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Planning

Planning Phase

0 Planning

Once the HR Administrators have created the agency performance documents, the next step is the
planning phase for the managers and the employees. During this phase, managers and employees
determine the employee goals and objectives for the upcoming performance period. The best way for
this process to take place is for the manager and employee to meet with each other as necessary to
establish goals and objectives that both are comfortable with.

Once the performance criteria have been established and input into the system the manager and the
employee have the ability to view these documents throughout the year. In subsequent modules we will
discuss how to record performance notes to help both the manager and employee to keep track of their
performance.
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The manager will input the discussed
performance criteria.

The manager will begin this phase of the
process by doing these steps:

1. Manager logs into the system.

2. Selects “Manager Self Service” on the
menu bar

3. Selects “Current Documents”

4. Manager enters performance criteria
(goals and objectives) into “Establish
Evaluation Criteria”

5. Manager completes planning phase

These steps are repeated for mid-year and
guarterly performance documents.
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Step 1

Planning

Step 1: Go to screen Current

OracLe ey Documents.

Search;

&)

|G Sek Earde
[ Warcgar Sel Bandte
[+ Joi and Parsonal
Ffrsion
= Pedoemance Hanapement
= Parfarmance
asumantz

a) To access screen: Manager

iy .
Self Service > Performance
Current Performance Documents Management 2> My
Listod kbslme are ha cumen: pereimanta documanls farwhich oo ara the Manager, Performance Documents >

Current Documents
b) Click “Annual Performance

Performance Decurnents

T e b LU, AT InProgress Review” link corresponding
- Hiztarical Dopumanls ClamzBenedl H
 Vigw0ri Dorumanle dnnual Pefmance Ruey 070112008 065202000 p SRECTEEE nPragress to the appropriate employee.
~ Eopnre Lecumant; i Profsctian & Flacamant
~ i Approva) Glss Anual Pedmancs Begs 070172008 DE/EXI000 Speci InPragress
[T annyal Pefteraange Rewsw  ITAOHE200R DRGI000 Clarical In Prngress
= i 5 s - - ClamsBenel - . .
5 AL 2 anual osnanio Bncos oone DA Note: Each Manager will only
- Barimmang annual Perdtemania Rigw  DFC1Z00B DRIZ062009 Clercal In Pragrass see direct reportsl
R : WA F200E D600y SAFSEEnedls Inf
: Annyal Perrmance Bevewy Tachniclan gréds
bsalLr::Eﬁus Annual Fedwmance e ﬂmﬂm"'“rﬂ' {itieg Annual Performance Review
" Slion b Fage il Pt By DPANE2000 0R2009 CArsBenedls In Pragress
- M Svsinm Frodie Annyal Pedpmance Beoew  ORO02008 0EE2000 Clencal In Pragress
Step 2 Step 2:
ORACLE — a) Select Start — “Establish

D)

[ Sek Earice
= Marmgar Sell Ganics
[+Jol and Persanal
Fdamstion
= Perloemance Management
- Pararnance
Ciocuniants

— Curent Desumants
— Hiztajical Dipcumenls

= Appiove Documeants

= Wi Approxal 51305

- E !I!ﬂl !I E E ﬂt!=
Bapod
Appirens R e RAEng
Eeood

= Wanaar e g B agng
Eepod

— Wi s Apghoval

- [
Huleg

i Sellp HRWS

~ Chafag W Po s gwprd

P i il
— My Evslom Prfile

Evaluation Criteria”.

Start
Current Perfarmange Decuments

Document Details

. iConomic Supgoet Specialist
Araual Perfarmance Rewes ITD1U2009 - ORA0Z009

Performance DocomentDetats |

Erigainiens; o Tithe: ECoaena: Suppon Soeciais
Uoeurment Type: Annual Pefomance Heaey Pegiod: 07012008 - CEC002002
Manages: Stalus: i Frogess

Tesnplate Mame: snnual Pedomancs R

Hen Bl [ Doy
Eedablish Evalyation Criledia 3 Mot Edarted [l e ftad
Faview Sal Evaluaian ) Mod Etartad L] D e
Complels Manager Evalugban 2 Mot Started [EHE L]
sy 0 ol Doanpnty
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Step 3
=0

Parfermance Decument - Annual Performance Reviaw

ORACLE —

Performance Criteria - Draft

Arnual Parformance Reviee: 0T 12008 - 06A02009

Eawve | mp ket | Cancel | Faturn bp Dineumani Dedail

&b Waw Frictahls Easlualicn [ Mo

Saction 1 - Statewide Core Compatancias

Shlewide Core Cormpelentias will be eeslualad by
Employves, Marager Bof Semice

Cosshiwned Seanace O ieel alioe
=

Description: Underslands that all S2ale empiovees have eeemal andiar inenmal
cshnnmers el Ty proside senitas and informaton 1 ioaoes 3l orfthe Stales

krpwdadgeabis customar sarice
= Criical: ves

Teamves k anid Coopesaton

Descrigtion: Conperales with athers 3 accompish comman goaks; works wit

Step 4

=3

Section 2 - Individual GoalsiCompetencies

comrmitmaents o cuslomerns by pravidng helpful, courfeous, accessitle, responzie, and

ORACLE

Individual Goals/Cornpetencies will be evaluated by
Ernplovee, Manager Self Service

Add Individual GoalsiCompetencies

Section Summary

Section 3 - Job Responsibilities

SectionWeight:I o0 o

Job Responsibilities will he evaluated by,
Ernployee, Manager Self Service

Assists clienticonsumer in resolving benefit problems or in
-

benefits as appropriste

Description: Assists client'consumer in resolving henefit problems or in acguiring

Add Jnb Responsibiliies [=] Delete

Contacts clai relatr repr n and/or other a

~

Planning

Step 3: Review Statewide Core
Competencies.

These competencies will be pre-
populated for all employees. You cannot
add or delete in this section.

There are five Statewide Core
Competencies.

= Customer Service Orientation

= Teamwork and Cooperation

= Results Orientation

= Accountability

= Judgment and Decision Making

There are two additional Statewide Core
Competencies that in most cases, are
pre-populated for those individuals in a
managerial job.

= Transformers of Government
= Talent Management

Step 4: The manager can add an
individual goal or competency.

a) Click on “Add Individual
Goal/Competencies.”
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Planning

Step 5: The manager can now

Step 5
orAcLe U add a pre-defined goal to the
performance evaluation.
3 |
a) Click “Add a pre-defined
item”

Perfarmanse Dasument - Annuzl Pefarmance Feview Add pre-defined item.

Add an ltem b) Click “Next.”

Annual Performance Reviews 07012008 - 0030/2008

& fudd pre-thedieed Hrm
i i e Ben

M |

Redurn b Paifi s Crbaria

Step 6 Step 6: The manager can add a

oRrACLEe T goal or competency.

a) Click “Search.”

i 1]

Performance Document - Annual Performance Review
Add a Individual GoalsiCompetencies

Anrwal Beformance Reviews 0701420
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. -~ Planning

Step 7 Step 7: The search results will display
orACLE  — the list of Individual
Goals/Competencies.

S
Add a Individual Goals/Competencies

The manager can select desired goals.

Annual Peformance Rewesr 01017008 - DEE02008

a) Click the checkbox beside each
goal to be added to the
performance evaluation.

Searn I Chear |

Saarch Results

— T , Note: Each goal or competency will be
Indreitunl Gosls/Competencins rated individually during the performance

| mf] I . .
r FI::I::JI:IHW evaluation period.

[T Professional Development
™ Hegodation and Infusse

[~ olfursl swareness
[T Team Leadership
[~ Teathing Othara

[T Initistres

[~ Froject Managemen

[T Crealwity and Innawatan

¥ geisclall ] Cisar A1)

Step 8 Step 8: The manager has now added a
ORACLE pre-defined goal to the performance
evaluation.
=0
a) Click “Next.”

Perfarmance Dacument - Annual Ferfarmance Review

Add an tem

Annual Pedormance Reviews 07012005 - 06302008

= fdd pre-gdeficed Brm
T fiadd i een Been

R fi by Pailiin rilaiia
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e Planning

Step 9: The manager can add an

Step 9
ORACLE e individual goal or competency.

a) Click “Add Individual Goal /
(naot less than 25%) CompetenCieS."

Section 2 - Individual Goals/ICompetencies

Individual GoalsiCompetencies will be evaluated by:
Emplovee, Manager Self Service

Communication

2
Description: Respectiully listens to others to gain a full understanding ofissues,
comprehends written material; presents infarmation in a clear and concise manner orally
and inwriting to ensure others understand histher ideas; appropriately adapts his/her

message,style, and tone to accommodate a variety of audiences.

Add Individual GoalsiCompetencies[=] Delete

Section Summary Section Weight:l 50

Section 3 - Job Responsibilities

Job Responsibilities will he evaluated hy:
Employee, Manager Self Service

Asgsists client/consumer in resolving benefit problems or in

5
Description: Assists clientfconsumer in resolving benefit problems arin acguiring

henefits as appropriate
Step 10: The manager can add an item.

Step 10
ORACLE N ok on “Add Your Own e

=
 Add pre-defieed Rem
& pied yuur ooen Been

Ferfarmance Dacument - Annual Ferfarmance Reviaw

Add an Item

Anrual Peformance Reviews 070172008 -

7 Add pre-gefiessd Rrm

& Sl your cean Besm
s Cirk e
i [ |
i b Pl rhania
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Planning

Step 11 Step 11: Enter the title and long

OrAcLe I, escipion orhe goalyou o e
enter.

B
Title

Perfarmance Docuitent - Annusl Pefarmance Review
Add Individual Goals/Competencies

Annual Peforrmance Roviews 07012008 - 05202008

“Tithe: ||
Deecrion: =¥
1325 chamcters)
=l

Updala |.iﬂ|rn|gan_'|;rm§ngign|glla

Step 12: The manager has now added

Step 12
orAacLe T agoal to the performance evaluation.

e Click “Update.”

Update
Performance Document - Annusl Performance Review _poste |
Add Individual G- sIs/Competencies

Anrual Performance Revieer 070172008 - (8302009

“Ritle: [Sompiale sEsignmants InWr

Descipn: ale azsign Ina lisnely mannul _dﬁf
(1325 charactars)
=l

Ulpdaln |.iﬂ|rn|gan_'|1rm§ngign|glla
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Step 13 Step 13: The goal has been added to

ORACLE  EEEESSSss— the performance evaluation.
=

Section 2 - Individual Geoals/Competencies

Individual GoalsfCompetencies will be evaluated hy.
Ernployee, Manager Self Service

Communication

i
Description: Respectiully listens to others to gain a full understanding of issues;
comprehends written material, presents information in a clear and concige manner orally
and inwriting to ensure others understand hisiher ideas; appropriately adapts histher
megsage,siyle, and tone to accommaodate a variety of audiences

Add Individual GoalsiCampetencies (=] Delete

*Complete assignments in a timely manner

=

Description: Complete assigniments in a timely manner

Edit Details

Add Individual Goals/Competencies [=] Delete

Section Summary Section Weight:| 59

Section 3 -.Job Resnonsibilities

Step 14 Step 14: The manager can delete an

ORACLE G item — “Individual

&l Goals/Competencies.”
Section 2 - Individual GoalsiCompetencies « ”
Individual Goals/Competencies will be evaluated hy: Delete
Employes, Manager Self Service —

=| Delete
Communication
=

Description: Respectfully listens to others to gain a full understanding of issues;
comprehends written material; presents information in a clear and concise manner orally
and inwriting to ensure others understand histher ideas; appropriately adapts hisiher
message,style, and tone to accommodate a variety of audiences

&
£dd Individual Goals/Campetencies[=] Delete

*Complete assignments in a timely manner

=
Description: Complete assignments in a timely manner

Edit Details

Add Individual Goals/Competencies[=] Delete

Section Summary Section Weight: | 50 %
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Step 15

=

ORACLE’

Yes - Delete

Delete Confirmation

* Areyau sure you want o

omplete assignments in a timely mannen?

Ma- Do Mot Delete

Step 16
ORACLE’
[ET——]
Search:

®

[- Self Service
~ Manager Self Service
[>Job and Personal
Infarmation
=7 Performance Management
= Perfarmance
Documents

— Current Documents
— Histarical Docurments
— Approve Documents
— Wiews Approval Status
— Approver Doc Status
Eeport
— Approver Rewview Rating
Repart
— Manager Review Rating
Eeport
— Mass Approval
— Maintain Performance
IMotes
[ Set Up HRMS
— Change bty Password
— Wy Personalizations

— Wby Systermn Profile

ﬁ

Section 3 - Job Responsibilities
Delete All Job Responsihilities |

Joh Responsibilities will be evaluated by
Emplovee, Manager

Conducts annual, interim, and special housing reviews and ho

o~

Description: Conducts annual, interim, and special housing reviews and home visits to
ensure compliance

Add Job Responsibilities [=] Delete

Determines initial or continuing eligibility for social serv

52
Description: Determines initial or continuing eligibility for sacial services programs

Add Job Responsibilities [=] Delete

Explains eligibility requirements, form completion, communit
52

Description: Explains eligibility requirements, farm completion, community resources for
agsistance. housing onpartunities. and selection methods
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Planning

Step 15: This goal will be deleted
from the performance evaluation.

Click “Yes Delete”.

The goal has been deleted.

Step 16: You can also delete Job
Responsibilities in much the same
way. In this step you see “Delete All
Job Responsibilities” button. Click
this button if you want to delete all Job
Responsibilities.

It is also possible for a manager to
create and add a job responsibility
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Step 17

ORACLE

=3
(hotless than 25%:)

Section 2 - Individual GoalsiCompetencies

-

|

Individual GoalsiCompetencies will e evaluated by:
Ermployvee, Manager Self Service

Communication

o

Description: Respectfully listens to others to gain a full understanding of issues;
comprehends written material; presents information in a clear and concise manner orally
and inwriting to ensure others understand histher ideas; appropriately adapts hisiher
message,siyle, and tone to accommodate a variety of audiences.

Add Individual GoalsiCompetencies [ Delete

Section Summary

SectionWeight:I 50 g

Section 3 - Job Responsibilities

Job Responsibilities will be evaluated by:
Employee, Manager Self Service

Step 18

ORACLE’
[Menu 2
Search:

&

- Self Service
[> Personal Information
[> Payroll and Compensation
[+ Benefits
[> Learning and
Development
=~ Performance Management
= My Perfarmance
Documents
— Create Documents
— Current Docurnents
— Historical Docurnents
[» Other's Performance
Daocuments
[ My Development
Documents
I» Other's Development
Documents
— Performance
Management Home
— Performance Motes
— Leave Balance
— Wiew Payslip Cloned -
Witvyh ot
— Wiew Pavslips - Check One
[ Manager Self Semice
[ Set Up HRMS
- Chanoe biv Passwird
— hty Personalizations

— iy System Profile

inr hing henefit problems or in

Description: Assists clienticonsumer in resoling benefit problems or in acquiring
benefits as appropriate

* Critical: Yes

Section Summary Section Weight:| 25 %

fnot less than 25%)

Section 2 - Individual Geals/iCompetencies

Individual Goals/Competencies will be evaluated by
Erployee, Manager Self Sewvice

Add Individual Goals/Competencies

Section Summary Section Weight: | 30 %

Section 3 - Job Responsibilities

Job Responsihilities will be evaluated by,
Ernplayee, Manager Self Service

Assists client/consumer in resolving benefit problems or in
.

Description: Assists clienticonsumer in resolving benefit problems or in acquiring
henefits as appropriate

Add Job Responsibilities [=] Delete

Georgia Performance Management Process — Manager’s Guide
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Step 17: Looking at Section Weights

After all of the items have been
established, the manager should
review the section weights for
Statewide Core Competencies,
Individual Goals/Competencies and
Job Responsibilities.. Each of the first
three sections has a standard weight
that may be modified.
e Section 1 — Statewide Core
Competencies — 25% (minimum)
e Section 2 — Individual
Goals/Competencies — 50 %
e Section 3 — Job Responsibilities -
25%

All section weights have to add up to
100% before the performance
document can be completed. The
following steps illustrate how to modify
the section weight.

Step 18: Modifying the section
weights.

Example:

“Update Statewide Core
Competencies” Section weight to 30.

“Update Individual
Goals/Competencies” Section weight
to 40.

“Update Job Responsibilities” Section
weight to 30.

Double click inside a section weight
field to type a new section weight.
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Step 19
ORACLE
[Menu &

Search:

S

® Refers clients to other agency, public, and community resour

=7 Self Senice
[ Personal Infarmation
[> Payroll and Compensation
[ Benefits
[> Learning and
Development
= Performance Management
= My Perfarmance
Documents
— Create Documents
— Current Documents
— Historical Documents
[> Other's Performance

)
Description: Refers clients to other agency, public, and community resources

Add Job Responsibilities [=] Delets

Sec‘tionWeight:l 25 g

Section Summary

Documents Section 4 - Individual Development Plan
[+ hty Development

Documents Individual Development Plan will be evaluated by:
[ Cther's Development Emplovee, Manager Self Service

Documents
— Performance

Management Hame
— Performance Motes
— Leave Balance
— Miew Payslip Cloned -
Wityyhd ot
— Wiew Payslips - Check One
[ Manager Self Service
I Get Up HRMS Save
— Change bty Password
— iy Personalizations
— My System Profile

Add Individual Development Plan

I Complete Cancel Eeturn to Document Detail

& view Printable Evaluation =7 motify

Step 20

OoORACLE
=i

Parfermance Dogument - Annual Perfarmance Reviaw
Performance Criteria - Draft

Arnual Parfarmance Resiews 07015720

E o=
goe | Compets | cantal

| Frerduen by Dinen e n Cistall

&k Waw Frictabls Exalualion I Hodf

Saction 1 - Statewide Core Compatancies

Salewides Cora Compel will gy lad by
Employae, Maragar ST Semca

Crestoened Seaviie Orieedalion

De=cripfion: Underslands that all S2ale ernpfayecs have cdemal andiar indermal

cisstorn ars sl Ty prosics sendtes aoed informalion ) honoes sl orhe Stales
commitments o cuslomers by providng helpful, courfeous, accessiple, resporshe, and
krpwladgeabs customen sevice

® Crtical Yes

Teamwork and Cooperaton

W

Dascrigtion: Conperales with alhers 1 accomplsh commaon goaks; works wits
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Step 19: Closing Out Planning Phase

Once the manager saves the
performance document, the employee
will be able to review the information
in the performance document as well
as make additional changes.

The employee and manager will
repeat the process of revising and
refining the “evaluation criteria” during
the planning phase.

Once the criteria has been entered,
the manager will complete the
“establish criteria” step.

Step 20: The manager completes the
“establish criteria” step by:

Clicking “Complete”.

Complste

39



Step 21
ORACLE
S

Performance Dosuinent - Annual Peformance Review
Complete Performance Criteria

Anrwal Peformance Reviess 070172008 - 083072

Wil mave Al e Tnal Bed Four i Bria dncumet Ny hiave no forkar antries, oick
Ives vl Baution 3l ol lhis page % cdmglels s dodomesnl

| Complets I Cantal
Step 22
oracLe  ——_—
S

Current Parformanse Dasuments

Planning

Step 21: After clicking “Complete”
again, the “evaluation criteria” step will
be complete.

Complste

When the manager clicks complete,
an e-mail will be sent to the employee
letting them know the criteria is
established.

Step 22: Complete the Planning
Phase

Once the manager has completed the
“establish criteria” step it becomes
“view only” for the employee and

Document Details

Anrual Perfarmancs Review, DFO200E - DEE2003

" Yous har suCeesstuly compliirl the Establish Criteria step.

Parformance Docuneed Datalls

Empleyee Juh Tide; ClarmsBensils Tecnrician

Doourmnend Type: Annual Pedomanion Rowvies Pomod: 070172008 - DRE2008
Manajrr: . Stalus: InPragmss

Templaie Hame: Sl Pamomrsics Ry

Hep Shabs

Eslatish Evaluation Crlana # Complekd 2009 e

ReWaw Sall Evalyalion L Ml Stared DEIWZ00D

Completa Manager Evaluation O Hol Staried DEIQZD0a Ea

manager.

The employee and manager will be
able to view the “establish criteria”
section of the performance document
throughout the year.

“Establish Evaluation Criteria” box has
— been checked indicating,

“Completed”.

If the Performance Review has simply

Hepbrnlo Seler] Cocymen]s

Georgia Performance Management Process — Manager’s Guide

been saved, then the option to edit the
document will be available
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Performance Evaluation

Planning

Planning Phase Employee
Annual

Once the manager/supervisor inputs the
performance criteria. The employee will be
able to review this document.

The employee is ready to begin this phase
of the process.

1. Employee logs into the system.

2. Selects “Self Service” on the menu
bar.

3. Selects “My Performance
Documents”

These steps are repeated for annual, mid-
year and quarterly performance documents.
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Step 1
ORACLE'
Eearshi
(el
= 3ok Bardos
I Pargonal Infarmaion
[- Fayrol and Campansation
[ Bt
[+ Leaming and
Desgtapmmant
< Perlzemance Manapsmnent
o By Pelinmanits

Documenls
crgale

F
i

— Hiharical Documants
b Olher's Pamamancs
D umants
b My Dievalopmanl
D umants
b Qlhes's Developmenl
Do umantz
— Peromanie
Hananeman Hams

]
yii{al
= Wity Pageing - Chesk Onn
[ Marager Sef Semice
(- Sal L HRNDB
i

- W PatEensEaions

ip

Step 2

Current Performance Documents

Lrzled Deims ate pour curienl pememnancs COrurments.

Planning

Step 1: Access the “Annual

ﬁ Performance Review” link. Go to the

“Current Documents” screen.
i

To access screen: Self — Service 2>
Performance Management - My
Performance Documents - Current
Documents

\Click “Annual Performance Review”
link.

Annual Performance Review

Pexfonmenc e Documments

Step 2: “Review Established

OoRACLE

Search;
)

[~ Self Eardce:

[ Pergonal Infarenadon

[+ Parndl aind Camgansation

[ Brenatite:

[ Leaming and
Diersslopmant

= Perfaemance Manapesnem
o Wy Feilomancs

Documants

T

= LAT R Bl
[ Marager Sl Senice
IC Sol Up HRKE
= hrge Wy Pagewnng

B Personalizafions
— My Syt Frofiks

Evaluation Criteria”

Current Perfarmance Decuments
Document Details

Pratecton & Placermsant Special
Arvaal Pedarmance Revses, OTM172008 - OR300

Performance Docoment Oefols |

elect “View.”
View

Ervpglinysns: Job Title: Protection & Placement Special
Document Type: Annual Pefimmance Redew Pemiod: 072008 - CEAW2002
Manager: Sialus: InFropiess

Temnplate Name: annial Pedomiancs Redsw

Hup Sl [aee rodee
Extablieh Evaluation Criledia # Complsted Ot ke il
Comglale SeE Evaluaton 3 Mot Ezarted 07314008 Etart
Foewi e Marrager Evaluation O Mot Started orraEne

Seetyres iy Golee) Dijin et
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Step 3
ORACLE ‘—

Parfermance Document - Annual Performance Reviaw

Performance Criteria - Draft

Arnual Parforrnance Review: 070172008 - DEA02009

gam | mpkete | Cantel | Retien o Doeimant Cetall

& \Saw Friclablz Exalualicn [ Medif

Saction 1 - Statewide Core Competencies

Stalewide Conz Compalentiss vall e esliyalad by
Employae, Marager 2ef Semra

Camsitenid Senace Orierdalion

=
Description: Understands that all S2ate ermplavees have odemal andiar indennal
cistamens et ey provice senite s and informeton 10; homore sl of e Stale’s
commitmanls W cusiemens by providng helpiul, couriegus, accessitle, responzhe, and
ks dgeaths cushomarn sarie
= Crfical Yes

Teamyeonk and Coopersbion

Descrighion: Conperales with olhers 30 accomplish comman goatks; wiorks wit

Step 3

ORACLE' —
3

Section 2 - Individual Goals/Competencies

Individual Goals/Competencies will be evaluated by:
Employes, Manager Self Service

Add Individual GoalsiCompetencies

Section Summary Section Weight: | 50 o,

Section 3 - Job Responsibilities

Job Respansibilities will be evaluated by
Employee, Manager Self Service

Assists client/consumer in resolving benefit problems or in

o

Description: Assists clienticonsumer in resalving benefit problems ar in acouiring
benefits as appropriate

Add Job Responsibiliies [=] Delete

Contacts claimant, relatives, representatives ancior other a

=

Planning

Step 3: Review Statewide Core Competencies

There are five Statewide Core Competencies.
These competencies will be pre-populated for all
employees. There will be NO ability to add or
delete in this section.

The following Statewide Core Competencies
populate for all evaluations:

= Customer Service Orientation

= Team Work and Cooperation

= Results Orientation

= Accountability

= Judgment and Decision Making

There are two additional Statewide Core
Competencies that are generally pre-populated
for those individuals in a managerial job.

Step 3: Con't - Review the entries made by your
manager in section 2 and 3 of the performance
plan by using the scroll bar on the right.
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Step 3

orACLe .

Parfermance Document - Annual Ferformance Reviaw

Performance Criteria - Draft
Arnual Parfomnance Resiew: DF0 1008 - 002009

Eave | mphkin | Cancel | Reidyien b Dineigiman Castall

i Yaw Frictablz Exaluation [ Moty

Saction 1 = Statgwide Core Competencies

Stalewida Core Compalentiss will be el yalad by
Employie, Marager Sef Senmce

Cussfoenid Senace Orievdatioe

=
Descriplion: Underslands thad all S5ate emmplovees have edemal andiar indernal
cigstame g et Faey provide semitas and informeton o) homoes sl ofhe Stale’s
comrmitmants W cuslomens by prasidng helpful, courteous, accessiole, responee, and
krgwdadgeants customarn serice
& Criicallves

Teamwaon b ani Cooperstion

Descrigtion: Cooprrles with athers % accompish comman goats; works wits

Step 4

. N 002000 ]
ORACLE —

(E3
{not less than 25%)

Section 2 - Individual GoalsiCompetencies

Individual GoalsiCompetencies will be evaluated by
Emplovee, Manager Self Service

Communication

S

Description: Respectiully listens to others to gain a full understanding of issues;
camprehends written material; presents information in a clear and concise manner orally
and in writing to ensure others understand hisfher ideas; appropriately adapts histher
message,style, and tone to accommodate a variety of audiences.

Add Individual GoalsiCompetencies[=] Delete

Section Summary Sectionweight: [ 50 s

Section 3 - Job Responsibilities

Job Respansibilities will be evaluated by
Emplovee, Manager Self Service

Assists client/c in resohving benefit problems or in

52

Description: Azsists clienticonsumer in resalving benefit prablems or in acquiring
henefits as appropriate

Planning

Step 3: Con’t - Review the Section Weights

Review the section weights for: Statewide Core
Competencies, Individual Goals/Competencies
and Job Responsibilities.

Each of these sections will be pre-populated

with a standard percentage, which may be

changed.

e Section 1 — Statewide Core Competencies —
25% (Minimum)

e Section 2 — Individual Goals/Competencies
—-50 %

e Section 3 — Job Responsibilities - 25%

All section weights have to add up to 100%
before the performance document can be
completed.

Step 4: Finish reviewing your document

When you are finished with your review, click
“Cancel” at the top of the document to return to
the menu of the performance documents.

Both manager and employee will be able to view
the “Establish Criteria” section of the
performance document throughout the year.

Note: It is important for the employee not to
begin self-evaluation until instructed to do so
The document will have to be re-set by the HR
Administrator, which will cause previously
entered information to be lost.

Summary: The form was pre-populated and
you are simply adding goals, competencies, and
job responsibilities

Georgia Performance Management Process — Manager’s Guide 44
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Planning Phase Manager

T Mid-Year and Quarterly
____________ ] _ D A
; TR b Once the manager and the employee have
erformance ) . .
1 Planning completed the planning criteria, the manager will
e input the performance criteria into the mid-year

Pamzae e ol Ray e

planning document.

e g s To assist with consistency among the planning

documents, the manager could print the Annual
Planning Document as a guide or could open a
Performance Evaluation new window inside of PeopleSoft.

The manager will begin this phase of the
process by doing these steps:

1. Manager logs into the system.

2. Selects “Manager Self Service” on
the menu bar.

3. Selects “Current Documents.”

4. Manager enters performance criteria
(goals and objectives) into “Establish
Evaluation Criteria.”

5. Manager completes planning phase.

Hint:

You will find these steps exactly the same as
entering the annual performance plan.

You will also need to follow these steps for
the “Quarterly Plan” if your agency chooses
to use a Quarterly Evaluation Plan.

NOTE: The manager can either print the
document and retype the information or
have two windows open from which to copy
and paste.
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Step 1 Access the “Mid-Year Performance
OracLe NS Review link. Go to the “Current
e Documents” screen.
[ @
- delEardce .
s Corsanc Current Performance Documents To access screen: Manager Self Service >
I m::wollﬁﬂﬂﬂ Listed bl ow are the cument pedmmance documants farwhich pou are the Manager.
P rsgenet | — qrer——m———r - €1fOrMance Management - My Performance
=--.'um!n|=- Annual Pedprmancg Pevow OFAC006 ORS00 l::lani:‘al Is:::;ress Documents 9 Current Documents
o e Annual Pedwmants Besy 0712008 0G/3X2009 %’;::i’eif‘“”"' InPragress
M Annual Pefmmance Brdsw  07A0172008 06572000 ;;m“"‘”“mm InPrograss Step 1: GO to screen “Current DOCUmentS”.
- m?mﬂi Bsz annual Pememancs Bewsw  DFO12008 DRENI009 Clattal InProgiess
i = # 7] w CI:rn:.'._Enmﬂl:— n Progress . “ . . T
= i ST Gliok *Mid:-Year Performance Review” link
- Maineturance donua Peremanee Bevewy 070172008 06363008 ERECEREAE i Progress corresponding to the appropriate employee.
[ SGIWHEHS Annual Pedeemancs Bewiaw OFXAr200E OGEN2009 Clencal InPragrass
oo Caae Annual Periemance Rgesv 0701000 06200009 SIAFNSBEnEls n Progress . .
o Peciemance Besee 071012008 05502008 Cieice Mid-Year Performance Review

Continue with steps as shown in the manager
annual planning process in the planning section
of this guide. Once the manager has
completed, the “establish criteria” step becomes
“view only” for the employee and manager. The
employee and manager will be able to view the
“establish criteria” section of the performance
document throughout the year.
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Planning

Planning Phase Employee
Mid-Year and Quarterly

Now that the manager has aligned the mid-year
guarterly evaluation to the annual evaluation,
the employee can go into the system and view
the performance criteria for mid-year or the
quarterly plan.
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Planning

Access the “Quarterly Performance
Review” link. Go to the “Current
Documents” screen.

To access screen: Self Service > Performance
Management = My Performance Documents >
Current Documents

Step 1
Click “Quarterly Performance Review” link
corresponding to the appropriate employee.

Quarterly Performance Review

Continue with Steps as shown in the employee
annual planning process in the planning section
of this guide. Once the manager has completed
the “establish criteria” step the document
becomes “view only” for the employee and
manager. The employee and manager will be
able to view the “establish criteria” section of the
performance document throughout the year.
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