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Creating Performance Plans

After HR Administrators have created the documents for the current fiscal year (or the manager
has cloned their direct reports’ performance plans for the current fiscal year) the employee,
manager, and manager’s manager all have an active role in the performance planning process.

This document includes the steps that managers should follow to complete the Establish
Employee Criteria Step when creating performance plans.

Step 1: Log into the Route 88 URL https://route88.state.ga.us
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Logging in on this screen will take you directly to the Main Menu screen for PeopleSoft HCM.
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Step 2: Click on Manager Self-Service

ORACLE

Personalize Content | Layout

Menu
Search:

lassi

- Self Senice
> Manager Self Senvice
i Agency Security
[ Benefits

[ Compensation

- Payroll for North America

- Warkforce Development

- Organizational Development
> Enterprise Learning

> Workforce Monitoring

- Set Up HRMS

[ Worklist

[ Reporting Tools

I PeapleTools

- Change My Password

|- My Persanalizafions

- My System Profile

|- My Diclionary

Home:

=

Add to Favorites

H10% -

Step 3: Click Performance Management

| Search:
®

1> My Favorites
1> Self Senvice:
Vianager Seif Senvice]
I Time Management
I Job and Personal
Information

nt
b Performance Managemen
Career Planning

- Review Transactions

> Workforce Administration

> Time and Labor

- Global Payrall & Absence
Mgmt

- Workforce Development

- Organizational Development

> SetUp HRMS

> Enterprise C

@‘F\

W Revew

5 Manager Self Service

Review Transactions

Navigate to self service information and activities for people reporting to you

Time Management

that you

S—

Learning and Development

Add and review information related to learning
and development for employees.

=l Training and Develooment Home:

= Training Summary

= Request Training Enroliment
10 More...

Planning

ﬁ-‘l‘l_?
> Worklist il
> Reporting Tools

|- Change Wy Password
|- My Personalizations
I My System Profile

| My Dictionary

lanage employee Succession Plans
=] Succession 360°
= Manage Succession Plans

v

, view and approve
reported and payable time, absence and
overtime requests, exceptions, and more.
[ Manage Schedules
1 Approve Time and Exceptions
3 Regort Time:

2More

Performance Management

Plan, evaluate and manage performance and
development for your workforce.

3 Performance Documents

=] Approve Documents
B More...

Workist | Add to Fav

Sign out

job and Personal Information
Manage job and personal information for your
employees.
= View Emplovee Personal info

Career Planning

Wanage Career Planning Self Service
= Manage Career Plans

=] Career Progression Chart

EMPLOYEE/HRIMS/c/ROLE_MANAGER.HCM_APPR_STATUS,GEL?PORTALPARAM P| [ ||

[ mternet
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Step 4: Click on Performance Documents

[ My Favorites
(> Self Service
[EdVanager Self Sen

> Time

o
ﬂ] Performance Management
Plan, evaluate and manage performance ant o™

] o

rformance Documents

QEmEnt for your workforce.

Mass Approvals

[ Job and Personal
Information
I Leaming and D

Manager Mass Approvals
documents for your workforce.

=] Create Documents

=] Current Documents

[ Performance it
[> Career Planning
I> Succession Planning
— Review Transactions

(- Workforce Administration

[ Time and Labor

(> Global Payroll & Absence
Mgmt

[ Workforce Development

[ Organizational Development

(- Set Up HRMS

- Enterprise Components

> Worklist

(> Reporting Tools

- Chanage v Password

I~ My Personalizations

- My System Profile

|- My Dictionary

=] Historical Documents

=] View-Only Documents
E’ View Approval Status

View the approval status of documents that
you own

= Approver Doc Status Report
Approver Doc Status Report

Mana er Review Rating Report

= Maintain Performance Hotes
Nanager Review Rating Report

Enter notes regarding an employes's
performance.

| Workist | Add to Favorit

rove Documents

1
=l

that is in your approval queue.

= Approver Review Rating Report
Approver Review Rating Report

= Change Document Due Date
Change the due date of a performance
document

Sign out

Approve or deny a performance document

fate.ga.L

http

fhr91 dev/EMPLOYEE{HRIMS/s/WEBLIE_PTPP_SC, HOMEPAGE. FisldFormula I5cript_appHPasc | |
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Step 5: Click on Current Documents

(- My Favorites

(> Self Service

idhan.
[ Time Management
I> Job and Personal

Information

I> Learning and Development
[ Performance Management
I Career Planning
I Succession Planning
- Review Transactions

(- Workforce Administration

[ Time and Labor

(- Global Payroll & Absence
Mgmt

[ Workforce Development

[ Organizational Development

(- Set Up HRMS

[ Enterprise Components

(- Worklist

[- Reporting Tools

(~ Change My Password

I~ My Personalizations

(— My System Profile

[ My Dictionary

ﬁ Performance Documents

Create, update, and view performance documents for

E Create Documents
Create performance documents for your
direct reports.

Current Documents
Update or view your employess

[[=] View-Oniv Documents
View performance documents for direct and
indirect reports.

=T Viiew your empioyees' completed
performance documents.

Sign out
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Step 6: Click on the employee’s document.

Note: Click on the applicable document (Annual Performance Review, Mid-Year Performance
Review or Quarterly Performance Review). Based on where you are in the performance cycle,
you may see multiple links for each employee (as shown below). When starting your plans, be
sure to choose the link for the appropriate begin/end dates.

ORACLE
[ |

Search: Mew Window | Help | customize Page | 5,
@ Current Performance Documents
> My Favorites

- Self Senice Listed below are the current performance documents for which you are the Manager.
> Manager Self Senvice
I> Time Management
[> Job and Personal

Information Employee Mid Initial Document Tuns Begin Date  [End Date [Job Title Status Dej
I Compensation and Stock

> Learning and Development
= Performance Management
< Performance Documents

Create Documents Annual Performance

orical Documents TS Office Admin
e D #nnual Performance Revew  07/0112014 06802015 oo o'l
— Mass Approval
- Approve Dacuments
- View Approval Status
- Manager Review Rafing

Home | Workist | AddtoFavortes |  Sianout

Performance Documents. Customize | Find | (2]

Annual Performance Review 07/31/2014 06/30/2015 8S: Clerk (EL) InProgress 4604]

eview 07/01/2011 06/30/2012 8S: Clerk (EL) InProgress 4604]

In Progress 4601

Repol
— Maintain Performance
Notes
— Review Transactions
[ Agency Security
[ Warkforce Administration
I Benefits
- Compensation
> Payroll for North America
- Workforce Development
I Organizational Development
1> Enterprise Learning
I Workforce Monitoring
> Set Up HRMS
I Worklist
> Reporting Tools
I PeopleTools
|- Change My Password
|- Iy Personalizations
|- Iy System Profile
|- My Dictionary

4 J ﬂ

Done [ [ [ [ | mtemet H100% -

Note: All of the manager’s direct reports documents should be listed. If you do not see all of
your direct reports, contact your agency’s HR Administrator.

Step 7: Click on Start next to Establish Evaluation Criteria

ORACLE’
Home | Workist | AddtoFavortes | Signout
Search: New Window | Help | Customize Page | B,
&

Current Performance Documents

> My Favorites

- Self Service Document Details
[~ Manager Self Senice
1> Time Management SS: Clerk (EL)
[> Jab and Personal Annual Performance Review: 07/01/2014 - 06/30/2015
Information

[» Compensation and Stock Performance Document Details

> Learning and Development

ES Job Title: S9: Clerk (EL)
< D Type:  Annual Performance Review Period: 0710112014~ 06/30/2015
qaiiedte Documents Template: Annual Performance Review DocumentID: 569837
entDocument Manager: Status: In Progress
orical Documents

-Only Documents Document Progress
— Mass Approval > o
~ Aporove Documents step status Ducbate  |Action ... ction
— View Approval Status
— Manager Review Rating Establish Evaluation Criteria < Not Started 01/01/2015 Start al
Report
~ Maintain Performance
Notes
- Review Transactions
I Agency Security
> Workforce
> Benefits
- Compensation Return to Select Documents
> Payroll for North America
[ Warkfarce Develapment
> Organizational Development
> Enterprise Learning
- Workforce Monitoring
> Set Up HRMS
> Worklist
I Reporting Tools
I PeopleTools
|- Change My Password
|- My Personalizations
I My System Profile
|- My Dictionary

Review Self Evaluation O Not Started 07/31/2015

Complete Manager Evaluation < Not Started 07/31/2015

Done [T [ [ [@mtemet 0% -
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Note: If this step has been previously started without completing, the Start button will no longer
appear. You will need to click on Edit in order to continue this process.

Section 1: Core/Individual Competencies

ORACLE

Home | Workist | AddtoFavortes |  Sianout

Search: New Window | Help | Customize Page | 5, =]
> My Favorites Performance Document - Mid-Year Performance Review

[+ Self Senice
> Time Reporting
> Personal Information

Performance Criteria

I> Payroll and G .S Hum Res Specialist (WL)

I> Benefits Mid-Year Performance Review: 07/01/2012 - 12/31/2012
= Performance Management
= My Perfarmance
Sosire Save & 5 Retum to Document Detail
- Historical Documents | gypang a Collapse All Expand Sections
— Performance Notes
— Leave Balance + Section 1 - Corel/Individual Competencies
— Emplovee Reimbursement
— Personal Leave Election Corefindividual Competencies will be evaluated by: Employee, Manager
— Manaqge Delegation D p
Manage Delegation Expand Collapse

I Manager Self Service

[ Workforce Administration

> Benefits

I Payroll for North America > Teamwork and Cooperation
| Workdorce Development

| Organizational Development » Results Orientation

> Enterprise Learning

I- Workforce Monitoring * Accountability

[ SetUp HRMS

I Worklist .
I Reporting Tools * Judgement and Decision Making

- PeapleTools
|- Change My Password Add Core/individual Competencies
|- My Personalizations
|- My System Profile

|- e Cidtiona Section Summary

Section Weight:| 2% & (not less than 25%)

= Section 2 - Individual Goals

Individual Goals will be evaluated by: Emplayee, Manager
Add Individual Goals

[T [ [ [@memet 0% -

The Statewide Core Competencies are pre-populated for all employees. Based on the employee’s
role, additional competencies would have to be added to this section.

There are five Statewide Core Competencies.

. Customer Service Orientation

. Teamwork and Cooperation

. Results Orientation

=  Accountability

. Judgment and Decision Making

There are two additional Leadership Competencies pre-populated for employees in managerial
jobs.

= Transformers of Government
. Talent Management

Note: If your Manager’s plan does not have the two additional Leadership Core Competencies
they can be added in Section 1 along with the additional Competencies.

Click the Expand All link to view the details of each Core/Individual Competency.
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Home | workist | AddtoFavortes | Signout

Search: New Window | Help | Customize Page | B, =]
[ My Favorites Performance Document - Mid-Year Performance Review
[ Self Senice O

© Time Reporting Performance Criteria

I Personal Information

> Payroll and C . PS:Hum Res Specialist (WL)

> Benefits Wid-Year Performance Review: 07/01/2012 - 12/31/2012

<

= My Performance
Documents

Save & ' Relum to Dacument Detail

— Historical Document;

p: p: Expand Sections
 Bariormance loles Expand All Collapse All Expand Sections
— Leave Balance N Section re/individual Competencies
- Emplayee Reimbursement
— Personal Leave Election c c will be evaluated by: Employee, Manager
— Manage Delegation Expand
i Manager Self Senvice S Collapse
P ozl ey » Customer Service ]
> Workforce Administration
- Benefits
b Payrol for North America » Teamwork and Cooperation

[ Workforce Develapment

[ Organizational Development } Results Orientation

> Enterprise Learning

[ Workforce Monitoring P Ao

> Set Up HRMS

> Worklist

[ Reporting Toals » Judgement and Decision Making

I PeopleTools
|- Change My Password
|- My Personalizations
I My System Profile

|- My Dictionary

Add Core/individual Competencies

Section Summary

Section Weight: % (notless than 25%)

= Section 2 - Individual Goals

Individual Goals will be evaluated by: Employee, Manager
Add Individual Goals

[ [ [ [@mtemet H100% -

Step 8: If additional competencies need to be added to the performance document, click on
the “Add Core/Individual Competencies link.

_; out

ORACLE
Menu &

| cemessy Templte os032012 T:4eam | N

Search:
®
I My Favorites
[ Seir Senice Description
> Time Reporting Accepts full responsibility for self and contribution as a team member,
I Personal Information displays honesty and truthfulness; confronts problems quickly, displays a
> Payroll and Compensation strong commitment to organizational success and inspires others to commit
I Benefits to goals; demonstrates a commitment to delivering on hisiher public duty
P and oneself as a credible representative of the Agency and State
My Performance to maintain the public’s trust
Documents * Critical: Yes
Historical Documents
- Berformance Notes
Crested By: Template 05/03/2012 T:40AM

— Leave Balance

— Employee Reimbursement
- BersonalLeave Elecion
— Manage Delegation
[ Manager Self Service
[ Agency Security
[ Warkforce Administration
I Benefits
> Payroll for North America
- Warkforce D — ———

> Organizational Develnpmem< sty —— “’m

Description : Analyzes problems by evaluating available information and
resources; develops effective, viable solutions to problems that can help
drive the effectiveness of the department andior State of Geargia ]
* Critical: Yes

| Enterprise Learning
| Workforce Wonitoring
b SetUp HRMS
> Worklist
> Reporting Tools
i PeapleTools Section Summary 1 1 1
" Chtnas s Passwars Click inside the
- My Personalizations Section Weignt: 25 B rTESs e TET
I My System Profile bOX to Change
- Wy Dictionary

E— = Section 2 - Individual Goals

Individual Goals will be evaluated by: Employee, Manager the Welg ht.

Add Individual Goals

Add Core/individual Competencies

Section Summary

Internet H100% -
Z

Sactinn Weinht: | 50 o,
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ORACLE
Moy &

Search: Mew Window | Help | Customize Page | B,

®

Home | workist | AddtoFavortes | Signout

Performance Document - Mid-Year Performance Review
[ My Favorites

[ Self Senvice Add a Core/Individual Competencies
> Time Reporting
> Personal Information Search Criteria
1> Payroll and Compensation Title: ]
I> Benefits
~ Performance Management
e Content Group Type: [Benavioral Comps =l
Documents

Historical Documents §_ __Search

~ Performance Notes
- Leave Balance
- Emplovee Reimbursement
- Bersonal L eave Eleclion
— Manage Delegation
I Manager Self Service
> Agency Security
I Workforce Administration
[ Benefits
I Payroll for North America
[ Warkfarce Develapment
> Organizational Development
> Enterprise Learning
- Workforce Monitoring
> Set Up HRMS
> Worklist
I Reporting Tools
I PeopleTools
|- Change My Password
|- My Personalizations
I My System Profile
|- My Dictionary

Return to Performance Criteria

Done [ [ [ | mtemet H100% -

If you know the Competency you would like to add to the performance document, type it in the
“Title” field. To see a complete listing of the Behavioral Competencies that can be added to the
document, click on the “Search” button.

Select the additional competencies to be added and click the “Save” button.

Home | Workist | AddtoFavortes |  Sianout
Search: Search Criteria N
O] Title:
1> My Favorites
> Self Senvice Content Group Type: [Benavioral Comps =

> Time Reporting
1> Personal Information
> Payroll and Compensation Search
> Benefits
= Performance Management
= My Performance Search Results
Documents

Search Results

orical Documents |Corelindividual Competencies

— Performance Notes
— Leave Balance [~ Communication
~ Emplovee Relmbursement—
~ Personal Leave Election §®
- Manage Delegation
- Manager Self Service
I Agency Security
I Workforce Administration

[™ Professional Development

[~ Megotiation and Influence

> Benefits [~ Conflict Management
1> Payroll for North America

> Workforce Development [T Cultural Awareness
> Organizational Development

I Enterprise Learning [ Team Leadership

I Workforce Monitoring g

- Set Up HRIMS <~ [¥ Teaching Others.

1> Worklist -

1> Reporting Tools I" Initiative

1> PeapleTools <

|- Change My Password ol [FreEr e

|- My Personalizations
|- by System Profile
[~ My Dictionary [™ Adheres to HIPPA Regulations

[~ Creativity and Innovation

[" TalentManagement

[T Transformers of Government

SelectAll  DeselectAll

Save

I~
[ [ [ [@mtemet H100% -

Note: A check mark will appear in the box next to the selected competencies.
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ORACLE

Home | Workist | AddtoFavortes | Signout
Search: ® Title: [ -
I My Favarites Content Group Type: | Behavioral Comps j
[ Self Senice
1> Time Reparting
I Personal Information Search
1> Payroll and Compensation
> Benefits
= Performance Management Search Results
= My Performance
Documents Search Resuits
[Corefindividual Competencies
- al Documents
B [~ Communication
- Leave Balance
- Emplovee Reimbursement T Fleabiliy
- Personal Leave Election
_ WManage Delegation [~ Professional Development
E:ﬂnﬁgeése"fyﬂMce I Negotiation and Influence
gency Securi
> Workforce Administration [~ Conflict Management
- Benefits
1 Payrall for North America I™ Cultural Awareness
I Workforce Development
> Organizational Development [ Team Leadership
> Enterprise Leaming
> Workforce Monitoring [7 Teaching Others
> Set Up HRMS X
b Worklist [ Initiative
1> Reporting Tools
- PeapleTools I™ Project Management
| Chanae by Psssword [~ Creativity and Innavation
- My Personalizations
B J_‘f;v; S ;‘W Profile [ Adheres to HIPPA Regulations
|- My Dictionary
[ TalentManagement
I™ Transformers of Government
[ [ [ [@mtemet [#100% -

[T ... ... e ‘ o
7~ ° -
> My Favorites
[ Self Service Description i ﬁ
I> Time Reportifg Flexibility - Adapts to change and different ways of doing things quickly and
I Personal Infggmation positively;, does not shy away from addressing setbacks or ambiguity; deals
[> Payroll and Jpmpensation effectively with a variety of people and situations; appropriately adapts one's
I Benefits thinking or approach as the situation changes.
=F * Critical: No
= My Perfornfance
Add d Document Y
e o our name
Created By: T
competencies here
ymbursement
— Personal Le Qe Election Description : Teaching Others - Enhances the capabilities of the organization i E
Manage D ation by openly and effectively sharing his/her subject matter expertise with others;
I Manager Self vice supports a learning by and compiling
> Agency Securit] intellectual capital which can be used by others within his/her work group,
I: Workforce Admflnistration department and State entities, as appropriate.
I Benefits * Critical: No -
I Payroll for Nortll America
I Workforce Dev@lopment
8
I Enterprise Leaging ==y 0503:2012 11:184M
I> Workforce Moni
I> Worklist
> Reporting Tools Description : Project Management - Effectively manages multiple projects by i ﬁ
> PeopleTools appropriately focusing attention on the critical few priorities; effectively
|- Change My Password creates and executes against project timelines based on priorities, resource
|- My Personalizations availability, and other project requirements (i.e., budget); effectively evaluates
- My System Profile planned approaches, determines feasibility, and makes adjustments when
|- My Dictionary needed
* Critical: No
Created By: 05/03/2012 11:184M
Add Corefindividual Competencies
<
Done [ [ [ [ | mtemet H100% -

Note: The additional Competencies will now appear at the bottom of the first 5 competencies.
You will also see your name listed by “Created by” as the person who added the competencies to
the performance document.

Step 9: Scroll down to the bottom of Section 1 and change the weighting based on your
agency’s procedures.
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This section is not pre-populated. The Manager must add their own SMART goals for each

employee.

Section 2: Individual Goals

If your agency uses this section, continue with step 10. If your agency does not use this section,
continue with step 14.

When working in this section, it is highly recommended that you:
1. Type your goals and save them in a Word document. You can then copy/paste them into the

system.

ORACLE
[ |

Search:
®

> My Favorites

- Self Seniice

I+~ Manager Self Serice
> Time Management
> Job and Personal

Home | Workist |

Description

Accepts full responsibility for self and contribution as a team member;
displays honesty and truthfulness; confronts problems quickly; displays a
strong commitment to organizational success and inspires athers to commit
to goals; demonstrates a commitment to delivering on hisiher public duty
and presenting aneself as a credible representative of the Agency and State
to maintain the public's trust

ent Documents
al Documents

— View-Only Documents

— l3ss Approval

— Approve Documents

- View Approval Status

— Manager Review Rating
Report

— Maintain

Information * Critical: Yes
> Compensation and Stock
> Learning and Development
= Performance Management .
o 5 Created By Tempiats 102772011 B:34AM
— Creae Documents

Description : Analyzes problems by evaluating available information and
resources; develops effective, viable solutions to problems that can help
drive the effectiveness of the department and/or State of Georgia.

* Critical: Yes

Created By Tempiate 102712011 83480

~ Judgement and Decision Making

Notes
— Review Transactions

[ Agency Security
[ Warkforce Administration
I Benefits
- Compensation
> Payroll for North America
I Workforce Developm

|- My Personalizations
|- My System Profile
|- My Dictionary

Section Summary

Section Welgh s

= Section 2 - Individual Goals

Individual Goals will be evaluated by: Emplayee, Manager
Add Individual Goals

Section Summary

Section Weight:| 50/ 2
= Section 3 - Job Responsi|

Delete All Job Responsibilites |

Add to Favorites | Sian out

=

=

@ mtermet

H 0% -

2. Save your data often by clicking the Save button at the top of the plan.

DOAS Human Resources Administration — 5/2012
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Step 10: Add your own goal(s). Click on the “Add Individual Goals™ link.

ORACLE
[ |

EECAh Description
® Accepts full responsibility for self and contribution as a team member;
i My Favorites displays honesty and truthfulness; confronts problems quickly; displays a
1 Self Senice strong commitment to organizational success and inspires athers to commit
- Manager Self Senice to goals; demonstrates a commitment to delivering on hisiher public duty
& Time Management and presenting aneself as a credible representative of the Agency and State
b Job and Personal to maintain the public's trust
Information * Critical: Yes
> Compensation and Stock
I> Learning and D
= Performance Management
o 5 Created By: Tempizte 102772011 B:34AM
Historical Documents Description : Analyzes problems by evaluating available information and
— View-Only Documents resources; develops effective, viable solutions to problems that can help
e drive the effectiveness of the department andlor State of Georgia.
- Approve Documents « Critical: Yes
- View Approval Status
- Manager Review Raling
ort
- Maintain Created By, Tempisie 102772011 8:348M
Notes
— Review Transactions e
[ Agency Security Section Summary
> Workforce Administration
E gi:‘:s;samn sectionweight: 25| % (notless than 25%)
1> Payroll for North America
[ Workforce D = Section 2 - Individual Goals
1> Organizational Development
> Enterprise Learning I aluated by: Employee, Manager
> Workforce Monitoring q Add Individual Goals
> SetUp HRIS
- Worklist
> Reporting Tools
> PecpleTools Section Summary
- Change My Password
|- by Personalizations Section Weight: 50 <
|- by System Profile
I~ by Dictionary = Section 3 - Job Responsibi
Delete All Job Responsibilites | =
| H100% - ]

Step 11: Enter the title and the description for the goal you would like to add. When writing
goals ensure they are measurable outcomes that identify results and outcomes expected from the

employee including how they will be evaluated.

> My Favorites
[ Self Senvice
I> Time Reporting
[> Personal Information
I> Payroll and Compensation
[> Benefits
= Performance Management
= My Performance
Documents
|- Current Documents
- Historical Documents
— Performance Notes
— Leave Balance
— Emplovee Reimbursement
~ Personal Leave Election
~ Manage Delggation
I Manager Self Service
I Agency Security
I Workforce Administration
> Benefits
> Payroll for North America
I Workforce Development
> Organizational Development
1> Enterprise Learning
I Workforce Monitoring
[ SetUp HRMS
I Worklist
> Reporting Tools
> PeapleTools
I~ Change My Password
|- Iy Personalizations
|- Iy System Profile
|- My Dictionary

*Title: [ \

Description:

Update Return to

an out

Mew Window | Help | Customize Page | /&,

[ @ mtemet

*, 100%

b7
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ORACLE
Moy &

Search:

qn out

Mew Window | Help | Customize Page | [,

Performance Document - Mid-Year Performance Review
[ My Favorites

[ Self Senvice Add Individual Goals
> Time Reporting
> Personal Information Title: [Training Certification
[> Payroll and Compensation
> Benefits ipti will complete training cerfification with outside vendor &

< Performance Management

< My Performance
Documents
Historical Documents Update Return to Criteria
~ Performance Notes

- Leave Balance
- Emplovee Reimbursement
- Bersonal L eave Eleclion
— Manage Delegation

I Manager Self Service

> Agency Security

I Workforce Administration

[ Benefits

I Payroll for North America

[ Warkfarce Develapment

> Organizational Development

> Enterprise Learning

- Workforce Monitoring

> Set Up HRMS

> Worklist

I Reporting Tools

I PeopleTools

|- Change My Password

|- My Personalizations

|- iy Svstem Profile

|- My Dictionary

[ [ [ [@mtemet H100% -

Step 12: Click the Update button and the goal will be added to the performance plan.

ORACLE
[ |

@ Performance Document - Mid-Year Performance Review
1> My Favorites

[ Self Senice Add Individual Goals
[ Time Reporting

1> Personal Information Title: [Training Gertification
> Payroll and Compensation
© Benefits ipti will complete her raining cerliication witin the first B month SN,

= Performance Management the fiscal year.
= My Perfarmance
Documents
Historical Documents Upgate Return to Performance Criteria
— Performance Notes
— Leave Balance
— Emplovee Reimbursement
~ Personal Leave Election
— Manage Deleaation
I Manager Self Service
1> Agency Security
I> Workforce Administration
I Benefits
I Payroll for North America
> Workforce Development
1> Organizational Development
> Enterprise Learning
I- Workforce Monitoring
I SetUp HRMS
I Worklist
- Reporting Tools
- PeopleToals
|- Change My Password
|- My Personalizations
|- My System Profile
|- My Dictionary

an out

Mew Window | Help | Customize Page | /&,

[ @ mtemet 0% -

Note: Click on the book icon to check the spelling.
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ORACLE

_Sm — | resteawy. Tempiate 05032012 T4BAM | 5
® ~ Judgement and Decision Making
[ My Favorites
> Self Senice Description : Analyzes problems by evaluating available information and
© Time Reporting resources; develops effective, viable solutions to problems that can help
I Personal Information drive the effectiveness of the department and/or State of Georgia.
[> Payroll and Compensation * Criical: Yes

> Benefits
= Performance Management
= My Performance

Documents Crested By Tempists o212 7488
- Current Documents
— Historical Documents Add Core/individual Competencies

— Berformance Notes
- Leave Balance
- Emplovee Reimbursement Section Summary
~ Bersanal Leave Election
— Manage Delegation i [ 25
| Section Weight: % (notless than 25%)
1> Agency Securlty

[ Workforce = Section 2 - Individual Goals

[ Benefits

[ Payrol for North America Individual Goals will be evaluated by: Employee, Manager —
> Workforce Development Expand Collapse

> Organizational Development - -

> Enterprise Learning ~ Training Certification

1> Workforce Monitoring
1> SetUp HRIS

1> Worklist

- Reporting Toals

- PeapleTools

|- Change My Password
= Crested gy 050472012 10:2540
|- by System Profile
[~ My Dictionary Add Indhidual Goals

Description : Employee will complete training certification with outside AT |
vendor.

Section Summary

Section Weight:| 50/

= Section 3 - Job Responsibilities

[ [ [ [@mtemet #100% -

The goal has now been added to Section 2.

Step 13: Scroll down to the bottom of Section 2 and change the weightings based on your
agency’s procedures.

Note: If you are not using this section, the section weight should be changed to 0.
Section 3: Job Responsibilities

This section is automatically populated with job responsibilities based on the state job
description. The purpose of this is to help the manager identify those areas that are most
important to the employee’s success in the position. Job responsibilities can, and should be
deleted from the performance plan as needed. If your agency uses this section, continue with
step 14. If your agency does not use this section, continue with step 18.

Step 14: If your agency uses the Job Responsibilities section, review the job responsibilities
listed. Click on “Add Job Responsibilities” located under any job responsibilities to add
additional job responsibilities.

DOAS Human Resources Administration — 5/2012 13



_; out

ORACLE
Moy &

Search:

[ My Favorites

> Self Service

[~ Manager Self Senvice

b Time Management

[> Job and Personal
Information

| Creates By Profie 10272011 8:35AM | -
~ Proofreads or verifies existing documents, reports, mathemat
Description - Praofreads or verifies existing documents, reparts, ]

mathematical figures, budget numbers, or copy to ensure accuracy

1> Workforce Administration
1> Benefits

- Compensation

1> Payroll for North America
1> Workforce D

1> Compensation and Stock Created By. Froie 10272011 8:35AM
I> Learning and
e Provides clerical support within assigned functional area (i
Description : Provides clerical support within assigned functional area (ie i}
Current Docume! review of appli training,
Historical Documents facilities financial records,
~ Vigw-Only D fees for a program, generating rep
- Mass Approval
~ Approve D
— View Approval Status
— Manager Review Rating Created By: Frofile 102772011 8:35AM
Report
- 7;:25“”‘3'” Performance ~ Provides general clerical support to an office, to include s
otes
— Review Transactions Description : Provides general clerical supportto an office, to include such i
> Agency Security tasks as data and

materials, maintaining record-keeping and filing systems, etc

> e 10/27/2011 8:35AM

> Organi; D

1> Enterprise Learning

[ Workforce Monitoring

[ SetUp HRMS

I Worklist

> Reporting Tools

> PeapleTools

I~ Change My Password
|- Iy Personalizations
|- Iy System Profile

|- My Dictionary

Add Job Responsibilities

Section Summary

Section Weight: 25 3

< Section 4 - Individual Development Plan -

Individual Development Plan will be evaluated by: Employee, Manager
Add Individual D Plan

@ mtemnet H100% -

You may select to “Add a pre-defined item” or “Add your own item”

ORACLE

> My Favorites

- Self Seniice

I+~ Manager Self Serice

> Time Management

> Job and Personal
Information

> Compensation and Stock

> Learning and Development

an out

Mew Window | Help | Customize Page | 15,

Performance Document - Annual Performance Review

= Performance Management
2 D

— Creae Documents
- Current Documents
— Historical Documents
— View-Only Documents
— Mass Approval

- Approve Documents

- View Approval Status

- Manager Review Raling

— Maintain Performance

— Review Transactions
[ Agency Security
[ Warkforce Administration
I Benefits
- Compensation
> Payroll for North America
- Workforce Development
I Organizational Development
1> Enterprise Learning
I Workforce Monitoring
> Set Up HRMS
I Worklist
> Reporting Tools
I PeopleTools
I~ Change My Password
|- Iy Personalizations
|- Iy System Profile
|- My Dictionary

Return to Performance Criteria

[ [ [ [@mtemet H100% -

Click “Next” to continue.

DOAS Human Resources Administration — 5/2012
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ORACLE

[ My Favorites
> Self Service
[~ Manager Self Senvice
b Time Management
[> Job and Personal
Information

1> Compensation and Stock
I> Learning and Developmeg

Home | | sign out

Mew Window | Help | Customize Page | [,

Performance Document - Annual Performance Review

Add a Job Responsibilities

Search Crite

Title: 1

— Create Documents
rent Documents

— Mass Approval
— Approve Documents
— View Approval Status

Notes
— Review Transactions

[ Agency Security

> Workforce Administration
1> Benefits

> Compensation

> Payrall for North America
1> Workforce Development

1> Enterprise Learning
[ Workforce Monitoring
[ SetUp HRMS

I Worklist

> Reporting Tools

> PeapleTools

I~ Change My Password
|- Iy Personalizations
|- Iy System Profile

|- My Dictionary

< Performance Documents

~ Historical Documents
— View-Only Documents

— Manager Review Rating

Report
— Maintain Performance

> Organizational Development

Return to Performance Criteria

[ [ [ [@mtemet H100% -

You may type in the title of the job description then click “Search” or click on “Search” to
see a list of available job descriptions.

Individually select the additional job descriptions to be added to the document and click

“Save”.

Note: The additional job responsibilities will be added at the bottom of the pre-populated job

descriptions.

> My Favorites
1> Self Senvice
I+~ Manager Self Serice
> Time Management
> Job and Personal
Information

— Create Documents
Current Documents

— l3ss Approval
— Approve Documents
- View Approval Status

Report
— Maintain Performance
Notes
— Review Transactions
[ Agency Security
[ Warkforce Administration
I Benefits
- Compensation
> Payroll for North America
- Workforce Development

> Enterprise Learning
- Workforce Monitoring
> SetUp HRIS

- Worklist

> Reporting Tools

- PeopleTools

- Change My Password
|- by Personalizations
|- by System Profile

|- My Dictionary

> Compensation and Stock

> Learning and Development

= Performance Management
< Performance Documents

istorical Documents

— View-Only Documents

— Manager Review Rating

1> Organizational Development

Home | Workist | AddtoFavortes |  Sianout

Title: [ BN

Search Clear

Search Results

Search Resuits First B 15461 of sas1 B Lost

Payroll Specialist -
ages review of applications for neutral registration, inc

[~ Gonducts criminal background checks of neutrals through the

[T Attends C:

meetings, makes , and compos
[~ Serves as staffto other committees of the Commission as req

I™ Helps Director develop and present mediation training for co

I™ Helps Director plan conferences and develop advanced rainin

[” Evaluates GODR-approved training programs

< v Sales as editor and primary author of GODR newsletter

3

Acts as a public relations contact between GODR and outside
Represents GODR at local, regional and national ADR conferen

Waintains skills by occasionally sening as a neutral in cou

-
-

[™ Performs related work as required

[™ Creates and implements employee and office policies
-

Evaluates the mediation program

ectAll  DeselectAll

Save

C

I~
i

Internet , 100%
R O

To “Add your own item, select this option and click “Next”

DOAS Human Resources Administration — 5/2012
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ORACLE
Moy &
Search:

®
[ My Favorites

> Self Senice Add an Item
[~ Manager Self Senvice

> Time Management

1> Job and Personal
Information

1> Compensation and Stock

> Learning and Development

< Performance Management Ned | ————

Return to Performance Criteria

Home: Worklst Add to Favorites. Sign out

Mew Window | Help | Customize Page | [,

Performance Document - Annual Performance Review

 _Adgpre_defined item

' Addyour own ltem

cal Documents

— View-Only Documents

— Mass Approval
— Approve Documents
— View Approval Status

— Manager Review Rating

Report
— Maintain Performance
Notes
~ Review Transactions
[ Agency Security
I Workforce Administration
> Benefits
- Compensation
> Payroll for North America
I Workforce Development
> Organizational Development
1> Enterprise Learning
[ Workforce Monitoring
[ SetUp HRMS
I Worklist
> Reporting Tools
> PeapleTools
I~ Change My Password
|- Iy Personalizations
|- Iy System Profile
|- My Dictionary

[ [ [ [@mtemet H100% -

Search: Mew Window | Help | customize Page | 5,

Performance Doc

esponsibilities \

*Title: [

> My Favorites
- Self Seniice
I+~ Manager Self Serice
> Time Management
> Job and Personal
Information
> Compensation and Stock
> Learning and Development
= Performance Management
< Performance Documents
— Creae Documents

Description: €

— Historical Documents
— View-Only Documents
~ Mass Approval
- Approve Documents
- View Approval Status
- Manager Review Rafing
Report
— Maintain Performance
Notes
— Review Transactions
[ Agency Security
[ Warkforce Administration
I Benefits
- Compensation
> Payroll for North America
- Workforce Development
I Organizational Development
1> Enterprise Learning
I Workforce Monitoring
> Set Up HRMS
I Worklist
> Reporting Tools
I PeopleTools
I~ Change My Password
|- Iy Personalizations
|- Iy System Profile
|- My Dictionary

Spell-check icon.

Done [ [ [ | mtemet H100% -

Type the title of the additional job responsibility in the Title field, and then click on
“Update”.

Note: You may spell check your description, by clicking on the spell check icon.

Step 15: If you need to delete individual job responsibilities click on the “Delete” icon.

DOAS Human Resources Administration — 5/2012



ORACLE

Home
[Menu 8
Search: B
) = Section 3 - Job Responsibilities
> My Favorites
P Delete All Job Respansibilities
[~ Manager Self Service Job Responsibilities will be evaluated by: Employee, Manager
> Time Management
> Job and Personal SaED Collapse
Information ~ May receive, screen and direct telephone andlor radio commun
I> Compensation and Stock
I> Learning and Development Description : May receive, screen and direct telephone andior radio
= and greet or assistinternal or external customers .
= Performance Documents
Documel
N
istorical Documents Created By: Profike 10/27/2011 8:35AM
— View-Only Documents \ Delete
~ Approve Documents
— View Approval Status Description : Opens, soris and routes incoming mail, answer i Icon
_ Manager Review Rating correspondence, and prepares outgoing mail
eport
— Maintain F
Notes
— Review Tr Created By: Profike 10/27/2011 8:35AM
[ Agency Security
1> Benefits
- Compensation Description - Operates office equipment and maintains supplies for if
> Payroll for North America assigned area
1> Workforce Development
> Organizational Development
1> Enterprise Learning
> Workforce Monitoring Created By: FProfie 1027/2011 8:35AM b
[ SetUp HRMS
> Reporting Tools
> PeopleTools Description - Proofreads or verifies existing documents, reports, if
- Change by Password mathematical figures, budget numbers, or copy to ensure accuracy
|- My Personalizations
|- by System Profile
|- My Dictionary
Created By: Profie 1027/2011 8:35AM
-
[ [ [ [@mtemet H100% -

The system will ask you to confirm the Deletion, select the appropriate response.

> My Favorites
- Self Seniice
I+~ Manager Self Serice

> Time Management

> Job and Personal

Information

> Compensation and Stock
> Learning and Development
< Performance Managemg

Delete Confirmation

aapiio delete (May receive, screen and direct telephone andior radio commun)?

Yes - Delete Mo - Do Not Delete

rent Documents
orical Documents
— View-Only Documents
~ Mass Approval
- Approve Documents
- View Approval Status
- Manager Review Rafing
Report
— Maintain Performance
Notes
— Review Transactions
[ Agency Security
[ Warkforce Administration
I Benefits
- Compensation
> Payroll for North America
- Workforce Development
I Organizational Development
1> Enterprise Learning
I Workforce Monitoring
> Set Up HRMS
I Worklist
> Reporting Tools
I PeopleTools
I~ Change My Password
|- Iy Personalizations
|- Iy System Profile
|- My Dictionary

Mew Window | Help | Customize Page | 15,

Done

-
[ [ [ [ | [@mtemet

, 100%

4

Note: Once you select “Yes — Delete”, the job responsibility will be deleted from the list of job
responsibilities. However if you need to add the job responsibility back to the document, go back

to Step 14.

Step 16: If your agency does not use this section, click on the “Delete All Job

Responsibilities.

DOAS Human Resources Administration — 5/2012
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After clicking on Delete All Job Responsibilities you will be asked to confirm the deletion.

ORACLE
Moy &

Home | Workist | AddtoFavortes |

qn out

Search: o | sy weymene  owrszo o | B
> My Favorites ~ Transformers of Government (Leadership)
> Self Service
> Manager Self Senvice Description : Develops innovative approaches to address problems and i}
b Time Management drive continuous improvement in State programs and processes; drives
DD ey effective and smooth change inifiatives across the State by communicating,
Information confirming understanding, and actively working with stakeholders to
I> Compensation and Stock ST R
I Learning and Development
<
< Performance Documents
— Creale Documents Creates By Mary MoNeal 04/12/2012 11:304M
Documents Add Individual Goals
~ View-Only Documents
- Mass Approval
— Approve Dacuments Section Summary
— View Approval Status
— Manager Review Rating .
Rv:ns er Review Ratin sectionweiont.| FY s
— Maintain Performance .
Notes - ties
~ Review Transactions
1> Agency Security Delete All Job Responsibilities
> Workforce N —
- Benefits " Ed by: Employee, Manager
- Compensation Expand Collapse
> Payroll for North America n
- Workforce Development ~ May receive, screen and direct telephone andlor radio commun
EE 5 ; L E. May receive, screen and direct telephone andior radio o fo
b W”Uf;r"u’r‘z:MEzi":'r’i‘gg communications, and greet or assist internal or external customers
[ SetUp HRMS
I Worklist
[{Eeenal o Comit e e
|- Change My Password -
L Tmre s ~ Opens, Softs and routes iNcoming mail, answer correspondence
|- My Svs -
. ’; g‘;t‘z:w:mﬂle Description : Opens, serts and routes incoming mail, answer o
LR correspendence, and prepares outgoing mail
Done [ [ [ [@mtemet

F100% -

Select the appropriate response.

ORACLE
[ |

Search:
®

> My Favorites
1> Self Senvice
I+~ Manager Self Serice
> Time Management
> Job and Personal
Information
> Compensation and Stock

H

ome | Workist | AddioFavorites | an out

Dew Window | Help | Customize Page | 15,

Delete Confirmation

- Are you sure you want you want to delete all Job Responsibilities for Daniel Wasserman's most current Annual Performance Review?

[> Learning and D

4 Document

<~ Performance Managemerl(’

-Delete | No-Do NotDelete |

ate Documents
Historical Documents
— View-Only Documents
~ Mass Approval
- Approve Documents
- View Approval Status
- Manager Review Rafing
Report
— Maintain Performance
Notes
— Review Transactions
[ Agency Security
[ Warkforce Administration
I Benefits
- Compensation
> Payroll for North America
- Workforce Development
I Organizational Development
1> Enterprise Learning
I Workforce Monitoring
> Set Up HRMS
I Worklist
> Reporting Tools
I PeopleTools
I~ Change My Password
|- Iy Personalizations
|- Iy System Profile

|- My Dictionary
| i
Done [ [ [ [ | [@mtemet

H100% -

Note: Once you delete the job responsibilities, they are removed from the document. However if

you decide that some or all of them need to be added back to the document you will have to

complete this process by adding them back individually.

Step 17: At the bottom of Section 3, change the weight according to your agency’s

procedures.

DOAS Human Resources Administration — 5/2012
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ORACLE

Home | workist | AddtoFavortes | Signout

ST , review of training, u =
@ facilities financial records,
1 1y Favorites assessing/collecting fees for a program, generating rep
I Self Service
[~ Manager Self Senice
b Time Management — _ I
I> Job and Personal Crested By: Profie 0:27/2011 8:35AM
Information
> Compensation and Stock ~ Provides general clerical support to an office, to include s
5;23'?’,":%32‘: ISI]:::I;:rT:rT Description ® Pravides general clerical support to an office, to include such ﬁ
< Performance Documents fisiasiial P aod
P reate Documents materials, maintaining record-keeping and filing systems, etc
-
— Historical Documents
iwe‘;:-omy Dlacuments Coosted 5y . CTEE e
- Mass Approval
~ Approve Documents
— View Approval Status Add Job Responsibiliies
~ Manager Review Rating
Repo
— Maintain Performance #on Summary
Notes
L ;giz‘z'g;;";?””;w‘om section Weight:| 25
> Workforce Administration -
b Benefits = Section 4 - IndVIaual Development Plan
> Compensation X
> Fayroll for North America Individual Development Plan will be evaluated by: Employee, Manager
1> Workforce Development Add Individual Development Plan
> Organizational Development
1> Enterprise Learning
> Workforce WMonitoring
[ SetUp HRMS
> Worklist .
- Reporting Tools R iy
> PeopleTools Created By: 1012712011 8:34:58AN
|- Change My Password
|- My Personalizations
|- by System Profile
[y Dictonary Sarelll| MCumbicte & 5 geumto pomument petan
Don [ [ [ [@mtemet #100% -

Note: If you are not using

Note: When you have completed the applicable sections 1, 2 and/or 3, check to ensure that the
weights for each section add up to equal 100% and are in line with your agency’s procedures.

An individual development plan should be created by the manager with the employee’s input.

this section, the section weight should be changed to 0.

Section 4: Individual Development Plan

The plan should identify goals, activities, projects, classes, assignments, and other activities that
further contribute to the development of the employee.

DOAS Human Resources Administration — 5/2012
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Step 18: Click “Add Individual Development Plan

ORACLE

Search: , review of training,
> facilities financial records,
assessinglcollecting fees for a program, generating rep

> My Favorites
1> Self Senvice

I+~ Manager Self Serice
> Time Management
> Job and Personal

Information
> Compensation and Stock ~ Provides general clenical support to an office, toinclude s

I Learning and Development " X
< Performance Management ‘I)aesirszrlapsng;;‘mwdes general clerical support to an office, to include such o

< Performance Documents
materials, maintaining record-keeping and filing systems, etc

Created By: Profie 1027/2011 83580

— Creale Dacuments
= Historical Documents
~ View-Only Documents

— Mass Approval

~ Approve Dacuments

- View Approval Status Add Job Responsibilities

— Manager Review Rating

Crestes By Profie 102712011 83580

Repo
— Maintain Performance Section Summary
Notes
— Review Transactions i .| 25
bisese s Section Weight: %
| LT EE < Section 4 - Individual Development Plan
- Compensation
> Payroll for North America
- Warkforce Development
> Organizational Development
> Enterprise Learning
1> Workforce Monitoring
> Set Up HRIS
L Warklist .
- Reporting Tools R iy
> PeapleTools Created By: 10/27/2011 8:34:58AM
|- Change My Password
|- My Personalizations

|- My System Profile
|- Ly Dictionary S I ED & F Retumto Document Detail

algted by: Employee, Manager

K

Done [ [ [ [@mtemet #100% -

Section 4 can be used to focus on several areas:
1. Development in the current role

= Applies to employees who are new in the job and need developmental activities to help
them become a fully successful performer

= Employees who are deficient in their current role (not functioning at the level they need
to be in order to be fully successful in their job)

2. Expand skill set and knowledge areas
=  Employees who are fully successful in their current position and could benefit from some
special assignments and activities to expand their skill set and move them towards
exceptional performance in their current job.

3. Prepare for future roles

= Developmental activities and goals that will develop an employee for future career
opportunities in the Agency or State.

Notes:

1. Add development goals the same way you add goals in Section 2 or job responsibilities in
Section 3.

2. This section is not weighted and will not be evaluated.

DOAS Human Resources Administration — 5/2012 20



ORACLE’

Search:

1> My Favorites:
[ Self Service
[ Manager Self Service
I Time Management
[> Job and Personal
Information

< Performance Managem
— Create Documents

- Current D
— Historical

— Mass Approval
— Approve Documents

Notes
— Review Transactions

[ Agency Security

> Workforce Administration
> Benefits

> Compensation

> Payroll for North America
1 Workforce Development

1> Enterprise Learning
> Workforce Manitering
> SetUp HRMS

- Waorklist

[ Reporting Tools

- PeopleTools

(~ Change My Password
(— My Personalizations
(— My System Profile

(— My Diclionary

> Compensation and Stock
> Leaming and Development

< Perfarmance Documents

— View-Only Documents

— Manager Review Ratint

— View Approval Status /
it

Repo
— Maintain Performance

- Organizational Development

®

Performance Docu

Home | Workist | AddtoFavortes | Signout

New Window | Help | Customize Page | &,

A Tidual Development Plan \

Title: |centification
Description: Complete PMP Certification by the end of the FY12
ent
Update Return to Performance Criteria

Spell check Icon

Done

H Internet H 100% v
Z

ORACLE
[ |

Search:
®

> My Favorites

- Self Seniice

I+~ Manager Self Serice

> Time Management

> Job and Personal
Information

> Compensation and Stock

> Learning and Development

= Performance Management
< Performance Documents

— Creae Documents

orical Documents

iew-Only Documents

— Mass Approval

- Approve Documents

- View Approval Status

- Manager Review Raling
Report

— Review T

s s s T
materials, maintaining record-keeping and filing systems, etc

Type the title of the additional development goal in the Title field in addition to a
description, and then click on “Update”.

Note: You may spell check your description, by clicking on the spell check icon.

Home | Workist | AddtoFavortes |  Sianout

=

Crested By. Profie 1027/2011 8:358M

Add Job Responsibilities

Section Summary
Section Weight:| 25/ =

+ Section 4 - Individual Development Plan

Individual Developm eluated by: Employee, hlanager
Expang Collapse
ertificatio

Description - Complete PMP Certification by the end of the FY12

— Maintain Performance
Notes

[ Agency Security
I Workforce

Crested By Mary MeNssl 0441712012 12:13PM

> Benefits

- Compensation

1> Payroll for North America

1> Workforce Development

1> Organizational Development
> Enterprise Learning

- Workforce Monitoring

> SetUp HRIS

- Worklist

> Reporting Tools

- PeopleTools

- Change My Password

b

jvidual Development Plan

¥ Audit History
Created By: Mary McNeal 1012712011 8:34:58AM

swve | compet | & & Rewnto Document Detail

|- My System Profile
|- My Dictionary

Internet W w00% - )
Z

Note: The new added Individual Development Plan goal has been added to the document.

DOAS Human Resources Administration — 5/2012

Step 19: If additional information needs to be updated on the form click “Save” so that you
are able to access the document at a later time to make additional changes/updates.
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If you are finished with the document, then click on “Save” and then click on “Complete”.

Search: review of training,
> facilities financial records,
assessinglcollecting fees for a program, generating rep

> My Favorites

1> Self Senvice

I+~ Manager Self Serice

bIbve e Created By: Profie 10/27/2011 8:35AM

> Job and Personal @
Information

> Compensation and Stock

> Learning and Development

= Performance Management
< Performance Documents

nclude s

Description : Provides general clerical support te an ofiice, to include such o
tasks as data
materials, maintaining recard-keeping and filing systems, etc

— View-Only Documents
~ Mass Approval
- Approve Documents
— View Approval Status Add Job Responsibilities
- Manager Review Rafing

Crested By. Profie 1027/2011 8:358M

Report
— Maintain Performance Section Summary
Notes
— Review Transactions i ;| 25
P —— Section Weight:
[ Agency Security 9 »
[ Warkforce Administration . L
> Benefits = Section 4 - Individual Development Plan
- Compensation i
> Payroll for North America Individual Development Plan will be evaluated by: Employee, Manager
I Workforce Development Add Individual Development Plan
I Organizational Development
1> Enterprise Learning
I Workforce Monitoring
> Set Up HRMS
I Worklist
> Reporting Tools

I PeopleTools 10/27/2011 8:34:58AM
|- Change My Password
- I

|- My System Profile
I~ by Dictionary | sae | _compete & F Retumto Document Detail

Done [ [ [ [@mtemet

, 100%

.
SN/

Note: Once the manager has completed this step, the system will send the employee an email to

notify them that their plan is ready to view. The document becomes “view only” for the

employee and manager.

Step 20: Click “Cancel” to go back to the document or click “Complete” to finish the

process.

Performance Document - Annual Performance Review
Complete Performance Criteria

You have almost finalized your performance criteria document. If you have no further entries, select
the Complete button at the bottom of this page to complete this document

> My Favorites

- Self Seniice

I+~ Manager Self Serice
> Time Management
> Job and Personal

Information

> Compensation and Stock
> Learning and Developme

Complete Cancel

= Performance Documents
Create Documents
rent Documents
orical Documents
— View-Only Documents
~ Mass Approval
- Approve Documents
- View Approval Status
- Manager Review Rafing
Report
— Maintain Performance
Notes
— Review Transactions
[ Agency Security
[ Warkforce Administration
I Benefits
- Compensation
> Payroll for North America
- Workforce Development
I Organizational Development
1> Enterprise Learning
I Workforce Monitoring
> Set Up HRMS
I Worklist
> Reporting Tools
I PeopleTools
I~ Change My Password
|- Iy Personalizations
|- Iy System Profile
|- My Dictionary

Mew Window | Help | Customize Page | 15,

Done [ [ [ [@mtemet

, 100%

4
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ORACLE
Moy &

Search:
®

[ My Favorites

> Self Service

[~ Manager Self Senvice

b Time Management

[> Job and Personal
Information

> Compensation and Stock

I> Learning and Development

< Performance Management
< Performance Documents

Docume
istorical Documents
~ View-Only Documents

- Mass Approval

— Approve Documents

— View Approval Status

— Manager Review Rating

Report
— Maintain Performance
Notes
~ Review Transactions
[ Agency Security
I Workforce Administration
> Benefits
- Compensation
> Payroll for North America

Home | | sign out

hew Window | Help | Customize Page | [,
Current Performance Documents
Document Details

. SS: Clerk (EL)
Annual Performance Review: 07/01/2011 - 06/30/2012

[ You have successfully completed the Establish Criteria step.

Performance etails
Employee: Job Title: S5 Clerk (EL)
Type: Annual Performance Review Period: 07i01/2011 - 08/30/2012
Template: Annual Performance Review Document ID: 537393
Manager: Status: In Pragress

Document Progress

ster | |Stalus

_—
nate |action Hext Action

Establish Evaluation Criteria Completed 01/02/2012,

Review Self Evaluato " a 07/31/2012

Complete Manager Evaluation < Not Started 07/31/2012

Return to Select D

I Workforce D
> Organizational Development
1> Enterprise Learning

[ Workforce Monitoring

[ SetUp HRMS

I Worklist

> Reporting Tools

> PeapleTools

I~ Change My Password

|- Iy Personalizations

|- Iy System Profile

|- My Dictionary

Done

[ [ [ [@mtemet H100% -

DOAS Human Resources Administration — 5/2012

Note: The system will automatically return to the Document Details screen. Notice the Establish
Evaluation Criteria step is “Completed”.
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