Progress Review Overview for Rating Official and Employee

Progress reviews are performance discussions that must be documented. A progress review can
be done at any time during the rating cycle but must occur at least once. While the system
allows for multiple progress reviews, the timing and number of progress reviews (at least one) is
at your Component’s or organization’s discretion.

The employee is not given a performance narrative or performance element ratings at a progress
review. The supervisor and employee should engage in meaningful communications throughout
the appraisal cycle to review and convey:
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Organizational goals and priorities.

Performance elements and standards, including ensuring the performance plan accurately
reflects the work being evaluated.

Supervisor’s expectations.

Employee’s accomplishments and contributions.

Employee’s level of performance including any areas that need improvement.

Barriers to success.

Employee’s developmental needs and career goals.

Who Participates in a Progress Review?

A rating official (RO):

creates a progress review

conducts the progress review with the employee

coordinates with the Higher Level Reviewer (HLR) if required by local policy
documents communication of the progress review to the employee
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An employee:
v may provide oral input
v'acknowledge the progress review in MyPerformance

What are the steps in a Progress Review

The typical steps in the progress review process are as follows:

1. The RO creates the progress review.
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2. The progress review is approved by the HLR, as appropriate, or the RO documents the
HLR approval.!

3. The RO documents communication to employee and transfers the progress review to the
employee for acknowledgment.

5. The employee acknowledges the communication from the RO. (If an employee is not
available to acknowledge the progress review or refuses to acknowledge the progress
review, the RO will need to document this information.)

RO: Creating a Progress Review

1. On the MyPerformance Main Page, select the performance plan you want to create a
progress review for, make sure Action column reflects Update and select Go button. You must
have ownership of the approved performance plan to make any changes. If you do not have
ownership of the approved performance plan you can retrieve the plan by selecting Retrieve
under Action column.

NOTE: The Current Status is Plan Approved.

Rating OfficiatHigher Level Reviewsr

MyPerformance Main Page

classified persannel information only. Do NOT enter dassified information in this system. Unauthorized
miry lead to presscution,

Imgarant

PBRLIABBIaS In Progress

L repienen Marr Csrenst Crmmer Ratng Omew Mame Appransl Ve Apprans 1D P Agproval Date Tipe Pran Sta Current Sty

Figure 1 - MyPerformance Main Page

2. When a RO has update capability (when Action column on Main Page reflects Update), the
RO must acknowledge (using Acknowledge button) that he or she has read and acknowledges
his or her role and responsibilities during the appraisal period each time before working in
MyPerformance.

' As required by Component policy IAW DoDI 1400.25 V431
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& Confirmation

Acknege

Figure 2 - Supervisor Commitment Statement

3. The Step 1: Plan Details page is displayed as pictured below in Figure 3. Select the Progress
Reviews tab to create the progress review. If you need to get out of the tool at this time, select
the Choose an Action list of values (LOV) drop down arrow, select Return to Main Page,
followed by Go button.

Employes Information

mployee Name  EHRIS Bwraox, Wahjkuw G
Show Empioyee Cetaits

P: C

ccl Nead Help?

Annual Appraisal - 06D Pertormance Pian Approval Date  28-Apr2016
Pan Last Modiied Date  18.Au9.2016
1-Apr201 2
oraprzote | & reatea By EHRIS Gasohy, Crdqdd |
Sz | @
01-Jun-2017 ®
EHRIS Caaohu, Crdqdd |
we EHRIS Carfx, Duszaxwycpeok C

Save and Continue

Figure 3 - Plan>Step 1: Plan Details>Navigate to Progress Reviews Tab

4. The Progress Reviews page is displayed as pictured in Figure 4. Select the Create Progress
Review button to create a progress review.

Pian | Progress Reviews | Annual Appraisail | Narmative Statements | ViewsPrint Form | Manage Guest Partcipants

Employee Information
Employee Name  EHRIS Bwraox, Wzhjkuw G
joyee Detais

2
Progress reviews are conducted 1o ast ployee's performance throughout the performance cycle. Al least 0ne progress review is required and is typically conducted at the mid-point of the cycle. F this screen you can creale a progress review, update a progress re not
@ TIP Progress Reviews are a review of an employee's performance which typically occurs midwary through the performance cycle. (Note: This does not pertain to the narrative statements or annual appratsal |
S~
Create progress Review 1 30 = ' £
Number Created By Creation Date Higher Level Review Date Status Communication Date Communication Method Employee Ack Do Rten Delete
NO resuRs foul

Figure 4 - Progress Reviews>Create Progress Review

5. The Create/Update Progress Review page is displayed. Select the Approvals and
Acknowledgements tab to document the progress review discussion date.

IMPORTANT NOTE: Please disregard the Assessments tab as this does not apply to DPMAP,
system modifications are pending.

If your Component requires Higher Level Review for Progress Reviews,
continue along with this procedure. However, if your Component does not
require Higher Level Review skip to Step 10 (page 6 of this guide).
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In MyPerformance Steps 1 and 2 are Higher Level Review acknowlegments. Step 1 task has been
opened for review or additional information, the following options are available:

Option A: Select Option A if the HLR needs to review and approve the progress review.

« Change the name of the HLR, if necessary.

» Select Transfer to HLR with or without email notification. (If there is no email
address for the HLR, you will only have the option to transfer without email notification.)

» Enter a notification message to the HLR and select Transfer to HLR with E-mail
Notification.

Option B: Select Option B if you are both the RO and HLR.

Approvals and

Message to Higher Level Reviewer

Enter message to Higher Level
Reviewer.

Spell Check

Cancel Jf | Transter to Higher Level Reviewer without E-mail Notsicaton | _Transter to Higher Level Reviewer with E-mail Notfcatin |

Figure 5 - Approvals and Acknowledgments>Option A - Transfer to the HLR

6. The RO is navigated to MyPerformance Main Page after selecting to transfer to the HLR
with email in Option A. The RO will receive a Confirmation message stating the Progress
Review has been submitted to the HLR. The Current Status is now ‘Progress Review Pending
HLR Approval.’

IMPORTANT NOTE: On Steps 1 and 3, the RO will receive a warning message stating,
‘Employee input is missing on one or more approved performance elements and standards and/or
Rating Official assessments is missing on one or more approved performance elements and
standards. Do you want to continue? No or Yes. Select Yes button. Please disregard the
message as this does not apply to DPMAP, system modifications are pending.
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& Confirmation

The appraisal has been submitted to the Higher Level Reviewer.

Rating OfficialHigher Level Reviewer
MyPerformance Main Page
Need Help?
Warning: This application is designed for sensitive unclassified personnel information only. Do NOT enter classified information in this system. Unautherized release of
classified information is a violation of law and may lead to prosecution.
reate, update and view employee Performance Plan the Rating Official andior Higher Level Reviewer, view and print part or an entire plan afler itis ¢reated: close a plan, and track the status of a plan.
d plans by ink located at the bottom of this page
Tocor
Ve
+ Select ‘Appraisal Plan Type'
+ Select the 'Go'
Important iar with tha columns, saleet the ‘Need Help? link
PlansiApprais:
@TIP Only Employees that have a plan in progress are listed below,
Creato Now Plan
ShowMs  All Appraisals [C] AppraisalYoar AL [¥] ~Ghoose a Plan Type— &
Records Displayed  10[~] 13 @ 5 &
Employee Name = Current Owner 2 Rating Official Name - Appraisal Years.  Appraisal ID. Plan Approval Date - Types  Plan Status &
EHRIS Buraox, Wehjuw G EHRIS Cazf, Duszaxwycpeok C EHRIS Cagohy, Crdgdd | 2017 195 25-Apr-2016 DoD  Approved [v] (&
Select the lik to search for Completed Plans.
Show Completed Plans/Apprassals

Figure 6 - MyPerformance Main Page>Appraisal transferred to HLR Confirmation

7. Option B: Progress Reviews / Approvals and Acknowledgments tab and select Start button
for Step 1: RO — Request or Document Higher Level Review. Option B is located in the lower
portion of the page and provided here.

IDplinn B . Document the higher level review has taken place by entering the following information I

Higher Level Re

¢ EHRIS Cazfx, Duszaxwyepeok C aQ Method of Review ~]
Review Date B Other Methost Cancel | [Save

Stap 2 Higher Lavel Reviewsr - Review (f required) Not Started Step 1 must be completed
Step 3: Rating Offcial - Document Communication to Employes Not Staned Sun
Step & Rating Official - Document Employee Acknowledgment Not Staned Step 3 must be completed

Figure 7 - Option B - Document HLR has Taken Place

8. If the HLR has given the RO the authority to document the RO’s decisions and the HLRS
approval, the RO will select Option B. Option B also applies if the RO is the HLR or there is
no HLR. Enter the Date the HLR reviewed the Progress Review and the Communication
Method it was received — select from drop-down Face-to-Face, Telephone, or Other.

Select the Save button.

|cpq'm B . Document the highe level review has taken place by entering the following information I

Not Stanted Step 1 must ba compiated
Not Started Start
Not Started Step 3 must be completed

Figure 8 - Option B>Method of Review

9. Certify the information in this progress review accurately documents the RO’s decisions and
the HLR’s approval by selecting the Yes button.

& Confirmation

1 certify that the information i this Progress Ry ¥ ing s decisions and the Higher Level Reviewer's approval

Figure 9 - Confirmation Certification of Plan Accuracy
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10. The next step would be to document communication to employee, select the Start button to
the right of the task titled: Step 3: RO - Document Communication to Employee Start button.

Create/Update Progress Review

Go Back to Progress Reviews
Employee Information
Emplo EHRIS Bwraox, Wehjkuw G
Show s
Progress Re
@TIP & progress review should acknowledge achievements to date and suggested areas for improvement. It should faciltate meaningful dialogue and exchange of accomplishments and areas for improvemes
EHRIS Caaohu, Crdqdd | ess Review Number 1
nitiated
Need Help?

Status Acton
Complated Step 1 completed
Completed Step 2 completed
= star
>
Mot Started Step 3 must be completed

Figure 10 - Approvals and Acknowledgments> Step 3: RO - Document Communication to Employee

11. To document communication with employee has taken place; enter the Date the RO

reviewed the Progress Review and the Communication Method — select from drop-down Face-
to-Face, Telephone, or Other.

Create/Update Progress Review

Go Back 1o Progress Rewews.
Employee Information

as for improvement. 1t should faciltate meaningful dialogue and exchange of accomplishments and areas for improvement.

Approvals and

Need Help?

Show All Detads | Hide All Details

Detais Tasks Status Action
1ep 1 aview (i required) Compisted Step 1 completed
Compisted Stap 2 completed

Mot Started Sant

Cancel  Save and Transfer 1o Employes for Acknowledgment | Save and go 10 Step 4

Not Started Step 3 must be completed

Step & Rating Official - Document Employes Acknowledgment

Figure 11 - Approvals and Acknowledgments> Communication Date and Method

12. Once the Communication Date, Method and Other, if necessary, are completed, the RO can
either:

1. select Save and Transfer to Employee for Acknowledgment (proceed to Step
19), or

2. select Save and go to Step 4. (see Figure 12 below)
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Create/Update Progress Review
G0 Back 1o Progress Reviews.
Employes Information
Employes Name  ENRIS Bwraox, Wrhjkuw G
Shorm Empioyee Detais.
Progress Review information.
@ TIP A& progress reveew shoukd cknowkedge Scharements B date 3nd suggested areas for Improvement. It shoukd faclitate meanngful dalogue 3nd exchandgs of MComplishments and aexs o Improvement.
Progress Revew Intator  EHRIS Casohw, Crdqdd | Progress Revew Number 1
Progress Reveew Status. iated
Thes screen provdes nformabon regandng the status of your empioyee’s progress. fevew Need Help/
© M e ST Dumon 1§ 3Chve, KT € 10 COMpIate The (/0K eSS
 Select Show bk 1o 300 approvals and acknowtedgments normaton for each step
HzH5a
Show Al Detads | Hide Al Detads.
Detads Tasks Status. Acton
Step 1. Rabng Offc.al - Request o Document Higher Level Reverw (4 requred) Completed Step 1 completed
Step 2 Higher Level Revsewer - Review (# requred) Completed Step 2 completed
Step 3 Ratng Ofcial - Documant Commun 380n 1o Employes Not Staned Start
Communicaton Date  17-Aug2016 I
Communcaton Method  [ESTTINETTY v
Other
Carcel snmnm%mux
Step 4 Ratng Official - Document Employee Acknowledgment Not Started Step 3 must be compiees
Figure 12 - Approvals and Acknowledgments>Save and Go to Step 4
“& confirmation
Are you sure you want to go to Step 47
No | Yes

Figure 13 - Confirmation to Go to Step 4

14. The Start button is available for Step 4: RO — Document Employee Acknowledgment.
Select Start button.

Create/Update Progress Review

[ 1 the ‘Start’ button is active, select it to complete the process.
| Select ‘Show link to see approvals and acknowledgments information for each step.

He&aa

Show Al Detals | Hide All Details

Details Tasks Status Action
Step 1 Rating Official - Request or Document Higher Level Review (i required) Comploted Step 1 completed
Step 2. Higher Level Reviewer - Review (f required) Completed Step 2 completed

Step 3._Rating Offcial - Document Communication to Employee Completed Step 3 completed
[Step & Ratng Offcial - Document Employee } — A, Stant

@TIP These fields are auto-populated at the time of employee acknowledgment. If the employee is not available or refuses to acknowledge, you may update this area accordingly.

Acknowledgment v
Other Method
Date ®

Cancel || Save

Go Back 1o Progress Reviews

Employee Information

Employee Name _EHRIS Bwraox, Wzhjkuw G

Show Employee Details

Progress Review Information

@TIP A progress review should acknowiedge achievements to date and suggested areas for improvement. It should facitate meaningful dialogue and exchange of accomplishments and areas for improvement.

Progress Review intiator  EHRIS Caaohu, Crdqdd | Progress Review Number 1
Progress Review Status  Pending Empl Acknowledgment
A is and

This screen provides information regarding the status of your employee’s progress raview Need Help?

Figure 14 - Approvals and Acknowledgments>Step 4: RO - Document Employee Acknowledgment
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15. To document employee acknowledgment, select Unable to Sign, No System Access or
Employee Declined from the Acknowledgment drop-down list, enter Date, and select Save.

Create/Update Progress Review
Go Back 1o Progress Reviews.
Employes Information
Employee Name  EHRIS Bwraox, Wzhjkuw G
Show Employee Details.
Progress Review Information
@ TIP A progress review should acknowhedge achivements to date and suggested areas for improwement. It should faciitate meaningful dialogue and exchange of accomplishments and areas for improvement
Progress Revew Indator  EHRIS Caaohu, Crdqdd | Progress Review Number 1
Progress Revew Status  Pending Empl Acknowledgment
——
This screen provides informabon regarding the status of your employee’s progress review. Need Help]
- 1#the ‘Start button is active, select 10 complete the process Unable to Sign
= Select ‘Show’ nk 1o see approvals and acknowledgments mformation for each step. Other
No System Access
Empioyees Dechned
He o
Show All Details | Hide All Detads.
Detais Tasks Status.
Step 1: Rating Official - Request or Document Highar Level Review (if requred) Completed tep 1 completed
Step 2= Higher Level Reviewer - Review (i required) Completed Step 2 completed
Step 3. Rating Official - Document Communi ation to Employee Completed Step 3 completed
Step 4 Rating Official - Document Employee Acknowledgment Start
TIP These fieids are auto-populated at the time of employee acknowledgment. If the employee is ngsarfiilable or refuses 1o acknowledge, You may update this an
[Acknowiedgment [N
Other Method
Dae  01-SEP2016 (@
—
=
16. Step 4 has been completed; select Go Back to Progress Review button.
Progress Review
Go Back 1o Progress Reviews.
Employee Information
Employee Name  EHRIS Bwraox, Wzhjkuw G
Show Employee Detais
Progress Review Information
@ TIP A progress review should acknowledge achievements to date and suggested areas for improvement. It should facitate meaningful dalogue and exchange of accomplishments and areas for Improvement.
Progress Revew Intator  EHRIS Casohu, Crdqdd | Progress Review Number 1
Progress Revew Status  Completed
p—
This screen provides information regarding the detaded status of your employee’s progress review Select “Show’ link to see approvals and acknowledgments mnformaton for each step Need Help?
-
-~ 0
Show Al Detads | Hide All Details
Detads Tasks Status.
Step 1 Rating Official - Request or Document Higher Level Review (f required) Completed
Stop 2 Higher Level Reviewer - Review (if requred) Completed
603 Bakos Offcial . Document G JoEmoloxss Compisted
Ekp 4 Rating Officcal - Document Employee Acknowsedgment Completed |

Figure 16 - Go Back to Progress Reviews

17. The progress review has been completed, from the Choose an Action drop-down menu
select Return to Main Menu and select Go button.

Pian | Progress Reviews | Annwal Appraisal | Narative Statements | ViewrPrint Form | Manage Guest Partcipants

Employee Information

Emplogee Name _ENRIS Bwraox, Wzhjkuw G
Show Employee Detais

Need Holp?

@ TIP Progeess Reviews are a review of an empioyes's performance which typically occurs midway through the performance cyce. (Note: Ths does not pertan to the narmatve state

ots or annual appraisal.)

Crasto Brogress Review | 131 & 5 &
Number Created By Creaton Date Higher Level Review Date Status. C Ds C Ei Date Acton Delote
1 EHRIS Caaohu, Crdqdd | 01-Sep-2016 05-Sep-2016 Completed 17-Avg-2016 Face to Face 01-Sep-2016 View History

Figure 17 - Progress Reviews>Choose an Option>Return to Main Page
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18. The Current Status is Progress Review Completed and the RO still has ownership of the
performance plan.

e . |
Rating Official/Higher Level Reviewer
MyPerformance Main Page
Need Help?
Warning: This application is designed for sensitive unclassified personnel information only. Do NOT enter classified information in this system. Unauthorized release of
classified information is a violation of law and may lead to prosecution.
From the Main Page, you can create, update and view employee Performance Plans; change the Rating Offiial and/or Higher Level Reviewer. view and print part or an entire plan afer itis created; close a plan, and track the status of a plan
You can aiso search for completed plans by selec ‘Show Complated Plans/Apprar
a Performance Plan
+ Select Choose a Plan Typ
" Solect Apprarsal Pian Type
+ Select the ‘G button
+ Select the 'Go’ button

Important: To become famiiar with the columns, select the "Need Help? fink

Plans/Appraisals In Progress

& TIP Only Employees that have a plan In progress are listed below.

Create New Plan

ShowMe Al Appraisals [V] Appraisal Year  ALL [¥] T o < BB
Rocords Displayed  10[v] 13 & S £

Employee Name - Current Owner - Rating Official Name - Appraisal Year - Appraisal 1D~ Plan Approval Date Type . Plan Status. Current Status Action

— N — st =
N [EER'S Bumsox vizhiun & EHRIS Caaohu. Crdadd | EHRIS Caaohu. Crdqdd | 2017 195 25-Apr-2016 DoD Approved Progress Revew Completed Update V][ Go

Select the link to search for Completed Pians.

Show Completed Plans/Appraisals

Figure 18 - MyPerformance Main Page>Program Review Completed

19. For this scenario, the RO selects the Save and Transfer to Employee for Acknowledgment
button.

Create/Update Progress Review

Go Back o Progress Reviews
Employes Information

Employee Name _ EHRIS Bwraox, Wehjkuw G
Show Employee Detads.
Progress Review Information

@ TIP A progress review should admawledge achievements to date and suggested areas for improvement. It should faciitate meaningful dialogue and exchange of accomplishments and areas for improvement

Progress Review Iniator  EHRIS Casohw, Crdqdd | Progress Review Number 1
Progress Revew Status  Initiated

This screen provides infor

regarding the status of your emplayee’s progress review Need Helpf
+ Ifthe “Start bulton is active, select it &
Soloct "Show' Ik 1o 440 approvals

"vEIEﬁ-ev:(Ess
ents, nformation for each step

HeH a8

Show Alletads | Hide Al Details

Dotais Tasks Status Action
Stap 1: Rating Oficial - Request or Document Higher Level Review (i requred) Complated Step 1 comploted
Step 2. Higher Level Reviewer - Review (f required) Completed Step 2 compiated
Step 3. Rating Offcial - Document Communication to Employse

Not Started Start

Communication Date  17-Aug-2016 @

Cancel |s=wwrmunawvummwm Save andgo o Step |

T STES T T S TS

Figure 19 - Approvals and Acknowledgments>Save and Transfer to Employee for Acknowledgment

Step 4 Ratng Official - Document Employes Acknowiedgment

20. The RO can send the employee a message regarding the progress review or transfer to the
employee without an E-mail notification. If you need to send an email message, select Transfer
to Employee with E-mail Notification button. If there is no need for an email message, select
Transfer to Employee without E-mail Notification.

Rating Official Notification to Employee - EHRIS Bwraox, Wzhjkuw G

Cancel [ Transfer to Employee without E-mail Nolscation || Transfer to Empioyse with E-mai Notication |I

Message to Employee
This screen provides space for you to send your employee a message regarding his or her Progress Review. After writing the message, select the Transfer to Employes with E-mail Notification’ button to send the message.
For additional quidance, select Need Help?

Pleass proceed 1o e Perdormance Management and Appraisal and select the Progress Reéws tab and then the Approvals and Acknovledgents
Step 4. Once you acopy of the DD Form 2906 will be avadable in the Completed Plans and Appraisals area

Enter message to employee

Spel Check.

Notice: You are about 1o contact EHRIS Bwraox, Wzhjkuw G by e-mail. Due to the unencrypted nature of this e-mad communication, please do not include any non-public information such as social secunity numbers or privacy act information in your e-mai

Figure 20 - RO Notification to Employee
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21. The RO is navigated to MyPerformance Main Page. The RO will receive a Confirmation
message stating the plan/appraisal has been submitted to the employee. The employee will need

to acknowledge receipt of their progress review.

& Confirmation
The appeaisal has bean submitted 1o the empioyee

Rating OfficialiHigher Level Reviewer

MyPerformance Main Page

Noad Help?

Warning: This application is designed for sensitive unclassified personnel information only. Do NOT enter classified information in this system. Unauthorized release of
classified information Is a violation of law and may lead to prosecution.

Important: To

Plans/Appraisals In Progress

& TIP Only Empioy

oy g e w8
Current Dwner Rating Official Nare 2. Apprassal Yoar - Appeaisal ID Plan Approval Date - Types  Plan Status. Current Status Action
Progress Review Approved by HLR View v] [Go

EHAIS Buraox, Wehjuw G EHRIS Buraox, Wehjurw G EHRIS Caaohu, Crdgdd | 2007 195 25-Ape.2016 oD Approved

Figure 21 - MyPerformance Main Page>Appraisal submitted to Employee Confirmation

Employee Acknowledging Receipt of Progress Review

After the RO has documented communication, he or she will transfer the progress review to the
employee for acknowledgement. Acknowledgement does not mean the employee agrees with the
RO; it is merely acknowledging communication between the employee and RO.

Employee Steps to Acknowledge Receipt of Progress Review
1. Atthe MyPerformance Main Page, select the performance plan/appraisal that needs to have
the progress review acknowledged, make sure Action column reflects Update and select the

Go button. You must have ownership of the performance plan to make any changes.

NOTE: The Current Status is Progress Review in Progress.
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MyPertormance Main Page | Provde s Fesdback | My Soummal

Employes
MyPerformance Main Page
Moo Ha
Warning: This application ks designed for sensithe undassified personnel Information only. Do NOT enter classified Information In this system, Unauthortzed release of
elassified irforrmation is & vielation of law and may lsad t prosecution.
P
important: To b cx e
Apgraiusin of EHRIS Ao, (dpvpusgpe N
Crests Mew Plan
hoose 3 Plan Trpe v [

- aes W% I3 = O
Ermgizyes hame Cusmenk Cramer - Pty Oeflcial Hama Appraal You Apgrasal IO Pian Appeonal Diske Tipess  PlanSumn Cumesi Siabes. Acion
[Ty r— —— [T TPy Sre—— RS Caaohy, Criadd o7 " 21.8ge 2016

-8 [ re—— Progress Revaw o Progress Upeisie ~] (&= ‘= :

Figure 22 - MyPerformance Main Page

2. The Plan Details page is displayed as shown in Figure 23, select Progress Review tab to
acknowledge receipt of your progress review.

l

v | === e |
5..,: Wimion oo | S 3 Pacmancs Eberocs e Standats S - v s Aeknoviedgmarts
Chases an Azkon ¥] 68
Employes Istomation
Errpicngis Mae _ EHSIS AegaivwgrL Didgpusi N
St Ermployes Doty
S
e  pa
silect Nasd Halg?
pe  [Anial Appraal - Dol Ferkwmants Fi A UM
< - 15y 116
Sd-Apr- 216 _"5 Etifas Caschu, Crdgad |
MMae T | (B
T | I
w  EHRIS Canshu Crieyde |
+r  EHRES Carfz, Dustazwyspock €
Sav and Conteun

Figure 23 - Plan / Step 1 Plan Details Page

3. The Progress Reviews page is displayed as pictured in Figure 24. Select the Update button
under the Action column.

Piae. | Progress Reviews | Arrucal Appessast | Masrativs Statemerss | RepotiForms
Chotstn i A e | [Ge

Empioyes inlomation
Ermpioyes Mame  ENRES Anjgavgrt Dldevpusgps N

Srocen Erepinyss Dotais

et

T Proc

He o

Mumber  Crastes By Covation Oste Fiugher Loved flroew Date Sean Communcston Date Cormmurne shon Wethod Employss Ack Date Ackon

1 Etics hepgaomet, Doctproporgges M 1AM Pt Ermpd Az iowisdgrment 12-Aasge 1096 e b Fie [T SNl —

Figure 24 - Progress Review Page

4. Select Approvals and Acknowledgments tab to acknowledge receipt of the progress review.
Step 4: Employee — Acknowledgment under Details / Tasks shows pending employee
acknowledgment and the Acknowledge Receipt button is available. Select Acknowledge
Receipt button.
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CreateUpdate Progrens Review

raphryes imaton
cirree Name  EHIDS Aepgmvart Dkigvpompe N
Show Empioyes Detsis

Progress Reveew infrmanon

e EHRIS Aejgjavan. Didpepenss N
St Pestine €mgd AR peteymaat

Aver

[ —

Pt reqpeates
ot

Compiated Sp ) compiened
Perndey E i Aarcatedyrert Minowiede Reces Qe

Go Back 13 Progress Reweas

Figure 25 - Progress Review / Approvals and Acknowledgments Tab

5. When you select Acknowledge Receipt a Date box is available. You can manually
enter the Date or use the calendar icon. Enter the date you are acknowledging and select

the Save button.

CrestUpdate Progress Review

Ernphiyes tormaton
Ecioyes Name  EHIDS Aviivrart Dkdgvpumges N
Snow Emgeryee Detas

Progress Reverm Informatnn

tafcr EHRIS Aeiavvat. Okdgvpenges N
S Perbins Empd Ak mrwietgrmant

Cancel | Save Qe
N

Figure 26 - Progress Review / Approvals and Acknowledgments Tab

Go Bt 13 Progess Rewas

6. Step 4: Employee — Acknowledgment under Details / Tasks is completed. You have just
successfully acknowledged receipt of your progress review. Select Go Back to Progress

Reviews button to go back to Progress Reviews tab.

CreateUpdate Progress Review

[T ——

wra  EHAIS Aejgvvqis, Dipvpugges B
ioywe Dutads.

i irgriremart. [t s ncitnts maarighl dlulist brel schirngs of ivtrvplarnrts el s hor Eprovart

RIS Asiajvegrs, Diipvpeqgpe N FIOgress Rvara Murmtes
pted

Figure 27 - Approvals and Acknowledgments / Acknowledge Receipt Completed

ks P o d=

Naeh Hae?
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7. Since the progress review was acknowledged, the Progress Review is complete and the
Action reflects View History. To return to the MyPerformance Main Page, first select
Choose an Action LOV drop down arrow depicted in the red box below. Second, select
Return to Main Page. Lastly select the Go button to the right.

PR | Propose Revires | Aovasd Apprsts | Mt Smments | RopeePomes

Fgryes ledsimatsn

e E903 Avpgvonst, Obipvponges N

Noear Crusted by

W i
Cranton Oute Figper Lovet B Dt wma Commune.sten Oste Commue stcn Vet Emplopee Ack Due = toee
Y SA— 1 Aug 201 p— VAGNM  Fxemfae 16hp 3 Vet

Figure 28 - Progress Review / View History

9. At the MyPerformance Main Page, the Current Status reflects Progress Review Completed.
Employee still has ownership of the performance plan/appraisal.

WyParkormance Main Page | Provde Gumt Fredsack | My Jarmal

Employes

MyPerformance Main Page

Warning: This spplication ks designed for sensittve unclassified persannel information only, Bo NOT enter dassified Informaticon In this system. Unauthorized release of
classified information is & viclation of law and many lead bo prosscution

Irmportanl: 7o b

Appraiusia of ENATS Anjpuegre, (Hpvpugps N

Pl 3ok -

Figure 29 - MyPerformance Main Page
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