Suggested text for message to HR Contacts for redistribution to managers, supervisors, and employees regarding accessing and using PeopleSoft Employee Self Service and Manager Self Service and ensuring email information is correct.  

Purpose: To serve as a reminder to employees and managers about accessing and using Employee and Manager Self Service. Ensure that employees and managers have access to ESS and/or MSS. Ensure that employees and managers have email addresses and these addresses are entered into PeopleSoft.

Date to be sent: 
Between 1/15/09 – 2/27/09

January/February Message for HR to send to Managers and Employees:
Have you been looking for ways to own and manage your career in state government?  Beginning in July 2009, the state will be transitioning to a new performance management process in which employees are actively involved in their own performance planning, evaluation, and development.  This new process, along with a new system, PeopleSoft ePerformance, is designed to be more user-friendly and accessible to employees. 
In order to utilize the full functionality of ePerformance, we need all managers and employees to do the following by February 27, 2009 (or your specific date for your agency).  
Employees need to do the following:

· Login to PeopleSoft Employee Self Service (ESS) [Instructions are attached]:
· Update your profile in ESS with your correct email address

· If you do not have an email address, you can get a free one from several sources [see attached]
Managers need to do the following:

· Login to PeopleSoft Manager Self Service (MSS) [Instructions are attached]:
· Update your profile in MSS with your correct email address

· Check to make sure you can see all of your employees

· If you cannot see all of your employees, please contact  your HR Admin or …
· If you do not have an email address, you can get a free one from several sources [see attached]

Manager and employee training on the new process and system will begin in May 2009. The new process is based upon goals - what gets accomplished - and competencies - how it gets accomplished.  For more information on the upcoming performance management process and system go to SPA’s Performance Management website, http://www.spa.ga.gov/employees/eperformance.asp.

If you have any questions, please contact [HR or appropriate agency person] 
