NSPS Performance Plan Creation

(PAA v2) 
Below are the steps which must be performed in order to initiate and approve an NSPS Performance Plan in the Performance Appraisal Application (PAA) tool.

Each step denotes who must take the appropriate action (Supervisor, Employee or Higher Level Reviewer) for that step.  For instance, the Supervisor OR Employee can complete Step 1, the Supervisor completes Step 2, and so on.  Please use this as a guide to complete the appropriate steps to create an NSPS Performance Plan.
Each step in the table below contains an associated PDF document which describes in detail the actions to be performed in the PAA tool for that particular step.  Please print the documents for the steps you must perform, paying special attention to the annotations noted within each document.

Supervisors and Higher Level Reviewers will utilize their MyWorkplace accounts, while Employees will utilize their MyBiz accounts.  For assistance with accessing MyBiz/MyWorkplace click HERE.
	STEP
	REQUIRED ACTION

	1. 
	Supervisor or Employee  Creates Performance Plan (must decide if Supervisor or Employee will create and then choose the appropriate set of instructions).

[image: image1.emf]Step 1 Detail  (SUPERVISOR)
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(Must begin by logging into MyBiz / MyWorkplace, then choose “NSPS Appraisals” option to access the PAA tool.)


	2. 
	Supervisor  Approves Job Objectives and Submits Plan to the Higher Level Reviewer to Approve the Performance Plan as the HLR  (Step 1 of the Performance Plan Approval Process).

[image: image3.emf]Step 2 Detail



	3. 
	Higher Level Reviewer  Reviews / Approves the Performance Plan (the Act of Approving Transfers the Plan Back to the Supervisor).

[image: image4.emf]Step 3 Detail



	4. 
	Supervisor  Holds Performance Plan Conversation with Employee, Documents Conversation and Approves the Performance Plan as the Rating Official  (Step 2 of the Performance Plan Approval Process), and then Transfers Plan to Employee for Performance Plan Acknowledgement.

[image: image5.emf]Step 4 Detail



	5. 
	Employee  Acknowledges Performance Plan and Transfers to Supervisor.

[image: image6.emf]Step 5 Detail



	6. 
	Supervisor  Should Retain Possession of the Performance Plan in MyWorkplace (Supervisor has the “Blue Pencil” Icon).
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For Employees.

reate a Perrormance Plan

Complete these steps to create your Performance Plan:

1. Begin at the Performance Appraisal Application Main Page.

2. Select the Create button next to Performance Plan on the top right side of the page to
view the Create Performance Plan: Setup Details page.

Review and make any necessary change(s) to the default values.

Select the Next button to view the Create Performance Plan: Overview page.

Enter information in the Relevant Organizational Mission/Strategic Goals field.

Select the Add Objective button to view the Add Job Objective page.

Enter information into the Objective Number and Objective Title fields.

Enter your draft Job Objective text into the Job Objective field.

Select the Contributing Factor(s) that apply to the Job Objective.
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0. When your Job Objective information is complete, select one of the following buttons at
the top right side or bottom right side of the page:

. Select the Cancel button to discard your changes.

*  Select the Save button to confirm that your information has been saved and remain
on the same Add Job Objective page. You may continue to edit your plan after

saving.

*  Select the Save and Add Another button to add another Job Objective. Repeat steps
7 through 9 to enter additional Job Objectives.

*  Select the Save and Return to Overview Page button to view Create Performance
Plan: Overview page when all of your Job Objectives are completed.

11. Select the Next button to view the Create Performance Plan: Review page where you
can review your completed Performance Plan.
12. Select the appropriate button at the top right side of the page to complete your plan:

° Select the Return to Main Page button to view the Performance Appraisal

Application Main Page and retain ownership of your Performance Plan.
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*  Select the Back button to return to the Create Performance Plan: Overview page,
where you can continue working on your Performance Plan.

*  Select the Transfer to Rating Official button to view the Share Appraisal Details
with Rating Official page. Select one of the following buttons:

° Select the Cancel button to avoid transferring your plan. Note: You cannot
continue to edit your plan after transferring it to your Rating Official.

° Enter your notification message and select the Transfer to Rating Official button.

13. Select Logout at the top right side of the page to exit.
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For Rating Officials -

Approve Job Objectives:

1.
2.

Begin at the Performance Appraisal Application Main Page.
Select the pencil icon under the Update column next to the employee’s name to view the
Rating Official Review page.

3. Select the Update Plan/Appraisal button to view the Update Plan/Appraisal page.

Scroll down to the Job Objectives area and select Select All to mark all Job Objectives.
Select the Approve button to remain on the Update Plan/Appraisal page. The Job
Objectives are now in an APPROVED status. Note: You can also approve one Job
Objective at a time as long as the total weight of all approved objectives equals 100%.
Select the Save and Continue button at the top right side of the page to view the Rating

Official Review page.

Submit to Higher Level Reviewer for HLR Approval:

1.
2.

Begin at the Performance Appraisal Application Main Page.

Select the pencil icon under the Update column next to the employee’s name to view the

Rating Official Review page.

Use OPTION A (NOT OPTION B) under Approvals and Acknowledgements,

Performance Plan, Step 1:

e Option A: Select the Request HLR button to view the Submit Performance Plan for
Higher Level Review - Option A page.

° Enter your notification message and select the Transfer to HLR button.

. Select Logout at the top right side of the page to exit.
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Document Communication of the Performance Plan to the Employee
after HLR Approval:

1. Begin at the Performance Appraisal Application Main Page.

2. Select the pencil icon under the Update column next to the employee’s name to view the
Rating Official Review page.

3. Select the Update Plan/Appraisal button to view the Update Plan/Appraisal Page.

4. Under "Step 2" do the following:

° Select the calendar icon by the Communication Date field to select a date.

° Select the blue down arrow inside the right side of the Communication Method
field and select the method used to communicate the Performance Plan to the

employee.
5. Select the Save and Transfer to Employee for Acknowledgement button.

6. Select Logout at the top right side of the page to exit.
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For Rating Officials.

Create a Performance Plan

Complete these steps to create a Performance Plan:

1. Begin at the Performance Appraisal Application Main Page.

2. Select the Create button next to Performance Plan on the top right side of the page to
view the Create Performance Plan: My Rating Hierarchy page.

3. Select the icon in the Create column to the right of the employee’s name to view the

Create Performance Plan: Setup Details page.

Review and make any necessary change(s) to the default values.

Select the Next button to view the Create Performance Plan: Overview page.

Enter information in the Relevant Organizational Mission/Strategic Goals field.

Select the Add Objective button to view the Add Job Objective page.

Enter information into the Objective Number and Objective Title fields.

Enter draft Job Objective text into the Job Objective field.

0. Select the Contributing Factor(s) that apply to the Job Objective.
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. When the Job Objective information is complete, select one of the following buttons at
the top right side of the page:

* Select the Save and Update Another button to add another Job Objective. Repeat
steps 8 through 10 to enter additional Job Objectives.

* Select the Save and Return to Overview Page button to view the Create
Performance Plan: Overview page when all of the Job Objectives are completed.

12. On the Create Performance Plan: Overview page, select the Next button to view the
Create Performance Plan: Review page.

13. Select the Continue button to receive confirmation the Performance Plan has been saved
and view the Rating Official Review page.
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14. Select one of the following:

* Select the Transfer to Employee button to transfer the Performance Plan to the
Employee. Note: You cannot continue to edit the plan after transferring it.

* Select the Update Plan/Appraisal button to view the Update Plan/Appraisal page,
where you can repeat steps 4 through 13.

* Select the Return to Main Page link in the bottom left corner of the page to view the
Performance Appraisal Application Main Page.

15. Select Logout at the top right side of the page to exit.
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For Higher Level Reviewers -

Approve a Performance Plan:

1.
2.

Begin at the Performance Appraisal Application Main Page.

Select the blue down arrow at the right side of the Show Me field on the left side of the
page, above Employee Name.

Select HLR Appraisals to view only Performance Plans/Appraisals awaiting your action as a
Higher Level Reviewer.

Select the pencil icon in the Update column next to the employee’s name to view the
Details: Higher Level Reviewer (HLR) for Performance Plan page.

Select Show All Details under Job Objectives to review additional details on all Job
Objectives.

Select the Approve button to view the HLR Notification Message to Rating Official

page.
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For Employees -

Acknowledge a Performance Plan

Complete these steps to acknowledge receipt of your approved

Performance Plan:

1.
2.
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Begin at the Performance Appraisal Application Main Page.

Select the pencil icon under the Update column to view the Update Performance Plan:
Overview page.

Select the Continue button to view the Update Performance Plan: Review page.
Under Job Objectives, select Show All Details to view a display of your Job Objectives.
Scroll down to Approvals and Acknowledgements.

Select the Acknowledge Receipt button. Employee Acknowledgement changes to
ACKNOWLEDGED under Step 3 on the page, and the date of your acknowledgement is
displayed.

Select the Transfer to Rating Official button to view the Share Appraisal Details with
Rating Official page.

0 Enter your notification message and select the Transfer to Rating Official
button to finalize your transmission and receive a confirmation notice that your

approved Performance Plan was transferred.

Select Logout at the top right side of the page to exit.
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