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PERforM: Screens and Functions

Logging-On to PERforM

Log-On Entry Fields

When the “Log-on to PERforM” button (or other means) is used to access the PERforM
system, the User is usually first taken to the following screen.

| Connect to performtest.oa.state.mo. us E[g]

2

I 1;{“ . '\l;

Connecking ko performtest,0a, skake.mo,us

- 1

i User name: ' ¥7 oadomainibrooks bt
b

|

|

Password: | TTII L]

[ ]remember ry password

| ok R‘J[ Cancel

The first entry field is “User name” and is comprised of the User’'s domain followed by a
backslash and then their userid. The entry format is domain\userid.

Based upon the User’s agency and/or division, the domain will typically be one of the options
listed below. However, there are some exceptions.

ADS BDS CDS

Agriculture Elementary & Secondary Education Health & Senior Services
Corrections School for the Blind Mental Health

Economic Development School for the Deaf Social Services
Revenue Vocational Rehabilitation

Higher Education Office of Administration Jackpot

Insurance Public Safety Lottery

Labor & Industrial Relations

Natural Resources MOPSC

Professional Registration Public Service

Commission

The userid, in many instances, is the first 5 letters of the User’s last name and the first letter
of their first name.

To verify “User name,” normally the User can refer to “Logon Information” which is displayed
on their work computer by pressing the Alt, Ctrl, and Delete keys simultaneously.

The second entry field is “Password” and generally is the same password the User enters to
log-on to their work computer.
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PERforM: Screens and Functions

Registration

To uniquely identify all PERforM users, the first time a User logs on to the PERforM system,
he/she is required to register. Users will not have to repeat this process unless their “User
name” or the agency they work for changes.

To register, the User provides:

O Their last name
O The last four digits of their Social Security Number; and
O Their agency

T, '_"-/‘: .

Productivity, Exoellenée'}and Results for Missouri

The first time you log onto PERforld you must register. Tou alse need to register again any time you change the agency you worlt for or your networle id. To
register, please enter your last namne, the last fowr digits of your social security number and your agency below

Loggedin as: OADOMAINErookS

Last Matne:

Last four digits of S5IT: | ‘

Agency: | CORRECTIONS-OPERATING b

I

If the system cannot uniquely identify the User with these three (3) pieces of data, the system
will ask for their date of birth.

PER/

Productivity, Excellence ..ﬂﬂd Results for Missouri

DEEforM was unable to uniquely identify you. Please provide your Date of Birth using mm/ddiyyyy format. 4

Logged m as OADOMAINErookS
Last Iame IEIROOKS |
Last four digits of SSH: |....
Lgency: | OFFICE ADMINISTRATION-OFER ™
Date of Birth TEREE:
mmiddfyyyy
2
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PERforM: Screens and Functions

Once the Rater has successfully logged on to PERforM, they are able to access their Home
Page.

Registration was successful @

Go to my Home Page |

If the system cannot uniquely identify the User, he/she must contact his/her agency Human
Resources (HR) Office for assistance.

The Mis yaa Onling Performar

| wll oM .

Productivity, Excellence and Results for Missouri

PERforld was unable to locate a record for vou on the SAMWIT HE system table.

Logged in as OADOMAINErookS
Last MName: [Brooks |
Last four digits of 33T |—|
Agency: | OFFICE ADMIMISTRATION-OPER &
Date of Birth W
o/ dedfyyyy

(R |,

HR can verify that the data entered in the SAM II-HR system for the User is correct.

If for any reason HR cannot help the User, a representative of that office will contact the
System Administrator (in the Office of Administration, Division of Personnel) for assistance.
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PERforM: Screens and Functions

Navigating from the User’s Home Page

The User's Home Page provides access to all functions available to the User based on his or
her role/s (Rater, Reviewer, System Administrator, Agency Administrator, Delegate Rater,
and/or Proxy). Home Page functionality includes clickable links on action words
(Develop/Update Performance Objectives, Create New Appraisals, View/Update Appraisals,
etc.) that navigate the User to other screens in PERforM where the selected action is
completed.

The menu bar on the Home Page is populated based on the User’s role/s. The screen print
below shows what a Home Page would look like if a User had many designated roles. In this
example, the User has menu items for Rater, Reviewer, and Agency Administrator roles.

System Administration

Home Page

Raters

My Employee List Performance Appraisals (Ratings and Annual Rating Exempiions)
o View My Current Emplovees + Create New Appraisal

+ Update Incomplete Appraisals /

Overturn Completed Appraisals

View Current Complete and Exempt Appraisals
View All Complete and Exempt Appraisals
View All Incomplete Appraisals

Search Appraisals

Performance Plans (Objectives)

» DevelopTUpdate Performance Objectives
» View All Objectives Pending Emplovee Review

Reviewers

My Employee Review List Performance Appraisals (Ratings and Annual Rating Exempitions)
+ View All Emplovees I Review/Approve Review/Approve Pending Appraisals

View All Incomplete Appraisals

View All Appraisals Pending Emplovee Review

View All Complete and Exempt Appraisals

Performance Plans (Objectives)
o View Objectives of All Emplovees I Review

Agency Administrators
+ Agency Administration Home Page

4
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PERforM: Screens and Functions

Creating and Updating Objectives for Performance
Components

There are two ways in which a Rater can begin the process of developing and updating
performance objectives for an employee. From the Rater's Home Page, the Rater can

1. Use the clickable link on the action word ‘Develop/Update Performance Objectives.’

Home My Employees

stem Administration My Agency Admins

Cnline Help

Home Page

Raters

My Employee List Performance Appraisals (Ratings and Annual Rating Exemptions)
+ View My Current Emplovees ¢+ Create New Appraisal

+ Update Incomplete Appraisals /

Overturn Completed Appraisals
Perfor ¢ Plans (Objectives) View Current Complete and Exempt Appraisals

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

* DevelopUpdate Performance Objectives

« View All Objectives Pending Fmnlnues R e
|A\Iows vou ko develop new objectives ar access existing

ehiscFivar Fav rmadifiesbion

OR:

2. Select ‘Develop/Update Performance Objectives from the My Employees drop-down menu.

My Agency Admins eports Online Help

Performance Appraisals (Ratings and Annual Rating Exemptions)
Create New Appraisal

- P = - » Update Incomplete Appraisals /
iew My Current Employees Overturn Completed Appraisals
Performance Plans (Objectives)

View Current Complete and Exempt Appraisals
View All Complete and Exempt Appraisals

s DevelopUpdate Performance Objectives
« View All Objectives Pending Emplovee Review

View All Incomplete Appraisals
Search Appraisals

Once the Rater selects (clicks) either link, the Rater will be taken to the Employee List —

Performance Objectives page. This page displays a list of the employees supervised by the
Rater.

Iy Ermplo

ern Administration Reports Onling Help Log Dut

Hotne Page = Select Emplovee - Petformance Objectives

Employee List - Pexformance Objectives How to & dd or Copy Obje ctives

You are responsible for supervising and appraising the following employees. (Click on any column heading to sort data by that column in ascending
order,) Click on an emploves's name to developfupdate perfarmance objectives.
(2) total emplovees

LEVY , EELLY AR 0004573 TEATNING TECH IIT PEEE-STAFF
SCEOGEING |, CYNTHLA 000453 TEATNING TECH IIT PER3-STAFF Tes
5
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PERforM: Screens and Functions

Once the Rater clicks on the name of the employee for whom he/she wishes to add/edit
objectives, the Rater will view the Develop/Update Performance Objectives page.

Productivity, Excellence and Results for Missouri

Monday, April 30, 2007 2:11:13 Phd Welcome - ALLAN FORBIS (BDEPetform_ BDE) your rolels): Admin Reviewer Rater

Homa Iy Employees iy 3 Reports Online Halp Log Cut

Home Page = Select Emplovee - Performance Objectives » DevelopTIpdate Performance Objectives

Employee Performance Objectives

Employee Information Create Mew Apprasal
Emplayes Name LEVY KFLLY ANN Organization PERS-STAFF
Job Title TEATNING TECH IIT Swuparvisor Tes

From this page, the Rater must select the type of appraisal to work with (Annual,
Probationary or Special) and then click the ‘Show Performance Objectives’ button to
proceed.

select Type | Annual v [ Show Performance Objectives ]

Probationary
Special

6
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PERforM: Screens and Functions

After the selection has been made and the ‘Show Performance Objectives’ button has been
clicked, the Rater will view the Employee Performance Objectives page which displays the
selected employee’s objectives and provides options to add, edit, delete, or copy objectives.

Home Page = Select Employee - Performance Objectives > Develop/Update Petformance Objectives

Employee Performance Objectives - Annual

Employee Information Create New Appraisal
Employes Name LEVY , KELLY ANN Crganization DPERE-STAFF
Job Title TEATNING TECH IIT Supervisor Tes
Select Type !Annual v| [ Show Performance Objectives ] ‘
All Avmual Performance Objectives have been rewiewed with vour employee and all the necessary signatures have been obtaned on a O Yes ®No

Performance Plan document. Is this correct?

Pearfarmance Obfectives Summary Collapse Component Details  Expand Component Details

s (Enowledge of Work) has (3} objective(s)

s (Quality of Work) has (1) objective(s)

» (Stuational Responseness) has (1) objective(s)
o (Initiative) does not have any objectives.

» (Dependability) does not have any objectives

s (Performance Flanning and Documentation) does not have any objectives.
s (Leadershup Skills) does not have any objectives.
o (Management Skills) does not have any objectives.

3 1 4

(5) total ohjactives [Delete Selected Objectives ] [Add Objectwes] [Copy Objectwes] | Priormance Plan Print Preview |

H Select All m Objective Description

Edit Learn the Management Training Rule and how each program we provide corresponds to the Rule. Knowledge of Work

%t Review all materials for each training program you conduct at least two days prior to the session and
discuss any questions or concerns with your co-trainers and supervisor.

Enewledge of Weotl

0 Edit Researclt topics pertaining to all lrain?ng programs assigned loAyou to enhance your 'mld'e:rstianding of the Enowledge of Work
program’s content. keep un-to-date with the latest trends: and improve the program’s effectiveness.
[F] Edit Proofread all training materials and/or correspondence to ensure that all materials/documents are error free. Quality of Worlc
. . . ) . Situational
F Edit Respond to unexpected scheduling changes in a manner that does not impact program content and N
Responsweness

The PERforM system provides individual windows for four specific performance objective
actions:

1 Add objectives

2 Edit objectives

3 Delete objectives
4 Copy objectives

7
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PERforM: Screens and Functions

Adding Objectives

To add objectives, the Rater will click the “Add Objectives” button. When the “Add
Objectives” button is clicked, the Add Performance Objectives page is opened. The Rater
can add new objectives on this page by typing in the objective description, choosing a

performance component from the drop-down list and clicking either “ Save” or “Save & Add
Maore.”

When the Rater clicks “Save,” the new objective will be saved to the database and a
message appears which indicates that the objective has been successfully added. The new

objective appears in a list on the right side of the page so that the Rater can see what
objective they have added.

When a Rater clicks “Save & Add More,” the new objective will be saved to the database
and the objective description will be cleared out allowing for another objective to be added. A
message will appear indicating that the objective has been successfully added.

. TR AT e

Productivity, Excellence and Results for Missouri

Monday, April 30, 2007 2:18:50 P Welcome - ALLAN FORBELS (BDE'\Perfoum BDE) your role(s): Admin Rewiewer Rater

Home Ivly Employess Sy Reports Cnline Help Lag Qut

Home Page > Select Emplovee - Performance Objectives > Develop/Update Performance Objectives

Employee Performance Objectives - Anmual

Employee Information Create New Apprasal

Ewmplaoyee Name LEVY , KELLY ANN Organization PERS-STAFF

Job Title TEATNING TECH I Supervisar Tes

Objective Takes the initiative to anticipate necessary steps to (13 objectives added.

Description I:‘.E.ImplEt.E work and prepare for those steps ahead of Perfo & Objectives Conponent

e Takes the initiative to anticipate necessary steps to complete Initiative
wortk and prepare for those steps ahead of time.
Cotnp onent | Initiative v
Save [ Save & Add Mare ] [ Cancel ]Back to Obijectives
Objective successfully added

When the Rater goes back to the Develop/Update Performance Objectives page, he or she
can see all of the objectives they have assigned to the employee for the type of appraisal
(Annual, Probationary or Special) they are working with.
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PERforM: Screens and Functions

Editing Objectives

When the “Edit” hyperlink is selected next to an existing objective on the Develop/Update
Performance Objectives page, a new window opens. On the “Edit Performance Objectives”
page, the Rater can alter the objective description or change the component that the
objective is associated with.

outi Slale Employes Onling Pertormtance Appraisal System

PER;

Productivity, Excellence and Results for Miss:

Monday, April 30, 2007 2:29:20 PM

Home Wy Employees vy VS : m Administration

Welcome - ATLAN FORBIS (BDEVPetform_BDE) wour rolels): Admin Reviewer Rater

Repoits Online Help Log Out

Home Page = Select Emplovee - Performance Objectives * Develop/Update Perdformance Obiectives > Edit Performance Objective

Edit Pexformance Objective - Anmual

Ewmplayes Name SCROGGINS | CYNTHIA Organization DPERS-STAFF
Joh Title TEATNING TECH IIT Suparvisar Yes

Chjective Attend training to further develop expertise

Description

Component | Knowledge of Wark b

Back to Objectives  Ohbjective successfully saved.
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PERforM: Screens and Functions

Deleting Objectives

To delete an objective, click in the check box next to the objective on the Develop/Update
Performance Objectives page and then click the “Delete Selected Objectives” button:

Producil\nty Exoellenoe and Results for Missouri

Monday, April 30, 2007 2:13:35 PM Weloome - ALLAN FORBIS (EDE\Petform BDE) your role(s): Admin Reviewer Rater

Home My Employees Wy m Administratio Reports Online Help Log Out

Home Page = Select Emplovee - Performance Objectives > Develop/Update Petformance Objectives

Employee Performance Objectives - Annual

Employee Information Create New Appraisal
Ewploves Name LEVY | KELLY ANN Creanization DEES-STAFF
Job Title TEATNING TECH T Suparvisor Tes
Select Type | Annual v | [ Show Performance Objectives ] ‘
All Awamal Performance Objectives have been reviewed with your employee and all the necessary signatures have been obtained on a O Yes ®Ho
Performance Plan document. Is this correct?
Performance Objectives Summary Coflapse Component Details  Expand Component Details
(8) total ohjectives [Delete Selected Objectives ] [Add Objeclivesl [Copy Objectives] [F'erformance Plan Print F'review]
H Select All Objective Description To delete objectives, put a checkmark in the box to the left - Component Name
of the objective you wish to delete.
Edit Displays a significant level of skill executing daily tasks Encwledge of Work
Edit Review all materials for each training program you conduct at least two days prior to the session Knowledgs of Work

and disenss anv auestions or concerns with vour co-trainers and sunervisor.

If a Rater wants to delete all the objectives, he or she can click the check box next to the
words “Select All” and then click the delete selected objectives button.

When one or more objectives are selected to delete, a confirmation message will be
displayed. Click “Ok” to delete the selected objectives:

8 Microsoft Internet Explorer,

‘:) Are you sure vou want ko delete the selected objectives?

DKR‘_H Cancel |

A message will be displayed indicating the objectives were successfully deleted and the
page is refreshed.
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PERforM: Screens and Functions

Copying Objectives

To initiate this function, the Rater must first select the employee for whom they want to
create objectives for from their employee list on the Performance Objectives page.

__-p-—PLk_. // . . _

Productivity, Excellence and Results for Missouri

Monday, April 23, 2007 2:11:41 PM
Home My Employees

Welcome - ALLAN FOREILS (BD3\P etform_BDE) your roles): A dmin Rewviewer Rater
n Administration Reports Online Help Log Out

Home Page > Select Employee - Performance Cbjectives

Employee List - Performance Objectives How to Add or Copy Objectives

Tou are responsihie for supervising and appraising the following emplayees. (Click an any colummn heading io sort daia by thai column in ascending
arder.) Click on an employee s name ta developfupdate performance ohjectives.
(23 total emplovees

LEVY ,KELLY ANN 000483 TEATNING TECH IIT PERS-STAFFE
SCROGGING, CYNTHIA Q00403 TRAINING TRCH HP FPERSSTARE Yoz

Clicking on the employee’s name will bring up a page for the Rater to indicate the type of
appraisal they are developing performance objectives for (Annual, Probationary, Special).

The Rater will select the type of appraisal and click the ‘Show Performance Objectives’
button.

Welcome - ALLAN FORBIS (BDS\Perform_BDE) your roleds): & dmin Eewiewer Rater

My Employees My £ m Administration Reports Online Help Log Out

Home Page > Select Employee - Performance Obiectives > Develop/Update Performance Objectives

Employee Performance Objectives

Employee Information Create Mew Appraizal
Emplayes Mame SCROGGINS  CYNTHIA Organization PERS-STAFF
Jab Title TEATNING TECH I Supervisar Yes

‘ Select Type .

_TI | Show Performance Objectives ,\l ‘

This displays any objectives that the employee may already have for that appraisal
type.
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PERforM: Screens and Functions

Cnline Help

Home Page = Select Emplovee - Performance Objectives > DevelopTpdate Performance Objectives

Employee Performance Objectives - Annual

Employee Information Create MNew Appraisal
Employee Name SCROGGINS , CYNTHIA Organization DERS-STAFF
Job Title TEATNING TECH IIT Supervisar Yes
Select Type | Annual V| [ Show Petformance Objectives ] ‘

A1l Annual Performance Objectives have been reviewed with your employee and all the necessary signatures have been obtamed on a
Petrformance Plan document. Is this correct?

Ferfarmance Ohjectives Summary Collapse Component Details  Expand Component Details

s (Enowledge of Worls) has (3) objectiveds)

o (Quality of Worl) has (1) objective(s)

+ (Sitational Responsiveness) has (1) objective(s)

o (Initiative) has (1) objective(s)

o (Dependability) does not have any objectives

s (Performance Planming and Documentation) does not have any objectives.
s (Leadership Skills) does not have any objectives.

o (Management Skolls) does not have any objectves

(6) tatal abjectives [Delete Selected Objectives ] lAdd Objectwes] [Cupy Objectlyes] [ Prformance Plan Print Preview ]
H Select All it| Objective Description Component Name
Edit Complete 7 Habits of Highly Effective People certification by June 30. Enowledge of Work

The rater clicks the ‘Copy Objectives’ button and is taken to a page where they can select an
employee and appraisal type to copy from:

Copy objectives from: ISeIect Employee - Copy objective type: IA'lnuaI | Show Objectives |

Copy|  Cancel | Back to Dbjectives

J
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PERforM: Screens and Functions

After selecting an employee and type, a list of objectives is displayed. The Rater then
individually selects objectives by clicking in the check box next to the applicable objectives or
clicks in the check box next to words “Select All,” and then clicks the ‘Copy’ button.

| Copy objectives from | LEVY | KELLY ANN v |
{11) abjectives

All

Learn the Management Training Rule and how each program we provide corresponds to the Training Rule. Enowledge of Work

O Facilitate three training programs each week. Quality of Work

Proofread all training materials and/or correspondence to ensure that all materials/documents are error free. Quality of Work

Cl Demonstrate prescribed resolution strategies when confronted with difficult participant behaviors when Sttuational Responsiveness

o Ensure training materials are prepared and ready at least two days in advance of training sessions. Initiative

O Arrive in the Trainine Room to ereet particinants at least 30 minutes prior to each session vou Dependability

O Complete performance planning and appraisals for all staff you supervise according to established policy Perfonnan0§ Planning and
requirements. Deocumentation

a Identify and implement at least one professional development activity for each employee you supervise. Leadership Skills

O (Corndmat weekly meetings with your staff to ensure that their work assignments are progressing as directed. Management Skalls

CUP!"R Cancel | Back to Objectives

The following message appears and the user can either select additional objectives to copy
or go back to objectives.

Ohiectives successfully copied.

Cancel | Back to Obiectives
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PERforM: Screens and Functions

Printing the Paper Copy of the Performance Plan

These are the steps to print a Performance Plan for the employee to review and sign.

1. Select the employee name.

Reports Online Help

Home Page > Select Employee - Performance Objectives

Employee List - Performance Objectives

Howr to Add or Copy Ohjectives

You are responsibie for supervising and appraising the following employess. (Click an any column heading to sort data by that column in ascending

order,) Click on an employes's name to developfupdate performance objeciives.
(2) total employees

LEVY@FELLY AT 000493 TRAJICI]NG TECHII PER3-STAFF
SCROGGEING , CYNTHIA 000453 TERATNING TECH IT PERZ-STAFF

2. Select the appraisal type from the drop-down menu.

Tes

Home Page > Select Emplovee - Performance Objectives = Develop/Update Performance Objectrves

Employee Performance Objectives

Employee Information Create New Appraisal
Hwmployes Name LEVY | KELLY ANN Organization PERS-STAFF
Job Title TEATNING TECH I Supervisor Tes
Select Type | Annual v [ Show Performance Objactives ]
14
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PERforM: Screens and Functions

Click the ‘Show Performance Objectives’ button to display the employee’s objectives.

Select Type I Show Parformance Objectives [d

3. Click the ‘Performance Plan Print Preview' button.

Home Page = 2elect Employee - Performance Objectives = Develop/Update Performance Objectives

Employee Performance Objectives - Annual

Log Out

FEmployee Information Create New Appraisal
Ewmplavee Name LEVY , KELLY ANN Organization PERS-STAFF
Job Title TEATNING TECH IT Supervisar Tes

Select Type | Annual V| | Shaw Performance Objectives |

All Annual Petformance Objectives have been rewiewed with your employee and all the necessary signatures have been obtamed ena
Performance Plan document. Is this correct?

Ferformance Objectives Summary Collapse Component Details  Expand Component Details

+ (Enowledge of Worl) has (1) ebjective(s)

o (Quality of Work) has (2) objective(s)

+ (Situational Responsiveness) has (1) objective(s)

o (Tnitiative) has (1) objective(s)

» (Dependability) has (1) objective(s)

» (Performance Planning and Documentation) has (1) objective(s)
o (Leadership Skills) has (1) objective(s)

o (Management Skills) has (1) objective(s)

Q) tatal ohjsctives [De\ete Selected Objectives I [Add Objectivea] [Cupy Objectives] Prlormance Plan Print Preview |

15
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PERforM: Screens and Functions

4. Once selected, the printer-friendly version of the document is displayed

THE MISSOURI STATE
EMPLOYEE PLANNING AND
APPRAISAL SYSTEM

Productivity, Excellence énd Results for Missouri

Peafor Plan - A 1

Emplovee's Performance Plan Details ==< Back To Performance Objectives %
Click to prink

Emmploves Name LEVY , KELLY ANN

Supervisor Nawme FOREBIZ , ATTATTT.

Job Title TRATNING TECH IIT

Agency OFFICE ADMINISTE ATION-OFEER

Org PEES-STAFF

CIVE Description TTCP MEEIT SYSTEM CLASSIFIED

Ferceniage Fulifime 1.0

Manths af Service 162.0

Appraisal Type Annual

Rating Period 1/1/2007 - &/30/2007

Appraisal Status -

Chverall Rating -

Appraisal Date -

Appraisal Period

1 2 3 456 789 10

Performance Ohjectives:

1. Learn the Management Training Rule and how each program we provide corresponds to the Rule.
. eview all materials for each training program you conduct at least two days prior to the session and discuss any
2 R Il materials fi h t g prog y duct at least two days prior to th dd y
questions or concerns with your co-trainers and supervisor.
3. Research topics pertaining to all training programs assigned to you to enhance your understanding of the

program’s content; keep up-to-date with the latest trends; and improve the program’s effectiveness.

1 2 3 456 789 10

Performance Ohjectives:

Condensed Screen Print

Performance Plan Discussion

Signature of Rater Dat
At the beginning of each appraisal period, the employee ! ¢
and supervisor (rater) will meet to plan, review, and discuss
the employee’s performance objectives for each component & oFRevi Dat
listed on this document for the defined appraisal period. ignature of Reviewer €
The signature of the employee and supervisor affirms that
this discussion took place and that the employee received a [ of 1 Date
copy of his'her performance planning document. : Fap

Sigmature of Other (Optional) Date

5. Click the “Printer” icon that appears near the top right corner of the document, next to the
“<<<Back To Performance Objectives” link.
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PERforM: Screens and Functions

6. A printer dialog box will appear and the user clicks the “Print” button to send it to the
desired printer.

General | Options |

Select Printer I
[2) add Printer £, ISZE15 - Lexm

L2, 152B01C - Lexmark C750 on oaprintl,oa.state.mo.us L2 ISEB1S - Lexm I
1152615 - Lexmark Optra T630 an naprintl L ISEB1S - Lexm

< | >
Status: Idnable to connect 1 Priet: ta file '.
Location: '
Camment: Fird Printer...
Fage A ange
@Al MNumber of copies: |1 E

Selection Current Page

) Pages: 1 Collate E E
Enter either a zingle page number ar a single Iﬁl

page range. For example, 512
[ Prirt ,\J [ Cancel ] Apply
b
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PERforM: Screens and Functions

Indicating Performance Objectives have been
Communicated to the Employee

Once the Rater is finished entering all performance objectives for each of the employee’s
performance components, the Rater will print the Performance Plan for the employee and
obtain all the necessary signatures.

However, the objectives (Performance Plans) are not finalized until the Rater has indicated in
the PERforM system that the Performance Plan has been reviewed with the Employee.

The Objectives reviewed box on the Develop/Update Performance Objectives page is
outlined in red until the radio button is switched to ‘Yes' by the Rater, indicating the
objectives have been reviewed with the employee.

A1 Annual Performance Objectives have been reviewed with your employee and all the necessary signatures have been obtamed on a O Ves ®No
Performance Plan document. Is this corract?

Before the ‘Yes’ button is enabled, the Rater is always reminded that the Performance Plan
must be reviewed with the employee and must contain the necessary signatures.

Microsoft Internet Explorer

b ] Click Ok only if vou have reviewed the Performance Objectives with vour employee and obtained all the necessary
H-"/ signatures on a Performance Plan docurment.

| ok kJ[ Cancel |

If this process has occurred, the Rater selects ‘OK’ and the red outline around the radio
buttons will disappear.

All Avmmal Performance Objectives have been reviewed with your employee and all the necessary signatures have been obtained on a @ Tes ONo
Performance Plan document. I this correct?

Is the Appraisal (rating) document created after this step has been completed?

No. The Rater has only created a set of objectives which an appraisal will be based upon.
Selecting the ‘Yes’ button does not initiate an appraisal. During the rating period, the Rater
will use the Performance Appraisal (Ratings and Annual Rating Exemptions) functionality on
his or her Home Page in PERforM to create an appraisal for each employee.

NOTE: When the Rater modifies the employee’s Performance Plan (objectives) or after an
appraisal has been created which is populated with the existing objectives, the radio button
will automatically switch from ‘Yes’ to ‘No’ and the red outline will reappear. This will indicate
the Rater must repeat the review process. This includes the printing of a new Performance
Plan document, reviewing the objectives with the employee and obtaining the necessary
signatures on the Performance Plan document.
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PERforM Status Definitions

The status of an appraisal is automatically assigned by the PERforM system based upon the
actions of the Rater and Reviewer. Status assignments and how they are used are listed
below.

Status Meaning Required Action
Missing For reporting purposes, this is a Rater creates the annual appraisal,
required annual appraisal that has includes appropriate ratings and/or
not been created (saved). comments, and submits it to the
Reviewer.
In Progress A performance appraisal has been Rater includes appropriate ratings
created and saved. and/or comments on the appraisal and

submits it to the Reviewer.

Pending A rated performance appraisal has Reviewer approves or disapproves the
been submitted to the Reviewer for appraisal, or provides
action. recommendations to the Rater through

use of an electronic sticky note.

The Reviewer agrees with the rated  The Rater prints the appraisal, obtains
Approved performance appraisal submitted by  necessary signatures, presents the
the Rater. document to the Employee, and then
marks it as “Complete” in PERforM.

Disapproved The Reviewer disagrees with some The Rater and Reviewer should come
aspect of the performance appraisal  to an agreement on what changes are
submitted by the Rater. needed to make the appraisal

acceptable. The Rater incorporates
those changes and resubmits the
appraisal to the Reviewer for approval.

Exempt A required annual appraisal Reviewer approves or disapproves the
Pending containing an explanation for exempted appraisal, or provides
exemption (in the Overall comments to the Rater through use of

Comments) has been submitted to an electronic sticky note.
the Reviewer for action.

Exempt A required annual appraisal The Rater prints the appraisal, obtains
containing an exemption has been necessary signatures, and presents the
approved by the Reviewer, and is document to the Employee. The Rater
considered finalized in PERforM. then makes copies of the appraisal and

disseminates according to agency
policy.

Complete An appraisal has been reviewed The Rater makes copies of the
with the Employee and the Rater appraisal and disseminates according
has used the “Complete” button in to agency policy.

PERforM to indicate that it is
finalized.
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Creating Annual Appraisals (Ratings or Rating
Exemptions)

From the Rater's Home Page in PERforM, he or she will click the Create New Appraisal link.

My Reviews System Administration Agency Admins

Home Page

Raters

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

Create New Appraisal

L L_Edﬂtﬁ ]-UCUHlEIEtE %Allnws wou ko create new appraisal documents for your
Overturn Completedemplayees.

View Current Complete and Exempt Appraisals
View All Complete and Exempt Appraisals
View All Incomplete Appraisals

Search Appraisals

o View My Current Emplovees

Perfor Plans (Objectives)

e DevelopUpdate Performance Objectives
o View All Objectives Pending Emplovee Review

This will take the Rater to a page listing the employees he or she supervises. The Rater will

select the employee for whom an appraisal is to be created by clicking on the employee’s
name.

Administration

Home Page > Select Employee - Performance Appraisals

Employee List - Performance Appraisals Who is required to have an annual appraisal?

You are Jor v and appra the Wi wyeas. (Click on any column heading to sort data by that column in ascending
order.) Click on an employes's hame fo create a new performance appraisal.
(2) total employees

LEVY, KELLY ANN 000493 TRA[N!NG TECH I PERS-STAFR
SCROGGINGS CYN%%IA 000493 TRATNING TECH IIT PERS-STAFF Tes Tes

The Rater will be taken to the Select Appraisal Type page to select the type of appraisal they

want to create for the employee. The Rater will select Annual from the drop down box and
click “OK.”

PER/

e
Productivity, Excellence and Results for MISS:)LIH

MWednesday, April 25, 2007 12:05:43 P

Home Page = Select Emplovee - Performance &pprasals > Select Appraisal Type

Select New Appraisal Type

How to Evaluate and Rate Employee Performance Objectives

Employee Name LEVY , KELLY ANN Organization PER3-STAFF
Jab Title TRATNING TECH IIT Supervisor Tes

Select New Apprasal Type | Annual 1l

[JEnable Quick Scoring
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This action will take the Rater to the Create Performance Appraisal page.

Welcome - ALLAN FOREIS (BDS\Ferform_BDS) yous role(s). Admin Reviewer Rater
Reports Online Help Log Out

System Administration

Home Page = Select Employee - Performance Appraisals > Select Appraisal Type = Create Performance Appraisal

Create New Appraisal How to Evatuate and Rate Employee Performance Objectives
Employee Details Performance Objechves

Emplaoyea Nawma SCROGGINS , CYNTHIA Job Titla TRATNING TECH IIT

Supervisor Name FORBIS , ATLAN T CIVS Descripiion TUCP MERIT SYSTEM CLASSIFIED

Agency OFFICE ADMINISTRATION-OPER Percontage Fulltime 1.0

COrganization PERS-STAFF Manths af Service 29.0 months

Performance Appraisal Details
Appraisal Type  Ammual Rating Period  1/1/2007 - 4/30/2007 Overall Score
Appraisal Staius New Appraisal Date  4/23/2007 2:22:36 P4 Overall Rating -

1. Knowledge of Work ®1 ®2 983 81 85 8587 @3 @2 810

FPerformance Objectives

1 Seek and obtain necessary education to meet performance requirements

Comments:

CONDENSED SCREEN PRINT
3 (Not all Performance Components are shown)

Overall C

4

|Appraisaf Status In Progress Overall Score Overall Rating
5 1 6 7 8 9
[ Calculate Only ] [ Subrnit ] [ Exermpt & Subrnit I [ Aftachments ] [ Print Preview ] &
Back to top
Detail expl. ion about button functionalit

Using the available buttons, the Rater can:

1 Assign “In Progress” status to the new appraisal and retain work.
2 Rate each performance component.
3 Enter comments about the employee’s performance for each performance component.

4 Enter overall comments about the employee’s performance during the appraisal period

or provide an explanation for exemption if insufficient information exists to rate the
employee.

5 Calculate the employee’s overall score and performance rating.
6 Submit the Appraisal to the Reviewer for approval and change the status to “Pending.”

7 Exempt the employee from the Annual Appraisal rating (in accordance with agency
policy).

8 Attach a document to the Appraisal.

9 Print the Appraisal.
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Entering Written Comments on the Employee’s Appraisal

Written comments regarding the employee’s performance during the appraisal period may be
entered on the Create Performance Appraisal page (or the Edit/Update Performance
Appraisal page if the appraisal has already been created and saved), in the ‘Comments’ field
for each performance component and the ‘Overall Comments’ field near the bottom of the
page. To include comments, the Rater places his or her cursor in the appropriate text field
and types their comments. The text is saved in PERforM each time the Rater saves the
appraisal. The Rater can change the text in the fields as many times as desired. The
amount of characters (letters and spaces combined) permitted in each field is listed below:

Comments for Components — 500 Characters
Overall Comments — 1000 Characters

In instances when an employee is given an exemption from receiving an annual rating, the
Rater provides a justification for this action in the Overall Comments field.

Note: Written comments can be added, modified and deleted until the time the appraisal has
been approved; however, the appraisal must be resubmitted to the Reviewer.

Scoring (Rating) Performance Components

On the Create Performance Appraisal page (or the Edit/Update Performance Appraisal page
if the appraisal has already been created and saved), the Rater can indicate a score for each
component by clicking next to the score they desire.

8. Management Skills

To review guidelines about scoring Performance Components, Raters can click the “How to
Evaluate and Rate Employee Performance Components” link near the top of the page.

| 2 PERfors Instructions - Microsoft Internet Explorer El@l@
File Edt Wiew Favorites Tools  Help "

<) © ¥ A& ) search ¢ Favorites {7} - L) B

A address |&] hitp:flperformtest.oa, state.mo.us/PERForMjHelpPages/Instructions. htm? #td_eval_rate_guide - Go | Links
L Tzt of awalable objechives 12 displayed Place a checkinark m the held to the Teff of cbjechwes you wish to copy. If you wash to ~

d copy all of the objectives, place a checkmarl in the box for "Select All"
Click the "Ceopy" button. If the process 1s completed, you recemve the "Objectives successfully copied” message

To return to the Employes Performance Objectives screen for the emplovee you are developing objectives for, click the "Back to
objectives" link

| The "Cancel" button closes the window and takes vou back to the Employvee Peformance Objectives screen.

Evaluating and Rating Employee Performance Components Back to top &

Atthe cenclusion of the defined appraisal pericd, the supervisor {rater) will use the PERforld System to rate the empleyee’s
performance in each job component on a scale of 1 — 10. The score will reflect how well the emplovee performed with respect to
=f| all of the objectives listed for each component

The following information is presented as a “ guideline® to assist each rater in determining the appropriate rating to select for each
applicable compenent.

l% JOB COMPONENTS EATING GUIDELINES

Rating

Using ob Heed di : Showes Strength | Sh

ovs
Area Exceptional Skill

jon and
feedback relevantto
the em ployes's

fon duri

The amployas meat
The employes The employae mer mestand
consistently failed | s stated g

10 meer few — if 5

The employes
(((((( tenthy

excsedad all
stated objectives
for thiz job
comperent.

objectivas for this
job componant

each job component?

| &] pone B Internet
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Calculating the Results of Performance Component Scores

At the bottom of the Create Performance Appraisal page, there is a “Calculate” button to
compute the employee’s overall score and populate the ‘Overall Rating’ field. The score and
overall rating is displayed at the bottom of the appraisal.

|Appraisaf Status Overall Score Overall Rating
Calculate Only I Savel Submit Exempt & Submit Attachments Print Praview &

Back to top
Detail explanation about button functionality

Enabling “Quick Scoring”

If the Rater elects to do so, he or she can enable Quick Scoring of the appraisal by clicking
the “Enable Quick Scoring” box and the “OK” button on the Select Appraisal Type page.

| o

Thursday, May 24, 2007 11:52:38 An Welcome - ALLAN FOREIS (BDE\Perform BDE) your rolels): A dmin Rewiewer Rater
Home My Ermployees ]

Reports Online Help Log Dut

Home Page = Zelect Employee - Performance Appraicals = Select Appraisal Type

Select New Appraisal Type

How to Evaluate and Rate Employes Performance Objectives

Emplayes Name SCROGGINS | CYNTHIA Organization PEES-STAFF
Job Tile TEATNING TECH IIT Supervisor Tes

Select New Appraisal Type I@|
¥l Enable Quick Scering

This action will condense the appraisal so that only the rating or scoring feature of each
Performance Component is displayed. The performance objectives and comments field for
each component will not be visible.
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The following screen print shows what the open appraisal will look like with Quick Scoring on:

|1e'\-|., soutt Stale b |r|: was Onling F

_J_____J_ //(/

Productivity, Excellence and Results for Mlssaun

Monday, September 15, 2008 1:37:40 PM Welcome - SAM SAMPLE (BDS'\LuebbM1) your role(s): Reviewer Rater

My Reviews eports Online Help

Home Page > Select Emplovee - Performance Appraisals > Select Appraisal Tvpe > Create Performance Appraisal

Create New Appraisal How to Evaluate and Rate Emplovee Performance Components

Your PERforM session will time out after 30 minutes. To refresh (extend) your session, please save the appraisal often by using -
the Save button located at the bottom of the page.

Employee Details Performance Objectives

Employves Name CLEVER, KATHY A Job Title SPECIAL ASST TECHNICIAN
Supervisor Name SAMPLE, SAM § CIVS Description UCP MERIT SYSTEM UNCLASSIFIED
Agency OFFICE ADMINISTRATION-OPER Percentage Fulltime  1.0000

Organization MENTAL HEALTH Months of Service 73.0 months

Performance Appraisal Details

Appraisal Type  Annual Rating Period 1/1/2008 - 12/31/2008 Overall Score -
Appraisal Status New Last Updated Date 9/15/2008 13737 PM Overall Rating -
Appraisal Start Period ~ 01/01/2007 Appraisal End Period ~ 12/31/2007

. Knowledge of Work

. Quality of Work

B. Situational Responsiveness

f. Initiative

. Dependability
Dverall Comments:
=l
=
Calculate Only I Save | Submit Exempt & Submit Attachments Print Preview &
Back to top

Detail explanation about button functionality
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Using PERforM’s Attachment Feature

The Rater can attach a document to the appraisal in PERforM once the appraisal has been
saved for the first time. To include an attachment, the rater clicks the “Attachment” button on
the bottom of the Create Performance Appraisal page.

[ Calculate Only ] [ Submit ] l Exermpt & Submit l [ Attachments [\] [ Print Preview ] &
Back to top

Click this button to add, view or delete appraisal-related
documenitation.

Detail explanation about button functionalit

A new page will pop up prompting the Rater to select a document to attach.

<A http:/performuat.oa.state.mo. us - Attachments - Microsoft Internet Explorer

Productivity, Excellence and Results for Missouri

Add Attachients How to Add Attachments

‘Name SCROGGING , CYNTHIA Date 052472007  DBpes  Amual |

Clhick ‘Browse' fo select a_file then click "Upload File'to attach the selected file.
Maximum attackment size : 100088 - Maximum attachments allowed for each appraisal 3000KR

H Bruwse...hl [Upload File
0% of 3000KE Used

< | >
@j Done # Internet

When the Rater clicks the browse button, he or she can select items from their own pc or the
network to attach.

Choose file

3

Loak in: | 'd My Computer j (e I il
2 .aS‘fz Floppy {A:) ;"gwebapp on 'oa-modata’ (4
b < Local Disk {C:) ;"gOaFiIe on "0APRIME (Qaprime)’ {¥:)
Hy Recent L DVDJCD-RW Drive (D: S Isfile on 'OAPRIME (Oaprime)’ (2:)

Documents e nickdata on ' B
@ =:"gnetapps on 'naspserver? (F %
=% samii hr on ‘naspserver?' (H:)

Diesklop =:"gBrookS$ on 'OAPRIME (Oaprime)' (K:)

: gweb app on 'samiidey! (M)

y % C4 on 'samiidey’ (P:)

2 udbscripts on 'modata’ (Q:
My Documents f: D . . @
% oasam i on ‘oagui’ (R:)

;"gtest on 'oaspserver? (T:)

5])! Z®intuithr on 'moserverl' (1))

Mo Con 2 holland$ on 'oainstall ()

égF$ on 'samiidey’ (W)

My Metwark  File name: | ﬂ ﬂl
Places

Files of type: | 40 Files %) =l %
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Once the Rater locates and selects the correct file to attach, he or she will click the “Open”
button.

Choose file

Loak in: |[—@’ Desktop j (] = B
r @My Documents IE_jDi:
! tj My Compuber illoe
MuRecent  |€dpy network Places ey
Diomumits mncrobat Reader 5.0 g HF
@ il adobe Reader 7.0 EaaHF
ﬁBurn 0 & DYDs with Roxio &HF
Desklop E}Mozilla Firefax [ pae
. EErcomm 8
J 8 Track-Tt! 6.0 HR o,
Clwinzip oy
iy DreEyEAtE ICSimopas 5-10-07 o,
() vivee @I_]Oa
5! IE_]Change to --Annual Performance Appraisal Status Detail Report.doc IE_jOﬂ
by Computer 2 IE—]O’
ot
. ' z
Iy Metwork File: name: |Discussi0n itern.doc j Open
Flaces
Files of type: |AII Files [7.7] j Cancel

The file will then be selected in the browse drop-down and the Rater will click the upload file
button to complete the process.

A http:/performuat.oa.state.mo.us - Attachments - Microsoft Internet Explorer -]

|||| vee Online Performance Appraiszl Systes

ERLM

Productl\nty Excellence and Results for Missouri

Add Attachments How to 4 dd Attachments

|Name SCROGGING , CYNTHLA Date 0572402007 Tpe  Annual |

Click 'Browse' to select a file then click Upload File'io attach the selecied file.
Maxtmum attachment size : 1000KB - Maximum attachments aflowed for each appraisal 3000K8

ChDocurments and SettingsiBrookS\DesktopiDiscussion item. doc H Browse... ] [Upluad File

0% of 3000KE Used

@ Dang B Internet
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A message will be displayed that the file has been attached.

il

& | http:ffperformuat.oa.state.mo. us - Attachments - Microsoft Internet Explorer

Productivity, Excellence and Results for Missouri

Add Attachiments How to Add Attachments

‘Name SCROGGING , CYINTHIA Date  05/24/2007 Tpe  Anmal |

Click 'Brawse' to select a file then click 'Upload File'ta attach the selecied file.
Maximum attachment size : 100088 - Maximum aitachmenis allowed for each appraisal 3000K8

“ Browse.. ] [Up\nad File
1% of 3000KE Used

File attached %

1. Discussion item 2%

g
?Ej Done

. Internet

Routing the Appraisal to the Reviewer for Approval

All appraisals (ratings and rating exemptions) are “routed” to the Reviewer by clicking the
“Submit” button or “Exempt & Submit” button on the bottom of the Create Performance
Appraisal or the Edit/Update Performance Appraisal page. A message confirming the action
was successful will be displayed and the appraisal status will change to either “Pending” or

“Exempt Pending.”

Appraisal has been submitted to the Reviewer for approval.
&

[ Calculate Only ] [ Submit l\l [ Exempt & Submit ] [ Attachments ] [ Print Preview
r Back to top

Click this button ko send the performance appraisal to the
Dietail explanation about button function{Reviewer For required action.
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Creating Special and Probationary Appraisals

The process to create Special and Probationary Appraisals is almost identical to the
process used to create Annual Appraisals. To create either a Special or Probationary
Appraisal, the Rater will click the Create New Appraisal link from their Home Page:

Systern Administration

Home Page

Raters

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

s View My Current Emplovees s Create New Appraisal

» Update Incomplete élAIIows wou ko creake new appraisal documents For your
Orverturn Completedlemplovees.

View Current Complete and Exempt Appraisals
View All Complete and Exempt Appraisals
View All Incomplete Appraisals

Search Appraisals

Performance Plans (Objectives)

o Develop/Update Performance Objectives
« View All Objectives Pending Emplovee Review

This will take the Rater to a page listing the employees he or she supervises. The Rater will

select the employee for whom the appraisal is to be created by clicking the employee’s
name.

_mill A . 74

Productivity, Excellence and Results for Missouri

Friday, May 04, 2007 4:55:29 P

Welcome - ALLAN FORBIS (BD3\Perform BDE) your role(s): A dmin Reviewer Rater
Administration Reports Online Help Log Out

Home Page = Select Employee - Performance Apprasals

Employee List - Performance Appraisals Who is required bo have an annual appraisal?

You are responsible jor supervising and appraising the foilowing employees. (Click on any column heading fo sort data by that column in ascending
arder.) Click an an employes's name to create o hew performance appraisal.
(2) total employees

LEVY, KELLY ANN 000493 TRAINING TECH IIT PERS-STAFF Yes Yoz
SCROGGINS | CYINTHIA 000493 TEATNING TECH IIT PERS-STAFF Tes Tes

The Rater will be taken to the Select Appraisal Type page to select the type of appraisal
(Special or Probationary) they want to create for the employee. The Rater will select the
appraisal type from the drop down box and click “OK.”

Home Page = Select Employee - Performance Appraisals = Select Appraisal Type

Select New Appraisal Type

How to Evaluate and Rate Employree Peformance Objectives

Emplayes Name LEVY , KELLY ANN Organization PERE-STAFF
Job Title TRATNING TECH IT Supervisor Tes
Select Mew Appraisal Type | ETaEE]
[ Enable Quick Scoring
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The Create Performance Appraisal page will open. The example below shows the Appraisal
in “Quick Scoring” mode.

NOTE: If performance objectives were not previously created for the appraisal type (Special
or Probationary), the Rater will not be able to proceed with the appraisal until this step has
been completed. In other words, a specific “set” of objectives must already exist for Special
or Probationary Appraisals. If the Rater initially created performance objectives which apply
to the employee’s Annual appraisal, a new — or duplicate set of objectives — must also be
created for other types of appraisals.

PER

Productivity, Excellence and Results for Missouri

Monday, September 15, 2008 1:53:47 PM Welcome - SAM SAMPLE (BDS'LuebbM]1) your role(s): Reviewer Rater
Online Help

Home Page > Select Emplovee - Performance Appraisals > Select Appraisal Tvpe > Create Performance Appraisal

Create New Appraisal How to Evaluate and Eate Employee Perfi C

Your PERforM session will time out after 30 minutes. To refresh (extend) your session, please save the appraisal often by using |
the Save button located at the bottom of the page.

Employee Details Pedormance Objectives

Employee Name CLEVER, KATHY A Job Title SPECIAL ASST TECHNICIAN
Supervisor Name SAMPLE. SAM S CIVS Description UCP MERIT SYSTEM UNCLASSIFIED
Agency OFFICE ADMINISTRATION-OPER Percentage Fulltime 1.0000

Organization MENTAL HEALTH Monrhs of Service 73.0 months

Performance Appraisal Details
Appraisal Type  Probationary Rating Period - Overall Score
Appraisal Status New Last Updared Date 9/15/2008 1:53:44 PM Overall Rating

Appraisal Start Period I & Appraisal End Period I 0= |

1. Knowledge of Work

. Quality of Work

3. Situational Responsiveness

. Initiative

5. Dependability

Overall Comments:

[
=
Calculate Onlyl Savel Submit Exempt & Submit Attachments Print Preview =
Back to top
Detail 1 about button fi
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The significant difference between creating an Annual Appraisal and creating a Special or
Probationary Appraisal is the need to enter the Appraisal’'s Start Period and the Appraisal’s
End Period. To select an appraisal start date, the Rater will click on the calendar next to the
text box:

‘Appmzsaf Start Feriod rﬂ Appraizal End Period i |
Open Calendar

A calendar will pop up for the Rater to select a start date for the Appraisal. The Rater will
click on the desired date to indicate the start date:

August September 2009 octob . :
Auqust SEP = 2= | The selected date will appear in the text box.
Sun Mon Tue Wed Thu Fri Sat : :
Appraisal Start Period |[J3_.f1 £/2009
i 2 3 4 3
&6 1 & g2 10 11 12 The Rater can also type a date in the box
13 14 15 1 g 19 instead of using the pop up calendar. For
2= 22 2d September 09 ==
example, the Rater could type the end date for
20 21 22 23 24 25 26 . . : )
the Appraisal directly in the box instead of
2/ 28 28 30 using the calendar.
| Appraisal End Period |[]9,.f15_r20[]9
Close

Completing the Appraisal

After these initial steps have been completed, the Rater will fill out the appraisal with
necessary rating and comment information and then submit it for approval in the same
manner Annual Appraisals are processed.

For more detailed information concerning processing steps involved in creating an appraisal,
please refer to the Creating Annual Appraisals link.
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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.

System Administration

Home Page

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

Create New Appraisal
Update Incomplete Appraisals /

. P
q" erturn Completed Appr Allows 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

o View My Current Emplovees

Performance Plans (Objectives)

+ Develop/Update Performance Objectives
+ View All Objectives Pending Emploves Review

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.

DD

. w o
| il o7E . VA
Productivity, Excellence and Results for Missouri

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

Online Help Log Out

Hotne Page » Select Performance Appraisal

Select Appraisal

The following are existing appraisals within the current appraisal period.
(4) appraisals

raisal Date
s -

AGGELER , COMPUTER INFO TECH  ITSD-SYSTEMS & PETERSON,
Edit ~ NEW o ROLYN & SPEC T PROGRAMMING DONNA el gprered GRSy
BERHORST, COMPUTER. INFO ITSD-STSTEME & PETERSON,
it JOHN F. TECHNOLOGIST IIT PROGEAMNING DONNA < fneal i blosrees DA LIE0M
! COMPUTER INFO ITSD-STSTEMS & PETERSON, ;
Edit NEW FIFE , BRENDA K TECTIOLOGIET I PROGEANMING DONMA Arnmual Disapproved  04/19/2007
COMPUTER INFO TECH  ITED-SYSTEMS & PETERSON,
Edit REINSTEIN , BERT o fd el Anmwal TnProgress 0412042007
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The Edit Performance Appraisal page for the selected appraisal will open.

Wadnasday, April 25,2007 12:33.34 PM Welcome - DONNA PETERSON (CDS\Pesform_CDE) your role(s): Rater

My Employees Reponts Online Help Log Qut

Horme Page = Back To Appraisals
Edit Performance Appraisal

FEmployee Details

Emplaoyee Name AGGELER , CAROLYN A. Job Title COMPUTER INFO TECH SPEC I
Supervisor MName PETERSON , DONINA CIVS Degoription TICP MERIT 3YSTEM CLASSIFIED
Agency OFFICE ADMINISTRATION-OFPER Fercentage Fulltime 10

Organizaiion ITSD-3YSTEMS & PROGRANMDOTG Mownths of Service 151.0

Performance Appraisal Details How to Evaluate and Rate Employee Performance Ohbjectives

Appraizal Bwe  Special Bating Period - Ovarall Score 6.6
Appraizal Status Approved Appratsal Date  4/25/2007 12:28:32 PM Overall Rating  Successtul

1. Knowledge of Work ®1 92 0201 05 0507 92 85 @10

Performance Objectives

Clomments: [}\

. Quality of Work ©1 0203041050607 05 07 010
lPerformance Cbjectives

CONDENSED SCREEN PRINT l
Not all Performance Components are shown

Overall Comments:

Appraisal Status Approved Cverall Score 6.6 Overall Rating  Successfil

4
Calculate Only| |Save | [Submit| |Exernpt & Submit | |[Complete Appraisal|| | Overturn Appraisal Attachments] Wiew Sticky Nmes} l Print Preview <

Back to top

Click this buttan ta view notes provided by the Reviewer
reqgarding the appraisal,

Detail explanation sbout button functionality

From the Edit Performance Appraisal page, the rater will be able to view “sticky notes.”
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”

The “View Sticky Notes” 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 pop up. 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
< | @ ] Back
4&] pone & Internet

The “Attachments” button 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.

A http:/fperformtest.oa.state.mo. us - Attachments - Microsoft Internet Explorer

PERB.M

Productivity, Excellence and Results for Missouri

Add Attachments How to Add Attachments

[2ems  EAFNE, RASEY Datz 04232007 Typs  Anmal |

Click ‘Brawse'ta select a file then click Upload File' to attach the selected file.
Mazximum aiiachmeni size : [000KB - Maximum atiachmenis allowed for each appraisal 2500KB

“ Browse ] IUp\nad File
File attached 7% of 2500KE Used
1. PERforMPlanningDocument 9
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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 ]

ick this button to indicate the ratings have been
communicated ko the employee 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

Clicking the Complete Appraisal butbon indicates wou have reviewed the Annual Appraisal with your emploves and
e have obkained all the necessary signatures on the Annual Appraisal document, IF vou have nok done this vek, dick
Cancel. By clicking OF, wou are indicating the rewview and signature process has been completed.

| o 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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Overturning An Appraisal

Once a decision has been made in accordance with agency policy to change a rating and/or
comment on a completed appraisal, the appraisal is overturned in PERforM.

Note:
Annual appraisals can only be overturned during the rating period (January 1 — March 31).

To overturn an appraisal, the Rater clicks on the “Overturn Completed Appraisals” link on
their Home Page.

System Administration

Home Page

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

Create New Appraisal
s Update Incomplete Appraisals /

. P
G:"m Completed Appr Allows you ko access existing appraisals within the cur
View Current Complete andappraisal period.

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

o View My Current Emplovees

Performance Plans (Objectives)

+ Develop/Update Performance Objectives
+ View All Objectives Pending Emplovee Review

The Rater is taken to their list of appraisals. He or she will select the “Complete” appraisal to
open from the list by clicking the “Edit” link.

Productivity, Ex Ilenoe and Results for Missouri

Wednesday, April 25, 2007 12:46:33 PM Welcome - DONNA PETERSON (CDS'Perform CDE) vour role(s): Rater

Reports Orline Help Log Out

Home Page > Select Performance Appraisal

Select Appraisal

The following are existing appraisals within the current appraisal periad.
(4) appraisals

Appraisal Date

T —
Edi W@ FIFE RRENDA K %’%Ugfggom gg&me& E%Tlf%iON’ Annual Disapproved  04/19/2007
Edit REINSTEIN , BERT gE?ELgUTERMO Wzt gg&me& E%Tlf%iON’ Gnnual TnDProgress 040201007

This opens the appraisal.
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Home Page > Back To Appraisals

Edit Performance Appraisal

Your PERforM session will time out after 30 minutes. To refresh (extend) your session, please save the appraisal often by using
the Save button located at the bottom of the page.

Employee Details

Employee Name SMITH, ED LEE Job Title LICENSED CLINICAL SOCIAL WKR
Supervisor Namea SAMPLE, SAM § CIVS Dascription UCP MERIT SYSTEM CLASSIFIED
Agency OFFICE ADMINISTRATION-OPER Parcentage Fulltime  1.0000

Organization MENTAL HEALTH Months of Service 1040

Performance Appraisal Details How to Evaluate and Rate Employee Performance Ohbjectives

Appraisal Type  Special Rating Feriod - Overall Scare 6.6
Appraisal Status Complete Appraisal Date  4/25/2007 124517 P Overall Rating Successiul

1. Knowledge of Work Rating

¢l 92 93 94 05 @5 07 @5
Ceotmments

CONDENSED SCREEN PRINT
AN NN NN NN NN NN NN EEEEEEEEEEED Nota”PerformanceComponentsareshown I NN NN NN NN NN EEEEEEEEN
Overall Comments:

she's great

Appraisal Status Complete verall Scare 6.6 Chverall Rating  Successful

&®

[Over‘tum,\Appralsall [Attachmems] [VIEW Sticky Notes] [ Print Preview -
i Back to top

Detail explanation ahout button functionality Flease see “Detail explanation about buttan functionality™

link. below fior information, ‘

The Rater then clicks the “Overturn Appraisal” button at the bottom of the page. A
confirmation message is displayed.

Microsoft Internet Exploren

\‘l!) Hawve vou received the approval ko averturn this appraisal from the appropriate individual as defined by agency

policy?
[ OKRJ[ Cancel ]

If the Rater clicks “Cancel”, the appraisal stays in “Complete” status and remains unchanged.
If the Rater clicks “OK,” the appraisal status changes to “In Progress.” The Rater can then
edit the appraisal and save it or submit it.

Appraizal Siatus In Progress

The appraisal must go back through the process of being approved by the Reviewer before it
can be marked “Complete” and finalized in the system. For annual appraisals, this must be
done before the rating period is over on March 31st.
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Reviewers Using PERforM to View Objectives

Reviewers sign Performance Plans developed by Raters for staff under their responsibility to
indicate approval of objectives. While Reviewers do not approve objectives in PERforM, they
can view the objectives that have been developed.

To review objectives developed by the Rater, the Reviewer clicks the “View Objectives of All
Employees | Review” link from the Reviewers section of their home page.

System Administration Agency Admins Reports

Online Help

Home Page

Raters
My Employee List Performance Appraisals (Ratings and Annual Raring Exemprions)
» View My Current Emplovees « Create New Appraisal
» LUpdate Incomplete Appraisals

Overturn Completed Appraisals
Performance Plans (Objectives) View Current Complete and Exempt Appraisals
View All Complete and Exempt Appraisals
View All Incomplete Appraisals

.
+ Develop/Update Performance Objectives :
» Search Appraisals

+ View All Objectives Pending Emplovee Review

Reviewers
My Employee Review List Performance Appraisals (Ratings and Annual Rating Exemptions,
s View All Emplovees I Review/Approve

« Review/Approve Pending Appraisals

* View All Incomplete Appraisals

o View All Appraisals Pending Emplovee Review
s View Objectives of All Emplovees I Review * View All Complete and Exempt Appraisals

Performance Plans (Objectives)

Allows vou to wiew the current objectives developed by the
Rater For employees whose appraisals you will review during
the rating period.

This opens the “Employees | Review” page where the Reviewer selects a name from the list.

Online Help

Home Page > Select Name - My Review List

Employees I Review Who is requited to have an annal appraisal?

You are responsible for reviewing the appraisals of the following employvee(s), submitred ro you by raters under youwr supervision. (Click on any column
heading to sort data by that colimmn in ascending order.)

Employee Name Title Code |Job Title Organization Supervisor Name

DOE, JON D 009751 SECRETARY FCC MOSOP TEST, TRISTAN W No
SMITH. SUE A 005100 FUNCTIONAL UNIT MGR FCC SRU TEST. TRISTAN W Yes
TEST. THOMAS LEE 009751 SECRETARY SUBSTANCE ABUSE SCENARIO. SHAWN LYNN No
TIME, JUSTIN K 005093 CASEWORKER II CLASSIFICATION SCENARIO, SHAWN LYNN Yes
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Once the Reviewer clicks on the name, the “Performance Objectives for Employee | Review”
page is displayed.

ome My Employees My Reviews. stem Administration My Age

Home Page > Select Name - My Review List > View Existing Objectives - Reviewer Role

Employvee Performance Objectives

Employee Information

Emplovee Name CLEVER,KATHY A Organization MENTAL HEALTH

Job Title SPECIAL ASST TECHNICIAN Supervisor No
Salect Type IAnnuaI vl | Show Performance Objectives I

Performance objectives will only be created for the appraisal type (Annual, Special or Probationary) selected. A specific set of objectives must be created for
each type of appraisal to be completed.

On this page, the Reviewer will select the type of objectives to review (Annual, Probationary
or Special) and then click the “Show Performance Objectives” button.

aelect Type | Annual v [ Show Perfarmance Objectives ]

opecial

Any existing objectives are then displayed. The Reviewer can view the selected employee’s
objectives and, if desired, print them out by using the “Performance Plan Print Preview”
button. However, no other actions (approval or disapproval) can be taken by the Reviewer.
If needed, the Reviewer should communicate with the Rater about necessary revisions to the
set of objectives.
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Even though objectives exist, they may not have been communicated with the employee.
The Reviewer must discern this by referring to the “reviewed” statement on the page.

This screen print indicates, “The rater has reviewed these objectives with the employee.”

Employvee Name CLEVER, KATHY A
Job Title SPECIAL ASST TECHNICIAN

Organization MENTAL HEALTH
Supervisor No

Select ype IAnnuaI - ‘ Show Performance Objectives I

Performance objectives will only be created for the appraisal tvpe (Annual, Special or Probationary) selected. A specific set of objectives must be created for
each type of appraisal to be completed.

F’AE rater has reviewed these objectves with the emplovee.

Performance Objectives Summary Collapse Component Details ~ Expand Component Details

(Knowledge of Worlk) has (2) objective(s)
(Quality of Work) has (2) objective(s)
(Situational Responsiveness) has (3) objective(s)
(Initiative) has (2) objective(s)

(Dependabilitv) has (2) objective(s)

Objective Description

Component Name

Successfully complete formal training sessions and fulfill prescribed continuing education requirements. Knowledge of Work
Ensure projects are completed on time. Quality of Work
PResponds to/tracks customer complaints/concerns. Situational Responsiveness
Acts independently without specific instruction, as appropriate. Initiative

Arrives to work on time/minimizes unscheduled absences. Dependability

This screen print indicates, “The rater has not reviewed these objectives with the employee.”

In addition, no objectives currently exist for this appraisal type as noted in the Performance
Objectives Summary portion of the page.

ITIUISUEY, AUYUSL 14, 2000 £.U 122 FIVl

WWORILUTIE - LU LIS VAUUIILY {DLA3 DIUUAS) YUUT TUIR]S J SAUTITE AU eTIsy A OIIT] CTOAY DEVIeweT Rt

System Administration

Home Page > View Reviewed Emplovee Objectives > Reviewer's Emplovee's Objectives

Employee Performance Objectives - Probationary

Emplovee Information

Employee Name CLEVER, KATHY A
Job Title SPECIAL ASST TECHNICIAN

Organization MENTAL HEALTH
Supervisor No

Select Type Annual 'I ‘ Show Performance Objectives I

Performance objectives will only be created for the appraisal type (Annual, Special or Probationary) selected. A specific set of objectives must be created for
each type of appraisal to be completed.

'The rater has not reviewed these objectives with the emplovee.

Performance Objectives Swmmary Collapse Component Details  Expand Component Details

(Knowledge of Work)
(Quality of Work) do
(Sitnational Respon:
(Initiative) does not h 3

(Dependability) does not have any obj
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Using PERforM to Approve and Disapprove Appraisals

All appraisals must be approved by the Reviewer before being communicated to the
employee. To review an appraisal submitted by the Rater, the Reviewer selects
“Review/Approve Pending Appraisals” from the Reviewers section of their Home Page.

Reviewers
My Employee Review List Performance Appraisals (Ratings and Annual Rating Exemptions)
» View All Emplovees I Review/Approve Review/Approve Pending Appraisals

.

. * \-‘}ew Al BlcomPlete Apptl’a.ls Review appraisals submitbed For your review (you may

Performance Plans (Objectives) o View All Appraisals Pending Happrove, disapprave, o comment),
.

o View Objectives of All Emplovees I Review View All Complete and Exempt Appraisals

Clicking this link takes the Reviewer to the Select Performance Appraisal page to view the
list of appraisals waiting for his or her review. The Reviewer clicks the word “Review” to
open the appropriate appraisal from the list.

Productivity, Excellence and Results for Missouri

Wednesday Aprll 25,2007 12:16:28 PM Welcome - STEPHANIE BROOKS (OADOMAIN'Brooks) your role(s): Admin A gency Admin Developer Reviewer Rater
em Administration Developer Wy Agency Adming Repots  Online Help Log Out

Home Page > Select Performance Appraisal

Select Appraisal

The following are submitied appraisals within current appraisal periad (calendar year) that are ready for approval.
(1) appraisals

Employee Name |Job Title Organization Supervisor Type el M Date Modified
E— Status Rating T T

Bp i AGGELER , COMPUTER INFO  ITSD-SYSTEMS & PETERSON, Thaci i Pendng Successhil 42572007
S RO TECHSPEC T PROGEANIMIG DOMITA I 12:12:24 PM

Iy

Once selected, the appraisal will open (see next page).
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Reports Online Help Log Out

Home Page > Back To Appraisals
Edit Pexformance Appraisal

Employee Details

Emplayee Name SMITH, ED LEE Job Title LICENSED CLINICAL SOCIAL WKR

Supervisor Name SAMPLE, SAM § CIVS Description UCP MERIT SYSTEM CLASSIFIED

Agency OFFICE ADMINISTRATION-OPER Parcentage Fulltime  1.0000

Organization MENTAL HEALTH Months of Service 104.0

Performance "—\lllll‘aisal Details How to Evaluate and Bate Employee Performance Objectives
Appraisal Tpe  Special Rating Period - Cverall Scare 6.6

Appraisal Status Pending Appraisal Date  4/25/2007 12:12:24 PI Cverall Rating  Successful

1. Knowledge of Work

Performance Objectives:

1. Seck and obtain education to meet performance requirements.
Comments:

CONDENSED SCREEN PRINT
hammsssssssssssssnnnnnnnnnnnnnnnnns (NOtall Performance Components are shown)

Overall Comments:
Excellent job.

¥

|Appraisaf Starus Pending Overall Score 6.6 Overall Rating  Successful
Approve I Disapprove View Attachments Add Sticky Mote | Print Preview &

Back to top
Detail explanation about button functionality

Using the buttons at the bottom of the “Pending” or “Exempt Pending” appraisal, the

Reviewer has the option to approve or disapprove the appraisal, to view attachments, to add
sticky notes, or to print the appraisal.

The Reviewer approves an appraisal by clicking the “Approve” button or disapproves an
appraisal by clicking the “Disapprove” button. The appraisal’s status is automatically
updated to “Approved,” “Exempt,” or “Disapproved” dependent on the action taken.

Raters can verify the status of appraisals they have submitted for review by clicking on the

“Update Incomplete Appraisals” link from their Home Page (See Completing the Appraisal
Process).
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Using “ Sticky Notes” to Communicate to the Rater

In some instances, the Reviewer may not want to approve the appraisal as it has been
submitted by the Rater and/or may want to send additional instruction or comments to the
Rater regarding the appraisal. Electronic sticky notes can provide this communication.

The Reviewer can create sticky notes by clicking the “Add Sticky Note” button on the bottom
of the appraisal page.

[ Approve ] [ Disapprove ] [View Attachments ] [ Add Sticky Mote [ Print Preview l

Detail explanation about button functionality lick this button ko add notes to the Rater regarding the
appraisal,

After clicking the “Add Sticky Note” button, a page opens which allows the Reviewer to type
and send a temporary message to the Rater about the appraisal. To “attach” the sticky note
to the appraisal and send it to the Rater to act upon, the Reviewer clicks the “Send” button.

Once the Rater has read the sticky note, the Rater can delete it. If the Rater does not delete
the sticky note, it is automatically discarded when the appraisal attains “Complete” or
“Exempt” status.

) http:/{performuat.oa.state.mo. us - Add Sticky Note - Microsoft Interne... |Z||§|E|

‘WD_J-Lf—M- t

Productivity, Excellence and Results for Missouri

Add Sticky Note

I agree with this appraisal.

Please justify your rating for the Situational
Responsiveness component.

:El Done  Internet
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