification

¥ Section 2 - GSA Elements

5 Elements wil be evaluated by: Employes, Manager, Other Particpant
“/Expand | (> Collspse | g Organizational Guals § Objectives | & Add Citical Element

~ Acquisition

Measurement 2
+ Cittcal. Yes =
+ Stretch Goal: No

A

weight | 0| %

24 Choose the Save button at the top right of the screen to save the performance plan. You
have successfully added the mandatory Acquisition Critical Element and Implements
Procurement Responsibilities Specific Measure to the performance plan.

- cmnmm‘ St S

Pt | [ oty | @) Expor

Performance Document
Establish Performance Plan - Update and Approve

Actions =

4
4

@ You have sucsessfully saved this document.

Job Title Supenvisory Gantrsct Specislis
Document Type Performance Document
Template GSA Annusl Performance Plan
Status In Progress

Manager
Period 1010172018 -
Document 1D 1
Due Date 1111472018

08/30/2010

Cloning prior performance plan with Acquisition critical element

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

Include Acquisition Element and Implements Procurement Responsibilities Specific Measure | 7
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bd Service * Manager Self Senvice

Manager Time Manager Request Action Approvals AddMaintain Empl Checklist

L
LA ALE RLA

G5A Telework Agreement G5A Regular Telework Agreem... Team Performance

- -

1 In Prograss Documants

Manage Delegation Manager Analytics and Reports

ORACLE
PEOPLESOFT

€ Manager Salf Service Team Performance
Current Documents 1
Current Documents Ste Docimerts
Historical Documents
v
Period Begin / Mext Due
Name [ Job Title Document T)rpe Document Status Period End Date
Establish Perdurmance Plan 10012018
Ferormance Document 1114/2018
IT Specialist 0R/30/2019

3. APerson Selector dialogue box will appear. Select the employee for whom you would like
to create the performance plan, and select the Continue button.

Cancel Person Selector

» Search Options

Select Employees 19 rows

T

] Name / Title / ID Directs / Total Department

Angel Contreras
O Budget Analyst
00000743

Operations Division

Bernard Cooper
7] Financial Management Officer
00000738

FAS Financial Services Divisio

Craig Simmons
0 Contract Specialist
00000027

Branch C

Include Acquisition Element and Implements Procurement Responsibilities Specific Measure | 8
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4. Inthe Create Documents dialogue box, enter or click the calendar icon to select the Period
Begin Date and the Period End Date for the performance document.

5. Choose Performance Document from the Document Type drop-down menu.

6. Select Yes from the Clone from Prior Document field to create a new performance plan that
already includes the Acquisition critical element.

7. Select the magnifying glass to the right of the Prior Document field, and choose the past
performance plan you would like to clone from those listed. The employee’s name will

populate the Prior Document field, and details of the plan will appear just below. Select
the Create button at the top right to continue.

Cancel Create Document ‘%
| Period Begin Date | 10/01/2019
Period End Date | 09/30/2020
Document Type Performance Document ﬂ
Clone from Prior Document ! Yes t
Prior Document % Q|
10/01/2017 09/30/2018 GSA Annual Performance Plan Preview

8. The newly created performance document will appear. Select the document to open and
edit it.

€ Manager Self Service Team Performance

Current Documants 1
Create Documaents
Current Documents
Hislarical Documents
v
- Period Begin/  Next Due
Name / Job Title Document Type Document Status Period End Date
i Eslablish Performance Plan 1040172018
Performance Document 111142018 3
IT Specialist 032018

9. On the Establish Performance Plan page, select the Expand All option to review all sections
of the performance plan.

10. Under the Acquisition section, update the percentage this specific measure will be weighted

[Performance Process H « Return to Current Documents save
Performance Document
Steps and Tasks (<2
Establish Performance Plan - Update and Approve & Print
Performance Document
10/01/2018" 09/30/2019 Overview
- e
Establish Performance Plan ~ Section 2 - GSA Elements
Due Date 11142016
SApdanEndSInmE GSA Elements will be evaluated by: Employee, Manager, Other Participant
~ Expand | » Collapse | IfgOrganizational Goals & Objectives | [& Add Critical Element
»/© Complete Mid-Year Progress Review
Due Date 0513112019
¥ Acquisition
»/© Nominate Participants
Due Date 111142010 Measurement B 7a
* Critical: Yes
» © Review Participant Evaluations * Stretch Goal: No
Due Date 11142019
Weight 0 o
»© Review Employee Self-Assessment
Due Date 11142019 Aligns To
o Organizational
Complete Manager Evaluation Goals & Objectives
Due Date 11142019
+

Include Acquisition Element and Implements Procurement Responsibilities Specific Measure | 9
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12. On the Add a Specific Measure screen, select the radio button Add pre-defined Specific
Measure, and choose the Next button.

Performance Process o « Performance Document
Fteps and Tasks & ow | Adda Specific Measure

You have chosen to add & new Specific Measure.
Performance Document

You can either enter a new Specific Measure on your own, or choose a Specific Measure already
1012018 - 0B/E02019 Overview

defined in the system. When you are finished, select the Next button o continue.

= Estsblish Performance Plan
DueDate  11/14/2018

' Add your own Specific Measure

Return

Updste and Submit

Complate Mid-Year Progress Review
DueDate 05312018

Mominate Participants

Duia D

13. On the Add a GSA Elements Specific Measure screen, leave the Specific Measure field blank,
and select the Search button.

ferformance Process @« | performance Document

teps and Tasks ¢ o~ | Adda GSA Elements Specific Measure

Search Criteria

[rerformance Document Specific Measure |

o/o1/2018 - 0903072010 COverview
Search Clear
o Estsblish Performance Plan
DueDate 111142018
Return

Update and Submit

. Complete Mid-year B Beuisw

14. From the Search Results, select the checkbox by Implements Procurement
Responsibilities, and choose the Add Specific Measure(s) button to continue.

Performance Process B «

Performance Document
Steps and Tasks ¢ ¢ Adda GSA Elements Specific Measure

Performance Document
10/01/2018~ 09/30/2019 Overview

Search Criteria

Specific Measure

~ ®© Establish Performance Plan
Due Date 1111422018

© Update and Submit Search Clear

* © Complete Mid-Year Progress Review Search Results

Due Date 05212019

5 1-10f1 v

* © Nominate Participants

Due Date 1111422019

GSA Elements Specific Measure(s)

* O Review Participant Evaluations

Due Date 11/1412019

| vl Implements procurement responsibilities

* O Review Employee Self- ment
Due Date 1111412019
Select All Deselect All

*» © Complete Manager Evaluation |

Due Date 111142019 Add Specific Measure(s) |

Return

15. The Implements Procurement Responsibilities specific measure will appear under the
Acquisition section.

Include Acquisition Element and Implements Procurement Responsibilities Specific Measure [ 10
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Performance Process 8 «

Performance Document
Steps and Tasks (o S

Establish Performance Plan - Update and Approve
w Acquisition

Performance Document
10/01/2018° 09/30/2019 Overview Measurement
* Critical: Yes
* Sfretch Goal: No

* © Establish Performance Plan

Due Date 111142016 Weight 0| =g
© Update and Submit
Aligns To
Organizational
* © Complete Mid-Year Progress Review Goals & Objectives
Due Date ossnzo1s
* © Nominate Participants
Due Date 2018 procurement ibilit PR

1 - The quantity or quality of the employees work is not adequate for the position or

organizational needs. Tasks are not completed with the required accuracy and

& thoroughness. Products are not completed within established timeframes or require major
revision because they are incomplete or inaccurate. Lack of adherence fo required

* @ Review Employee Seli-Assessment procedures, instructions, and formats contribute to inadequate work products. Deficiencies

* © Review Participant Evaluations
Due Date /142018

Due Date 171472 create adverse consequences for the organization or create unacceptable burdens for other
personnel. The employees lack of cooperation with customers, supervisor, and/or
* © Complete Manager Evaluation coworkers, ar loss of credibility due to imesponsible communication or work activity,
Due Date «+1a2018 interferes with the successful completion of the work.

2 - As applicable, individually usually within it goals, quality r , cost
and timeframes

*Prepares requirements confract documents

*Requirements are documented and minimally identify outcomes.

*Proposal evaluations are documented

*Participates in negofiations as part of the technical team. Communicates with the
contracting officer.

*Demonstrates a minimal understanding of the contract’s technical requirements as well as
the terms and conditions.

*Tracks and inspects contract deliverables/services according to the confract requirements.
Performs acceptance and support management of technical issues. Documents actions
according to policy.

*Evaluates contractor's performance in accordance according to agency format and
procedures

*Communicates with the contracting officer, contractor. and others in a professional
manner.

*Submits security badges for contractor support personnel. Maintains accountability of
security badges for contractor support personnel. Collects and retums security badges
when no longer eligible for use or required.

*Wiritten and oral communications related to the performance of activities are prepared

16. To edit the Acquisition critical element or the Implements Procurement
Responsibilities specific measure, click on the pencil icon.

Performance Process & «

. Performance Document
Steps and Tasks Lo S

Establish Performance Plan - Update and Approve
Performance Document . .
10/01/2018- 09/30/2019 Overview GSA Elements will be evaluated by: Employee. Manager. Other Participant
-« Expand | » Collapse = Organizational Goals & Objectives | [ Add Critical Element
™ © Establish Performance Plan
Dus Date + + Acquisition

o Update and Submit Measurement - B
= Critical: Yes =
» Sireich Goal: No

* © Complete Mid-Year Progress Review
Due Date o5 3 Weight 0] =%

%

]

Nominate Particip:
Due Date 1114

ants Aligns To
- Organizational
Goals & Objectives

* © Review Participant Evaluations
Due Date wiaz01s

* @ Review Employee Seli-Assessment its procurement ibili
Due Date 1 19

1 - The quanfity or quality of the employees work is not adequate for the position or
organizatienal needs. Tasks are not completed with the required accuracy and
thoroughness. Preducts are not completed within established timeframes or require major
revisicn because they are incomplete or inaccurate. Lack of adherence fo required
precedures, instructions, and formats contribute o inadequate work products. Deficiencies
create adverse consequences for the organizafien or create unacceptable burdens for other
personnel. The employees lack of cooperation with customers. supervisor, and/or
coworkers, or loss of credibility due to imesponsible communication or work activity,

* © Complete Manager Evaluation
Due Date

17. Edit the Acquisition critical element or the Implements Procurement Responsibilities
specific measure and click Update. Note: By editing the Implements Procurement
Responsibilities specific measure you can now add other levels of performance.

Include Acquisition Element and Implements Procurement Responsibilities Specific Measure | 11
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Performance Process # | Performance Document
Steps and Tasks c i Edit Sub-ltem
— Acquisition
Performance Document Title p it r ibilities
10/01/2018° 09/30/2019 Overview Standards 1.5 =
"T[ejel's 8 - Fort  -||Se -||B I U|l= 3= A-B-0| g
* ® Establish Performance Plan Required) —
Due Date 11142018 -
© Update and Submit 5
4
* © Complete Mid-Year Progress Review
Due Dale csazo1e |
* © Nominate Participants
Due Date 1142018 v
« Tha ousntibe o aualit of tha amolowses wark i nck adeouste foc tha
* © Review Parlicipanl Evalualions
Due Dale 11am01s
Return

18. Choose the Save button at the top right of the screen to save the performance plan.

Performance Process &«

Steps and Tasks c i

Establish Performance Plan - Update and Approve

@it
Performance Document Allie Memillan
100172018 0973072019 Overview | Actions~
Job Title 1T Speciaist Manager  Udval Jones
='© Establish Performance Pian - Document Type  Rerformance Document Period 10012016 - 031302019
Due Date rv14z010
Template  GSAAnnual Performance Plan Document 1D 3
© Update and Submit 4
Status In Progress Due Date 11142018

50 Complete Mid-Vear Progress Review | Add. Update or review the performance crietia (goals andior responsibiltes) that the employee pians to accomplish during the performance period. Make any necessary
P adjustments 10 the crteria and feview your ehanges with the employee. Once the performance critria is correc, select the "Sign and Submit” button to complete this
- step)

* © Nominate Partcipanis « ExpandAll | » Collapse Al | [[3TAB Format | i Adiust Dates

+/© Review Partcipant Evaluations

Due Date ~ Section 1 - Position Description Review Certification

1 Review Employee SolfAssessment Posiion Description Review Cerification uill be evauated by Employee, Manager
« Expand | '+ Golapse | & Add ltem %
*'© Gompiete Manager Evaluation

Due Date e » Pesition Description Review Certification

¥ Section 2 - GSA Elements

5 Elements wil be evaluated by: Employes, Manager, Other Particpant
“/Expand | (> Collspse | g Organizational Guals § Objectives | & Add Citical Element

~ Acquisition

Measurement 2
+ Cittcal. Yes = s a
+ Stretch Goal: No

weight | 0| %

19. Choose the Save button at the top right of the screen to save the performance plan. You

have successfully added the mandatory Acquisition Critical Element and Implements
Procurement Responsibilities Specific Measure to the performance plan.

Establish Performance Plan - Update and Approve G Print | [ Notiy | ) Export
Actions~
Job Title Supervisory Contract Specialis Manager
J Document Type Performance Document Period 1070172018 - 08¥30/2010
Template GSA Annual Performance Plan DocumentID 1

‘ Status In Progress Due Date 11/14/2018

@ You have successfully seved this document.

Clone prior performance plan without Acquisition critical element

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

Manager Time Manager Request Action Approvals AddMaintain Empl Checklist
]
Ala
—t—
L )
BLA BLE LA

G5A Telework Agreement GSA Regular Telework Agreem... Team Performance

- -

1 In Frograss Documents

Query Viewer Manage Delegation Manager Analytics and Reports

ORACLE
PEOPLESOFT

£ Manager Salf Service Team Performance
Current Documents 1
Current Documents Ste Docimer
Historical Documents
h 4
Period Begin ] Next Due
Name [ Job Title Document Type Document Status Period End Date
Establish Performance Plan 10012018
Perormance Docurment 11142018
IT Specialist 0R/30/2019

3. APerson Selector dialogue box will appear. Select the employee for whom you would like
to create the performance plan, and select the Continue button.

Cancel Person Selector

» Search Options

Select Employees 19 rows
o
O Name / Title / ID Directs / Total Department
Angel Contreras A
[m} Budget Analyst Operations Division
00000743
Bernard Cooper
7] Financial Management Officer FAS Financial Services Divisio
00000738

Craig Simmons
O Contract Specialist Branch C
00000027

4. Inthe Create Documents dialogue box, enter or click the calendar icon to select the Period

Begin Date and the Period End Date for the performance document.

Choose Performance Document from the Document Type drop-down menu.

6. Select Yes from the Clone from Prior Document field to create a new performance plan that
does not already include the Acquisition critical element.

“u
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7. Select the magnifying glass to the right of the Prior Document field, and choose the past
performance plan you would like to clone from those listed. The employee’s name will
populate the Prior Document field, and details of the plan will appear just below. Select
the Create button at the top right to continue.

Create Document

Period Begin Date | 10/01/2019
Period End Date | 09/30/2020
Document Type @ Performance Document ﬂ

Clone from Prior Document 3 Yes [

Prior Document x Q ‘

10/01/2017 09/30/2018 GSA Annual Performance Plan Preview

8. The newly created performance document will appear. Select the document to open and

editit.

€ Manager Self Service

Currant Documants.

Historical Documents

Team Performance

Create Documents
Current Documents
v
. Period Begin [ Next Due
Name / Job Title Document Type Document Status Period End Date
Eslablish Perlormance Plan 100172018
Performance Document 1114208 »
IT Specialist 0%/3052019

9. On the Establish Performance Plan page, select the Expand All option to review all sections
of the performance plan.

10. Choose the Add Critical Element hyperlink under the GSA Elements section.

Performance Process
Steps and Tasks

Performance Document
10/01/2018 - 09/30/2019

~ © Establish Performance Plan
DueDate 111142018

© Update and Submit

* O Complete Mid-Year Progress Review

DueDale  05/31/2019

»' O Nominate Participants
Due Date 1111472019

}' O Review Participant Evaluations
Due Date 111472019

*'© Review Employee Self-Assessment
DueDate 111142019

* © Complete Manager Evaluation
Due Date 111142019

_© e~  Establish Performance Plan - Update and Approve

© “ | Performance Document BTG CiaRT agiens | Seve

Actions ~
Overview Job Title IT Specialist (CUSTSPT) Manager
Document Type Performance Document Period 10/01/2018 - 09/30/2019
Template GSA Annual Performance Plan Document ID 42366
Status In Progress Due Date 11/14/2018

Add, update or review the performance criteria (goals and/or respensibilities) that the employee plans to accomplish during the performance period. Make any
necessary adjustments 1o the criteria and review your changes with the employee. Once the performance criteria is correct, Select the "Sign and Submit*
button to complete this step.

| - Expand All I »  Collapse All | [ TAB Format | [] Adjust Dates

Section 1 - GSA Elements

GSA Elements will be evaluated by: Employee, Manager, Other Partici
~ Expand | » Collapse | kg Organizational Goals & Objectives || B, Add Critical Element
Training Coordination J j

Communications development

Team C ion and Indivi Expertise D

Customer Satisfaction and Customer Relationship Improvement

£SjPrint | 7 Nolify | & Export

| | Sign and Submit

11. Choose the Add pre-defined element radio button, and select the Next button.
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Performance Process @ € Performance Document

Steps and Tasks T av Add Element

Performance Document
10012018 - 09/3072019 Overview - Add your own element

Add pre-defined element I

N Q Copy element from my Documents
~ © Establish Performance Plan

Due Date 1111472013 () Copy element from My Team's Documents
@ Update and Submit

' © Complete Mid-Year Progress Review
DueDale  D5/31/2019 Retum

' © Nominate Parlicipants
Due Date 1171472019

12. On the Add a Pre-Defined Element screen, choose Element Group from the Element

Group Type drop-down menu and Acquisition Elements from the Element Group drop-
down menu.

13. Select the Search button.

Performance Process * o«

Performance Document
Steps and Tasks ¢ : | Add a Pre-Defined Element

To search for Elements to add to the document select the search button. You can also enter search criteria to help refine your results.
Performance Document

10/01/2018~ 09/30/2019 Overview Search Criteria
Title
~ © Establish Performance Plan
Due Date 1111412018 Element Group Type | Element Group hd N
© Update and Submit -
Element Group | Acquisition Elements V[

* O Complete Mid-Year Progress Review
Due Date 0513112019

Ctoar
* O Nominate Participants

Due Date 111412019
Return

} O Review Participant Evaluations
Due Date 11/1422019

» O Review Employee Self-Assessment
Due Date 11/1412019

14. From the Search Results, select the checkbox by Acquisition, and choose the Add button to

Performancs Process # | performance Document
Steps and Tasks ¢ i Add aPre-Defined Element
To search for Elements to add to the document select the search button. You can also enter search criteria to help refine your restits.
Performance Document
10/01/2018" 09/30/2019 Ovenview | Search Criteria
Titl

*' @ Establish Performance Plan e

Due Date risz0re Element Group Type | Element Group v

© Update and Submit
Element Group | Acquisition Elements -

»© Complete Mid-Year Progress Review

Due Date 05312019
* © Nominate Participants Search Clear

Due Date 1142019
»/0 Review Participant Evaluations Search Results

Due Date 11142019

5 f1 v

»/© Review Employee Self-Assessment

Due Date 11142019

GSA Elements

»© Complete Manager Evaluation

Due Date 11142019

Acquisition
Select All Deselect Al
Retum

15. Under the Acquisition section, indicate the percentage this specific measure will be
weighted in the Weight field.

16. Select the Add Specific Measure hyperlink.
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Performance Process &« Return to Current Documents —
Performance Document
Steps and Tasks c
Establish Performance Plan - Update and Approve @ Print
Performance Document
10/01/2018~ 09/30/2019 Overview
-e
Establish Performance Plan ~ Section 2 - GSA Elements
Due Date 11142016
SR e ol GSA Elements will be evaluated by: Employee, Manager, Other Participant
< Expand | » Collapse | HgOrganizational Goals & Objectives | [ Add Critical Element
» © Complete Mid-Year Progress Review
Due Date 0513172019
¥ Acquisition
»/© Nominate Participants
Due Date 11142019 Measurement 2 70
* Critical: Yes !
» © Review Participant Evaluations * Stretch Goal: No
Due Date 11142019
Weight 0
* © Review Employee Self-Assessment
Due Date 11142019 Aligns To
Organizational
» © Complete Manager Evaluation Goals & Objectives
Due Date 11142019
¥

17. On the Add a Specific Measure screen, select the radio button Add pre-defined Specific
Measure, and choose the Next button.

Performance Process o « Performance Document
kteps and Tasks 2 o~ Adda Specific Measure

“fou have chesen to add a new Specific Measure.

Parfo D nt
rmancs Lpsums Wou can either enter a new Specific Measure on your own, or choose a Specific Measure already

101012018 - 08/30/2018 Overview defined in the system. When you are finished, select fhe Mext buton to confinue.

= Estsblich Performance Plan
Due Date 11142018
Update and Submit

i Add pre-defined Specific Measure I

O Add your own Specific Measure
Complete Mid-Year Progress Review
Due Date  05/21/2010

Mominate Participants

Do Dicic Adladmpan

18. On the Add a GSA Elements Specific Measure screen, leave the Specific Measure field blank,
and select the Search button.

erformance Process @ “ | performance Document

teps and Tasks & o~ | Adda GSA Elements Specific Measure

Search Criteria

Performance Document Specific Measure |

0012018 - 0302010 Overview
Search Clear
- Estsblish Performance Plan
Due Date 11142018
Return

Update and Submit

Coooplete Mid - ear Progrece Brayisy

19. From the Search Results, select the checkbox by Implements Procurement
Responsibilities, and choose the Add Specific Measure(s) button to continue.
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Performance Process B «

Steps and Tasks (&5

Performance Document
10/01/2018~ 09/30/2019

Overview

~ ®© Establish Performance Plan
Due Date 1111422018

© Update and Submit

* © Complete Mid-Year Progress Review
Due Date 05312019

*» © Nominate Participants
Due Date 1111422019

* O Review Participant Evaluations
Due Date 11/1412019

Performance Document
Add a GSA Elements Specific Measure

Search Criteria

Specific Measure

Search Clear

Search Results

==

GSA Elements Specific Measure(s)

Implements procurement responsibilities

* O Review Employee Self- ment
Due Date 1111412019

*» © Complete Manager Evaluation
Due Date 1111412019

Select All Deselect All

Add Specific Measure(s)

Return

of 1

20. The Implements Procurement Responsibilities specific measure will appear under the

Acquisition section.

Performance Process - B

Steps and Tasks o

Performance Document

10/01/2018- 09/30/2019 Overview

~ ® Establish Performance Plan
Due Date 1412018

o Update and Submit

* @ Complele Mid-Year Progress Review
Due Date csatizote

* © Nominate Participants
Due Date

* © Review Participant Evaluations
Due Date 111142018

* © Review Employee Seli-Assessment
Due Date /142018

* © Complete Manager Evaluation
Due Date 111142018

Performance Document

Establish Performance Plan - Update and Approve

* Acquisition
Measurement

* Critical Yes
* Sirefch Goal: No

Weight 0| %

Aligns To
‘Organizational
Goals & Objectives

procurement

1 - The quantity or quality of the employees work is not adequate for the pesition or
organizational needs. Tasks are not completed with the required accuracy and
thoroughness. Products are not completed within established timeframes or require major
revision because they are incomplete or inaccurate. Lack of adherence fo required
procedures, instructions, and formats contribute to inadequate work products. Deficiencies
create adverse consequences for the organization or create unacceptable burdens for other
personnel. The employees lack of cooperation with customers, supervisor, andfor
coworkers, or loss of credibility due to imesponsible communication or work activity,
interferes with the successful completion of the wark.

2 As applicable, individually usually within
and timeframes

*Prepares requirements confract documents.

*Requirements are documented and minimally identify outcomes

*Proposal evaluations are documented.

*Participates in negefiations as part of the technical team. Communicates with the
contracting ofiicer

*Demonsirates a minimal understanding of the contract’s technical requirements as well as
the terms and conditions

*Tracks and inspects contract deliverables/services according to the contract requirements
Performs acceptance and support management of technical issues. Documents actions
according to policy.

*Evaluates conlractor's performance in accordance according to agency format and
procedures.

*Communicates with the contracting officer, contractor. and others in a professional
manner.

*Submits security badges for contractor support personnel. Maintains accountability of
security badges for contractor suppor personnel. Collects and retums security badges
when no longer eligible for use or required.

*Written and oral communications related to the performance of activities are prepared.

goals, quality r cost

21. To edit the Acquisition critical element or the Implements Procurement

Responsibilities specific measure, click on the pencil icon.

Include Acquisition Element and Implements Procurement Responsibilities Specific Measure | 17




HRALINGS

Bringing systems together to better serve you!

Performance Process B o«

Performance Document
Steps and Tasks c

1P&%u|:;10a:1;_e I:\uogcgrur:ggﬁg Overview GSA Elements will be evaluated by: Employee, Manager, Other Participant

= Expand | v Collapse | HgOrganizalional Goals & Objeclives | g Add Criical Element
~ © Establich Performance Plan

Due Date 11142018 ~ Acquisition
© Update and Submit Measurement : B
* Critical: Yes -

* Stretch Goal: Mo
* © Complete Mid-Ye

r Progress Review

Due Date osa Weight 0 %
* © Nominate Participants
Aligns To
Due Date . Organizational

Goals & Objectives
* © Review Participant Evalualions

Due Date
* O Review Employee Self-Assessment Implements procurement responsibilities
Due Date 11142018
y 1 - The quantity or quality of the employees work is not adequate for the position or
v o \
SS;"EI;IS '_“73_"39_5’ Evaluation organizational needs. Tasks are not completed with the required accuracy and

thoroughness. Products are not completed within established timeframes or require major
revision because they are incomplete or inaccurate. Lack of adherence to required
procedures, instructions, and formats contribute to inadequate work products. Deficiencies
create adverse consequences for the organization or create unacceptable burdens for other
personnel. The employees lack of cooperation with customers, supervisor, andfor
coworkers, or loss of credibility due fo imesponsible communication or work activity,

i . il ioc ofin )

22. Edit the Acquisition critical element or the Implements Procurement Responsibilities
specific measure and click Update. Note: By editing the Implements Procurement
Responsibilities specific measure you can now add other levels of performance.

Performance Process & o«

Performance Document

Steps and Tasks c i Edit Sub-ltem
— Acquisition
Performance Document Title p it ilifies
10/01/2018°  09/30/2019 Overview
St s | [% - e lisee e s ull=
3
* ® Establish Performance Plan Required) -
Due Date /142018 -
© Update and Submit 5
4
' © Complete Mid-Year Progress Review
Due Dale can1z01s &3 |

* @ Mominate Participants
Due Date s:1az0is

- Tha nuEntite e auElin of tha amelnuess wark i3 nnt adanmte far tha

* © Review Participant Evaluations
Due Date s:1am01g

Return

23. Choose the Save button at the top right of the screen to save the performance plan.
Performance Process 8 «

Steps and Tasks c i

Establish Performance Plan - Update and Approve

@it
Performance Document All
10/01/2018"  09i30/2013 Overview Actions =

Job Title 1T Spesialist Manager Udval Jones
=/® Estabish Performance Pran o Document Type  Performance Document. Period 10012018 - 081302019

P Template  GSAAnnual Performance Plan Document 1D 3
© Update and Submit -
Status  In Progress Due Date 11142018

+0 Compiets Midear Progress Review | AGG. Update of review the performance riteia (goals ancior responsibiliies) that the employee pians to accomplish during the performance period. Make any necessary

adjusiments to the crteria and review your changes with the smployee. Once the performance criteia is corect, ssiect the "Sign and Submit” button 1o complete this
step.

* © Nominate Paricipanis « ExpandAll | » Collapse Al | [[3TAB Format | i Adiust Dates

* © Review Participant Evaluations
Due Date 142 ~ Section 1 - Position Description Review Certification

+/© Review Employee Seff-Assessment

5 Posiion Description Review Ceriification vill be evaluated by: Employee, Manager
« Expand | Gollapse | & Add ltem %
*/© Gompiete Manager Evaluation
Due Date s

» Position Description Review Certification

¥ Section 2 - GSA Elements

G54 Elements will bs evaluated by: Employes, Manager, Other Participant
- Expand | » Collapse | Mg Organizational Goals & Objectives | [ Add Crfical Element

~ Acquisition

Measurement 2
* Giltcal. Yes = 7z a
+ Stretch Goal: No

weight | 0| %

24. Choose the Save button at the top right of the screen to save the performance plan. You
have successfully added the mandatory Acquisition Critical Element and Implements
Procurement Responsibilities Specific Measure to the performance plan.
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Performance Document
Establish Performance Plan - Update and Approve
Actions=

Job Title Supervisory Contract Specislis
J Document Type Performance Document

Template GSA Annusl Performance Plan
‘ Status In Progress

@ You have sucoessfully seved this document.

Manager
Period 10/01/72018 - 0D/302010
DocumentID 1
Due Date 1111472018

- cmumm‘ S s b

& Frint | 7 Notity | ) Export
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