PERBLM

Training Environment
http://performtrng.oa.state.mo.us/PERforM/

Updated October 14, 2008

T

Important Notes:

The training environment will be refreshed (reset) each
morning between 4 — 5 am.

No data from any session will be kept.

The training environment will be available each
weekday with the following exceptions:

» The first and third Friday of each month the
system will be unavailable to allow time for
maintenance of the training environment.

» The second Wednesday of each month, the
system will be unavailable from 4 — 7 am for
server maintenance.

If any deviation to routine maintenance beyond those
listed above must occur, notice will be sent to each
applicable agency HR Director for distribution to
appropriate staff.
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Accessing the PERforM Training Environment

1. Open an internet browser and enter the address http://performtrng.oa.state.mo.us/PERforM/

2. Log on as yourself. (i.e. use your normal network domain\userid and password)

Connect to performtrng.oa.state.mo. us

w%

Connecting to performbrng.na, skake, mo, s,

User name: ﬁ bds\perform_bds b | NOE

Password: | TII1I11)

[ ]remember my password

[ Ok, %J [ Cancel

3. Click the “I Accept” button:

Tha Missouri Stale Empioyas Online Pa

PERL

e — . J -
Productivity, Excellence and Results for Missouri

I understand access to the PERfa»M system is provided for conducting official State business only. [ further understand that information contained in the
PERforM svstem and reports generated are confidential and sensitive in nature.

I agree that I will not disclose, directly or indirectly, information obtained from the PERforM svstem to anvone except as authorized by agency management. [
agree that [ will not input information or attach documentation to the PERforM system that is knowingly false or inaccurate.

I agree that I will not remove any confidential or sensitive data from state property without express written permission from my Drvision Director. I understand anv
such data in electronic form must be encrvpted before removing from State premises.

Bv accepting, ] understand that ff I violate these terms it may result in disciplinarv action up to and including dismissal from emplovment and the anposition of any
applicable criminal penalties.

| Accept% [ | Decline
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4. Register in PERforM using the supplied registration information
a. Lastname =Sample
b. Last4 digits of ssn = Use your assigned 4 digit number
c. Agency = Select your agency from the drop-down list

PEE

Productivity, Excellence and Results for Mlssoun

The first time vou log onto PERforM vou must register. You also need to register again anv time vou change the agency vou work for or vour network id. To
register. please enter vour last name. the last four digits of vour social security number and vour agency below:

Logged in as: BDS\Perform_BDS

Last Name: sample

Last four digits of SSIN: |

Agency: | CORRECTIONS-OPERATING h

d. Note: The agency and/or last 4 digits of the ssn (assigned 4 digit training ID) should be
different for each trainer. If two trainers register with the same information at the same
time, there will be no errors generated; however, they will be working with the same
data and any changes made by one trainer will be reflected in both sessions.

5. A message will be displayed indicating that registration was successful. Click the “Go to my
Home Page” button to begin working in the PERforM training environment.

Registration was successful

@

Go to my Home Page Q{J
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The Home Page contains both Rater and Reviewer links allowing functionality of both roles to be
demonstrated.

stem Administration My Agency Admins Online Hel
Home Page
Raters
My Employee List Performance Appraisals (Ratings and Annual Rating Exemptions)

+ 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

o View My Current Emplovees

Performance Plans (Objectives)

.
+ Develop/Update Performance Objectives :
+ View All Objectives Pending Emplovee Review R

Reviewers
My Employee Review List Performance Appraisals (Ratings and Annual Rating Exemprtions)
o View All Emplovees I Review/Approve « Review/Approve Pending Appraisals
+ View All Incomplete Appraisals
Performance Plans (Objectives) + View All Appraisals Pending Emploves Review
» View Obijectives of All Employees [ Review « View All Complete and Exempt Appraisals

In the role of Rater, Sam Sample will be responsible for appraising (rating) five employees, three of whom
are supervisors.

B/

Productivity, Excellence and Resulls for Missour

Wednesday, Febmary 13, 2008 £05:10 P Welcoms - SAM SAMPLE {OATOMATN Forbi A) wour sol={z) Beviswer Bater

Home Page > My EmployezList

Employee List Who is raquised to have zn snnusl sporsiza]?

Tou are responsible for supervising and appraising the following emplovees. (Click on any column heading fo sort data by that column in ascending
order)
7 total employzas

Title Code |Job Title Organization Supervisor ;:!‘:;L
ANYONE, GEORGE Q) 000023 SR OFC SUPPORT ASST (KEYBRED) MENTALHEAITH [No Yes
CLEVER KATHY A 002872 SPECIAT ASST TECHNICIAN MENTALHEALTH MNo No
HILL, JACKFRANEKLIN 004403 PSYCHOLOGISTII MENTALHEALTH  Yes Yes
SCENARIO, SHAWNLYNN 004403 PSYCHOLOGISTII MENTALHEAITH Yes Yes
SMITH. EDLEE 005283 LICENSED CLINICAL SOCIAL WKR MENTALHEALTH Mo Yes
TEST, TRISTAN'W 004403 PSYCHOLOGISTII MENTALHEALTH Yes Yes
TURN,NICKR 004441 LICENSED PROFESSIONAL CNSLE I MENTALHEAITH Mo Yes
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In the role of Reviewer, Sam Sample will be responsible for approving/disapproving appraisals
submitted to him from the three raters he supervises.

Home Page > Select Performance Appraisal

Select Appraisal

The following are submirted appraisals within cwrrent appraisal period (calendar year) that are ready for approval.
(3) appraisals

7
Rewew Em Lies Job Title Organization Supervisor Type ari Cher:l]] Aislainis
Status Date

)
|Review DOE,JOND SECRETARY FCC MOSOP TEST, TRISTAN W Anmual Pending Successful il 1903[?:8 AM
. TEST. FRDC SUBSTANCE  SCENARIO, . 11212008
Resicw - rHOMASTEE, T ABUSE SHAWNLYNN  ‘nowal Pending Successtll | 5234 P

Reviey TIME.JUSTIN CORRECTIONS FRDC SCENARIO, Anmug EXCTIPE ] 1/8/2008
- K CASEWORKER II CLASSIFICATION  SHAWNLYNN Pending 92026 AM

SCENARIOS TO CONSIDER
FOR RATERS

Performance Plans (Objectives)

To work on objectives, click the “Develop/Update Performance Objectives” link.

Trainers can select any employee to demonstrate the following functions. However, some optional
scenarios are provided.

1. Copy Objectives From and To Employees with the Same Amount of Components
(Ed Smith and Nick Turn have Annual objectives established for the 5 standard components.)
a. Select George Anyone to develop Annual objectives for and then use the “Copy
Objectives” button. Select Ed Smith to copy from.

2. Copy Objectives of One Appraisal Type to Another Appraisal Type
a. Between Employees: Select Kathy Clever to develop Probationary objectives for and then
use the “Copy Objectives” button. Select Nick Turn and the Annual type to copy from.
b. For the Same Employee: Select Kathy Clever to develop Annual objectives for and then

use the “Copy Objectives” button. Select Kathy’s name again and the Probationary type
to copy from.

3. Copy Objectives From an Employee with 5 Components To an Employee with 8 Components
a. Select Tristan Test to develop Special objectives for and then use the “Copy Objectives”
button. Select Ed Smith and the Annual type to copy from.
b. Note that objectives for supervisory or managerial staff with 8 components cannot be
copied to an employee who only has 5 components.
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4. Edit Objectives
a. Nick Turn and Ed Smith have existing Annual appraisals. Demonstrate how to edit their
objectives for the new appraisal period.
b. Following scenarios 2a and 3a, edit text for some of Kathy Clever’s Probationary
objectives or Tristan Test’s Special objectives which were copied from other employees.

5. Delete Objectives
a. Click the check box next to one or more objectives and use the “Delete Selected
Objectives” button to remove only these objectives from the list.
b. Click in the check box provided for “Select All” and use the “Delete Selected Objectives”
button to clear all objectives from the list.

6. Review and Print Performance Plans

7. Mark Objectives (Performance Plans) as being Reviewed with the Employee.

Appraisals (Ratings and Rating Exemptions)

Note: Trainers will not be able to create an Annual Appraisal for Ed Smith and Nick Turn because one
already exists for the current period. These appraisals can be viewed by clicking on the “Update
Incomplete Appraisals/Overturn Completed Appraisals” link.

Home Page

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

o 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

+ View My Current Emplovees

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

_",_,'_L;'_.-E_'

Productivity, E:ceil;;a and' Results for Missour

Thursdsy, Febnany 14, 2008 25531 PM
nmie ployees

Home Page > All Incomplete Appraisals

Select Appraisal
The following are all Incomplete Appraisals
2)appraisals
Juob Title Organization Supervisor Tvpe %‘Ef::;l—“l Last Updated Date

Jeel LICENSED CLINICAL SOCIAL MENTAL SAMPLE SAMN i i 1/8/2008 110323
View SMITH,EDLEE WER HEALTH g Annua Approved M

Sgel : LICENSED PROFESSIONAL CNSLE MENTAL SAMPLE, SAM frd : 1/8/2008 110228
View TURN, NICKR o HEALTH g Annua Disapproved AN
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Trainers can demonstrate the following appraisal-related functions:

—_

Create an appraisal in the “Quick Score” and “Normal” views

Add a date range to a Special or Probationary appraisal

Save an appraisal

Assign ratings for components

Calculate the overall appraisal score/rating

Include comments for components

Add an attachment (The trainer should have a document prepared in advance for this purpose.)

Delete an attachment

v 0 N @O W

Submit an appraisal for review

—_
o

. Exempt an employee from an appraisal rating
Include the reason for the exemption in “Overall Comments” before clicking the “Exempt
& Submit” button

11. Read and delete a sticky note
Sticky notes are available on Annual appraisals for Ed Smith and Nick Turn

12. Edit and resubmit an appraisal
Nick Turn’s Annual appraisal is in “Disapproved” status

13. Complete (finalize) a rated appraisal
Ed Smith’s Annual appraisal is in “Approved” status and is ready to be marked
“Complete”

14. Discuss available Rater “View” links

15. Overturn and Resubmit an appraisal
After marking Ed Smith’s appraisal as “Complete,” it can be overturned.

;..,;L;;.-B_'

Productivity, Excellence and

Results for Missoun

Thursday, Febnany 14, 2008 25371 PM
omE ployess

Home Page > All Incomplete Appraisals

Select Appraisal
The following are all Incomplete Appraisals
(2) appraisals
Job Title Organization Superviser k 5 Last Updated Date

e LICENSED CLINICAL SOCIAL MENTAL SAMPLE. SAM : i 1/8/2008 110325
View | SMITH, EDLEE WKR HEALTH g Annua Approved AM

ZEEL : LICENSED PROFESSIONAL CNSLR MENTAL SAMPLE, SAM o . 1/8/2008 11:02:28
View TURN NICKR o HEALTH g Annua Disapprovad AM

7

State of Missouri = Office of Administration = Division of Personnel



FOR REVIEWERS

1. View objectives developed by Raters who are supervised by the Reviewer
Note: Objectives cannot be approved or disapproved in PERforM. The Reviewer will
have to discuss proposed revisions to the objectives with the Rater.

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

2. Review an appraisal
There are 3 appraisals available for review. This is done by clicking on the “Review/Approve
Pending Appraisals” link.

Reviewers
My Employee Review List Performance Appraisals (Ratings and Annual Rating Exemptions)
« View All Emplovees I Review/Approve « Review/Approve Pending Appraisals
« View All Incomplete Appraisals
\Performance Plans (Qbjectives) + View All Appraisals Pending Employee Review
+ View Objectives of All Emplovees I Review + View All Complete and Exempt Appraisals

| mill AFN . 74

Productivity, Excellence and Results for Missouri

Tuesday, February 05, 2008 10:14:49 AM Welcome - SAM SANPLE (BDS Perform_BDS) vour role(s): Reviewer Eater
Home: Employees My Reviews Reports Online Help Log Out

Home Page = Select Performance Appraisal

Select Appraisal

The following are submirted appraisals wi
(3) appraisals

1 current appraisal period (calendar vear) thar arve ready for approval.

Appraisal Overall Last Updated
atus Rating Date

Review DOE.JOND SECRETARY FCC MOSOP TEST, TRISTANW Anmal Pending Successfl | oS
_ TEST. FRDC SUBSTANCE ~ SCENARIO. . 1212008
Bedow |ooMAS LEE S ABUSE SHAWNLYNN  /Anmal Pending Suceessfil 5 34 pAi

Revieq, TIME.JUSTIN CORRECTIONS FRDC SCENARIO, - ] 1/812008
Beview g CASEWORKER II CLASSIFICATION ~ SHAWNLYNN Pends 92026 AM

3. View an attachment
a. The appraisals for Thomas Test and John Doe have attachments

4. Approve an appraisal that contains a rating

5. Approve an appraisal that contains an exemption
a. The appraisal for Justin Time is in “Exempt Pending” status

6. Add a sticky note

7. Disapprove an appraisal
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8. Discuss remaining Reviewer “View” links (i.e., View All Incomplete Appraisals; View All
Appraisals Pending Employee Review, etc.)

Reviewers
My Employee Review List Performance Appraisals (Ratings and Annual Rating Ex fL
+ View All Emplovees I Review/Approve « Review/Approve Pending Appraisals
o View All Incomplete Appraisals
\Performance Plans (Objectives) s View All Appraisals Pending Emplovee Review
+ View Objectives of All Emplovees I Review + View All Complete and Exempt Appraisals

Productivity, Excellence and Results for Mlssaun

Tuesday, February 05. 2008 10:17:44 AM Welcome - SAM SAMPLE (BDS'Perform_BDS) your role(s): Reviewer Rater

ome Ny Employees My Reviews Reports Online Help Log Qut

Home Page > Select Appraisal

Select Appraisal

This is a historical list which allows you to review appraisals for the most recent vating peviod that are in "Complere'" status for the cirrent employees of

the Rarers under vour vesponsibiliry.
Overall Last Updated
Rating Date

(1) appra.lsals
FUNCTIONAL UNIT MGR TEST, TRISTAN S 1/2/2008 1:26:48
uccessful

Vi
. View SMITH, SUE A CORR. FCC SRU w Anmial Complete P

A
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Reports

Because the training environment is “manufactured,” reporting functionality is not available for
demonstration purposes.

Trainers will see examples of report screens when they click the Reports link.

The FERforM Training Rezion iz not set up to acces: Reports. See example: below of zome of the Report scresns.

Plazs chows iy pags o seftarn o the PERforM Training Regin.

—
B T B bl Dk stabe re nRaportFagen Pk ampsiienbathe ¥ | fp) K &
Pl B8 vew Femries Toui  Help
unks @ G "l Fl B | PR @ i B MADMAN e Logor.
WG e Ma B - D a o [ bes - (e s
Homa | By Subsonpbong
i S Sarver Reparting Senvicel @__@|
i i > Ganich far:
PERforM Reports =

[ Erspartien
(g Merw Folder S Mew Data Source o) Upioad File ) Report Builder [l show Detals
2 mgency Adeite ratar C B

PilRIrM Raports for Agency Adminmtrators PRForsd raports for Reviewars
S Bazec Ca Syoiteess Adrranistrato

PRI roporta for Raben PlRferd raperts for Syitem Adsins trators

i et e -

Thie it 2w szample & the PERfnld Repers Maiz Mam

G v 0 sttt b st o st wim ok i el St S it | 4 B e
ks | Gumeveelils @ MfuMDee @) MoMod | Picites @ MERGMBT [ SALMEN AdvnLoges
oo 'H::ﬂlmm'

by Gubsoin tong
SOL Server REpOIing Services bpe %
Homs > PERforM Feports > Search for: G
Rater =
| Enstants
e [
|_.Nnrd:ln Hfhew Data Source ) Upload File ] Report Busider 1l Show Datais
& 100 Emgloves Performance Aooramsal Mstory [ 432 Performance Aporasal Results By Rater
Provices the entre history of complated and acempted perfarmance Shows tha oversll rabing of appraissls [or atatus if not complatad) for
appranal that are etored in PERToM for employess curmently each amployes supervised by 2 rater, Missng appraisals ane not
sugenandd by & rater, Selaction is by amployes nama. mchuded. Selection is by sppeamal penad year (range) and apprsisal
typa.
1 420 Ingiadual Rater Profie

Showi tha counti and paccentsge totals of agpraisals for & rater,
Totals sra provided for asch rabng categony, axespl, incosplate,
and smiggng. Selecten @ by appravidl paned yiar [ranga], dppramal

Typed, andd Sppeiasl Catagery.

Thik df o dxampls of the Rottes Rasorts Mams Soge.

—
- [ S —— — g e L =
Fie B Vi Faesied  Fool  Help

Lrés ] Costomize ks | PERbMDew @ @ PEfabTet @] ] RARMA

WS | et banager B-8 &-dewe-Qua-"
" SO Senar Reporting Sereces L
I_d m:nﬁ!rﬂsu.hmub Saarch for:
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