PERforM: Creating Annual Appraisals

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

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

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.

Productivity, Excellence and Results for Missouri

Wednesday, April 25,2007 12:05:15 PM Welcome - ALLAN FOREIS (BDS\Perform_EDS) your role(s): Admin Reviewer Rater

Administration teports Online Help Log Out

Home Page > Select Employee - Performance Appraisals

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

Tou are Jar vising and apprai: the Wi yvees. (CHek on any column heading to sort data by that column in ascending
arder.) Click on an employess name io creale o new perjormance appraisal
(2) total employees

LEVY, KELLY ANN 000493 TRAEN!NG TECHHI PERS STAFF
SCROGGINS CYN%—]IA 000492 TEATNING TECH IIT PERE-STAFF Yes Yes

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.”

,.__ﬁ S

Productivity, Excellence and Results for MIESnLlﬂ

Wedﬂesday April 25, 2007 12:05:43 PM Weleome - ALLAN FORBELS (BD3\Perform EDE) your role(s): Admin Reviewer Rater

Administration leports Online Help

Hore Page > Select Employee - Parformance Appraisals > Select Appraisal Type

Select New Appraisal Type How o Evaluste and Rate Employee P Objectives
Ewmpioyes Name LEVY | KELLY ANN Organization PERS-STAFF
Job Title TRATNING TECH IT Suparvisor Tes

Select New Apprasal Type | Annual V]

[1Enable Quick Scoring

This action will take the Rater to the Create Performance Appraisal page.
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PERforM: Creating Annual Appraisals
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Productivity, Excellence énd Results for Missouri

Thursday, May 24, 2007 11:43:53 AM Veleome - ALLAN FORELS (BDS\Perform_BDS) yous role(s): Admin Reviewer Rater
ees X 5

Administration Online Help Log Out

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 Rating ®1 82983 81 85 85 87 &

FPerformance Objectives

1 Seek and obtain necessary education to meet performance requirements

Comments:

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

Rating

Performance Objectives:

1. Adhere to the agreed upon work schedule as part of the DIS Work Hours Policy.
2. Obtain prior approval for all annual leave.

Comments:

Overall Comments:

4

|Appraxsaf Status In Progress Overall Scora Overall Rating

[Ca\culate Only I [ Submit ] l Esxempt & Subrmit ” Atachments ] [ Frint Preview ] &
Back to top

Detail expl about button fusctionalit

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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PERforM: Creating Annual Appraisals

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 Rating 01 020301050507 0305 @10

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} PERforM Instructions - Microsoft Internet Explorer E]@IE\
File Edt Wiew Favorites Tools  Help "

<) > Iﬂ @ 7;‘J /.-\‘Search ‘--:ﬂ'\}’Favurltes & - @ - ﬁ 3

A address |&] hitp:flperformtest.oa, state.mo.us/PERForMjHelpPages/Instructions. htm? #td_eval_rate_guide - Go | Links
izt of avalable objechves 15 displayed. Place a checkmark m the held to the Teff of objectives you wish to copy. II you wish to P

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

Using ob Heed di : Showes Strength Shows

Fas Excaptional Skill

feedback relevantto
the em ployes's
fon i

[ s The amployas meat
The employes The employae mer mostand
consistently failed | sam: t | evcesded many of
10 meer few — if he establishad
cbijectives far fhis
b comporent

The employes
consistently

excsedad all
stated objectives
for thiz job
comperent.

each job component?

| &] pone B Internet

3

State of Missouri - Office of Administration - Division of Personnel



PERforM: Creating Annual Appraisals

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 QOverall Score QOverall Rating
Calculate Only I Savel Submit Exempt & Submit Attachments Brint Preview &

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.

EEB_

Productivity, Excellence and Results for Missouri

Thursday, May 24, 2007 11:52:38 A Welcome - ALLAN FOREIS (BDE'\Perform BDWE) your roles): A dmin Rewviewer Rater

Home Iy Employees Wy i Reports Online Help Log Out

Hotne Page = Zelect Employee - Performance Appraisals = Select Appraisal Type

Select New Appraisal Type How to Evaluate and Rate Employee Performance Objectives
Employee Name SCROGGINS | CYNTHIA Organization PERZ-STAFF
Jab Title TEATNING TECH IT Supervisor Tes

Select Mew Appraisal Type | Annual :|
[ Enable Quick Scoring

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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PERforM: Creating Annual Appraisals

The following screen print shows what the open appraisal will look like with Quick Scoring on:

Tha Missoufi Sale Empioyes Online Perform

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 Obijectives

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 HEAILTH 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 1:37:37 PM Overall Rating -
Appraisal Stavt Period ~ 01/01/2007 Appraisal End Period 123112007

. Knowledge of Work

. Quality of Work

B. Situational Responsiveness

. Initiative

. Dependability
Dverall Comments:
El
[
Calculate Only I Save | Submit Exempt & Submit Attachments Print Preview £
Back to top

Detail explanation about button functionality
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PERforM: Creating Annual Appraisals

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 ] I Exempt & Submit l [ Attachments M [ Print Preview ]
Back to top

Click this button to add, view ar delete appraisal-related
documentation.

Dretail explanation about button functionait

NOTE: When the Rater clicks the “Attachment” button, the following pop-up message will
appear.

Message from webpage

‘fou are leaving the appraisal. any unsaved work will be lost, Click cancel if wau wish ba return ko the appraisal and
“-f‘/ save wour work, Otherwise, click OF ko continue to the attachments,

| O |[ Cancel ]

If the Rater has not saved shanges changes to the appriaisl, he/she should click “Cancel” to
return to the appraisal and then “Save” changes to the appraisal. If changes have already
been saved, the Rater should click “OK” to proceed to the “Add Attachments” window.

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

a http: Hfperformuat.oa.state.mo. us - Attachments - Microsoft Internet Explorer

_J-Lfﬂ

Productivity, Excellence and Results for Missouri

Add Attachments How to Add Attachments

‘fome SCROGGINGS | CYNTHIA Date 052472007  DBpe  Annual |

Click ‘Brawse' in select a file then click Upload File'to atiach ithe selecied file.
Maximum attachment gize » 1000KE - Maximum atiachmenis allowed jor each appraisal 3000K8

H Elrowse...[\] [Uplnad File]
0% of 3000KEEB Used

< E
&) Dane 4 Internet
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PERforM: Creating Annual Appraisals

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

Choose file

D

My Recent
Docurnents

?l__‘:

Desktop

=,

My Documents

My Computer

@

M Metwark,
Places

3

Look i | :} My Computer

=l @& e E

.53‘,& Floppy {A:)
“e@ Local Disk {C)
s DVDICD-RW Drive (D:)

- anetdata on 'o:

B
gnetapps on 'oaspserver2 (Fi) %
zsamii hr on ‘oaspserverz’ (H:)
=% Brooks$ on 'OAPRIME (Daprime)’ (K:)
Z# b app on 'samiidey' (M)
$C$ on 'samiidey' (P1)
zudbscripts on 'modata’ ()
goasam ii on ‘oagui’ (R}

B test on 'oaspserver2' (T:)
gintuithr on 'moserverl' (L)
2 holland$ on 'oainstall ()
$F$ on 'samiidey’ (W)

gwebapp on 'oa-modata’ ()
Z# 0afile on "0APRIME (Qaprime)’ (1)
S Isfile on 'OAPRIME (Oaprime)' (Z:)

File name: |

Open |

Files: of type: | 4l Files ()

[~
| Cancel

Once the Rater locates and selects the correct file to attach, he or she will click the “Open”

button.

Choose file

Fo

My Recent
Documents

Desktop

Documents

ty
by Computer

bp Metwark,
Flaces

Look in: @ Desklop

xl e BB

@My Documents IE_jDi:
I My Computer illoe
‘gMy Metwork Places ey
mncrobat Reader 5.0 g HF
il adobe Reader 7.0 EaaHF
ﬁBurn 0 & DYDs with Roxio &HF
E}Mozilla Firefox IE_]M(
EErcomm 8
8 Track-Tt! 6.0 HR o,
Clwinzip oy
ICSimopas 5-10-07 o,
() vivee @_]Oa
IE_]Change to --Annual Performance Appraisal Status Detail Report.doc @O!
(2 dbz. mdb o,
Iy ion item,doc ot
< I >
File namme: |Discussi0n itern.doc j Open

Files of type: |AII Files [7.7] j Cancel

State of Missouri - Office of Administration - Division of Personnel
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PERforM: Creating Annual Appraisals

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

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

The Missouri State Employee Online Performance Appraisa

PERLM

Productivity, Excellence and Results for Missouri

Add Attachments Howto Add Attachments

|Name SCROGGINS , CYNTHIA Date  05/24/2007  DBpe  Anmal |

Click '‘Browse ' to select a file then click 'Upload File'to atfach the selected file.
Maximum attachment size : JO00KE - Maximum attachments aflowed for sach appraisal 3000K8

CaDocurents and Settings\BrookSyDesktopDiscussion iter doc H Browse. | [Upload File
0% of 3000ER Used

|

< |
@ Dane ‘ Internet

A message will be displayed that the file has been attached.

A http:Hperformuat.oa.state.mo. us - Attachments - Microsoft Internet Explorer,

The Missouri State Employes Online Perfor

PERBZM

Productivity, Excellence and Results for Missouri

Add Attaclhonents How to &dd Attachments
‘Name SCROGGINS , CYNTHIA Date 052472007  Tpe  Annual |

Click '‘Browse'io seleci a file then click 'Upload File'io attach the selecied file.
Maximum atigchment size : 1000KE - Maximum aitachmenis aliowed for each appraisal 300088

“ Browse.. ] [Up\uad File
File attached [% 1% of 3000KE Tsed
1. Discussion item  #5
< | ®
@ Done ® Internet
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PERforM: Creating Annual Appraisals

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 ] l Submit [\I [ Exempt & Submit ] [ Attachments ] [ Print Preview )

Back to to
Click this buttan ta send the performance appraisal to the i
Dretail explanation about button function{Reviewer For required action,
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