PERforM: Completing the Appraisal Process

Completing the Appraisal Process

After the Reviewer has taken action on an appraisal, the Rater can confirm the review has
occurred by clicking the “Update Incomplete Appraisals” link on the Rater's Home Page.

My Reviews System Administration Age Re orts  Online Help

Home Page

Raters
My Employee List Performance Appraisals (Ratings and Annual Rating Exemptions)

Create New Appraisal
+ Update Incomplete Appraisals /

. P
c:‘ erturn Completed Appr Allews you ta access existing appraisals within the cur
View Current Complete andappraisal period.

View All Complete and Exempt Appraisals
View All Incomplete Appraisals
Search Appraisals

+ View My Current Emplovees

Performance Plans (Objectives)

« Develop/Update Performance Objectives

Selecting this link will bring up the Select Performance Appraisal page which provides a list
of appraisals the Rater has started. The “paperclip” icon identifies the appraisals containing
attachments added by the Rater. The “NEW?” indicator tells the Rater that the Reviewer has

provided a “sticky note” containing comments or recommendations for an appraisal.

The Appraisal Status will indicate whether the Reviewer has Approved or Disapproved a

submitted appraisal.

The “Edit” link is used by the Rater to open an appraisal.

Productivity, Excellence and Results for Missouri

Wednesday, April 25, 2007 12:31:18 PM Welcome - DONNA PETERSON (CDS\Perform_CDS) your role(s): Rater

Reports Online Help Log Out

Home Page > Select Performance Appraisal

Select Appraisal

The follawing are existing appraisals within the curvent appraisal period,
(4) appraisals

raisal Date
i -

AGGELER COMPUTER INFO TECH  ITSD-SYSTEMS & PETERSOMN , Sl e 041252007

W CAROLYNA  SPECT PROGRAMMING DONNA

Edit NEW FIFE , BEENDA K %ﬁﬁgé?;rom gg&mG& E]éﬁiON Annual Disapproved  04/1%/2007

Edit RETSTEIN  BERT g%gUER DR ggé%f E%TIE%?N’ Annual TnProgress  04/20/2007
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The Edit Performance Appraisal page for the selected appraisal will open.

Tha Missouri State Empioyaa Onlin

PER/:

.S - il
Productivity, Excellence and Results for Missouri

Wednesday, April 25, 2007 12:33.34 PM Walcome - DONN A PETERSON (CDS\Ferform_CDS) your role(s): Rater

My Employees Reports Online Help Log Out

Home Page = Back To Appraisals
Edit Performance Appraisal

Employee Details

Emplayee Name AGGELER , CAROLYN A. Job Title COMPUTEER. INFO TECH SFEC IT
Supervisar Nawme PETERSON , DONINA CIVS Description TICP MERIT SYSTEM CLASSIFIED
Agency OFFICE ADMINISTRATION-OPER Parcentage Fulltima 10

Orgamzation ITSD-3YSTEMS & PROGRANNING Manths af Service 151.0

Performance Appraisal Details How to Ewvaluate and Rate Employee Performance Objectives

Appraisal Tipe  Special Rating Period - Overall Score 6.6
Appraisal Status Approved Appragsal Date  4/25/2007 12:28:32 PM Ohverall Rating  Successfil

1. Knowledge of Work 1 920394050507 9305 010

Performance Objectives

Comments: [}3

. Quality of Work

Performance Objectives

CONDENSED SCREEN PRINT
Not all Performance Components are shown

Overall Cormnents:

Appraisal Status Approved Cverall Scare 6.6 Cverall Rating  Successfial

Back to top

Click this buttan ko view notes provided by the Reviewer
regarding the appraisal.

P
Calculate Only| |Sawve | [Submit| |Exernpt & Submit | [Complete Appraisal | Overturn Appraisal Altachments] “Wiew Sticky Nmes} [ Print Preview =

Detail explanation ahout button functionality

While the appraisal is in “Disapproved” or “Pending” status, the Rater can add/remove
attachments, adjust ratings, and edit comments as necessary based on the Reviewer’s
recommendations. Once this has occurred, the Rater will again submit the appraisal to the

Reviewer for approval.

If the appraisal is “Approved,” the rater can print the appraisal and use the “Complete

Appraisal”’ button to finalize the appraisal process.
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Viewing “Sticky Notes”

From the Edit Performance Appraisal page, the rater will be able to view “sticky notes” by
clicking the “View Sticky Notes” button.

However, before the sticky note appears, a pop-up message will first remind the Rater to
save any unsaved work on the appraisal.

Message from webpage le

P Youare leaving the appraisal. Any unsaved work will be lost, Click cancel if wou wish to return ta the appraisal and
“--"'() save your wark, Otherwise, click OK ko continue ko the skicky nokes,

| ok |[ Cancel ]

Clicking the “OK” button brings up the note the Reviewer sent. The Rater can either delete
the note by clicking the “X” icon or keep the note by closing the window. At the conclusion of
the appraisal process, any remaining sticky notes will be purged from PERforM and will not
be retained as part of the appraisal.

i -2 hitp:{fperformuat.oa.state.mo.us - Notes Inbox - Microsoft Internet Explorer |ZH§|E|

1 ::
__-—Li-_l-/ _M E
Productivity, Excellence and Results for Missouri
aelz
Sticky Notes Inbox (1) .
[ N 3456
Sticky notes are not permanent. They remain until they are deleted or until the appraisal is
complete or exempt
From : STEPHANIE BEROOKES b4
Dre :4/25/2007 12:28:27 PM
Delete stick: ks
Nate : I agree with this appraisal [Beleto sicky note}
bl
< | 3 ] Back
4&] pone & Internet
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Adding/Viewing Attachments
When clicking the “Attachments” button on the Edit Performance Appraisal page, the Rater

will first encounter a pop-up message to remind the Rater to save any unsaved work on the
appraisal.

Message from webpage le

P Youare leaving the appraisal. Any unsaved work will be lost, Click cancel if wou wish to return ta the appraisal and
“--"'() save your wark, Otherwise, click OF ko continue ko the atkachments,

| ok |[ Cancel ]

Clicking the “OK” button on the pop-up message displays the following page. The rater can
add an attachment by using the “Browse” button, selecting the appropriate file, and then
using the “Upload File” button. To remove an attachment from an appraisal, the Rater clicks
on the “X” icon that appears to the right of the listed file name.

2 http:/iperformtest.oa.state.mo.us - Attachments - Microsoft Internet Explorer

Productivity, Excellence and Results for Missouri

Add Attachments How to Add Attachments

[#ame  KATNE, RASEY Date 04232007 Thpe Anmal |

Click ‘Browss'to select a file then click 'Upload File' to atfach the salsctad fils,
Mazximum atiachment size : [000KB - Maximuun attachments allowed for each appraisal 2500K8

[(Browss_ ] [Upload File
File attached 7% of 2500KE Used
1. PERforMPlanningDocument %
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Printing the Appraisal

The Rater can click the “Print Preview” button to print a paper copy of the appraisal.

Indicating the Appraisal has been Reviewed with the Employee

To indicate that the employee has received the appraisal and that the appraisal has been
signed by the Rater, Reviewer and employee, the Rater will click the “Complete Appraisal”
button near the bottom of the page.

Complete Appraisal [Attachments] ’View Sticky Notes] ’ Print Preview ]

‘Slick this button ta indicate the ratings have been
communicated to the emplovee and the appraisal process is
complete

Detail explanation about button functionality

A confirmation message will be displayed as a reminder that this should occur before the
appraisal is marked as “Complete” in the system.

Microsoft Internet Explorer

P ) Clicking the Complete Appraisal bukton indicates wou have reviewed the Annual Appraisal with your emploves and
wr have obtained all the necessary signatures on the Annual Appraisal document. IF vou have nok done this vet, dick
Cancel, By dicking OK, vou are indicating the review and signature process has been completed.

| ok D\\J[ Cancel |

The appraisal cannot be changed after it has been approved by the Reviewer unless it is
marked as “Complete” and then later overturned.
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