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Navigation to Manager Self-Service

Step 1: Access current performance documents for direct reports.
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Current Performance Documents

Listed helow are the current performance documents for which you are the Manager,

erformance Document:

plovee al Do nent Tvpe Begin Date End Date Job Title Status

Dandy Richardsan Annual Performance Review  07/01/2008 06/30/2010 (PV?IL;*“"‘ Res Specialist |\ b grass

Gwendolyn Mesh- TS: HR Transactions

Richardsan Annual Performance Review 07/01/2009 08/30/2010 Tech (AL In Progress

Judie Hamiltan Annual Performance Feview  07/01/2009 06/30/2010 E'E:(F;Sa“sa"“”“s In Progress

Judie Hamiltan Annual Pefarmance Review  07/01/2008 06/30/2008 gn:z&’ansadmns In Pragress

Pafrina McClure M Annual Performance Review  07/01/2008 06/30/2010 E'ﬂ:'az)’a"sam”"s In Pragress

RosaWaymon D Anndal Perforrmance B eview 07/01/2008 06/30/2008 Diractor In Progress

Rosaiaymon D Mid-Year Ferformance Review  07/01/2008 01/01/2009 Director In Progress L
Shirley Smith E Annygal Performance Revieww 07/01/2008 06/30/2009 55 Clerk (WL In Progress

Shirley Smith E  Mig-Year Performance Review  07/01/2008 01/01/2008 SS: Clerk (L In Progress

Sondra Brown L annlalPerformance Review  07/01/2009 06/30/2010 1o: HR Transaetions 0o

Tech (AL)
SondraBrown L Annal Perfarmance Review  07/01/2008 08/30/2009 1o MR TTansastions b yogregs v
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Click “Annual Performance Review” link corresponding to the appropriate employee.

NOTE: If you do not have all of your direct reports listed or if an employee is listed you
do not supervise, contact your HR Office.
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Step 2: Establish Evaluation Criteria:
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Current Performance Documents
Document Details

Sondra Brown, T3 HR Transactions Tech (AL)
Annual Performance Review: 07/0172009 - 08730/2010

Employee: Sandra Brown Job Title: TS: HR Tranzactions Tach (AL
Document Type: Annual Performance Review Period: 07/01/2009 - 0D6/30/2010
Manager: MaryWalker Status: In Progress

Template Name: Anrnual Performance Review

[Document Progress

Step Status Due Date

Estahlish Evaluation Criteria C Not Started 01012010 Start
Review Self Evaluation © Not Started 0773102010

Complete Manager Evaluation < Not Started 0713112010

Return to Select Documents

a 5] g © Internet

3 Current Document. ., B Mail Fram:

The first step in the process is to Establish Evaluation Criteria. Click on the Start link.
If the document was previously opened, an Edit link will be displayed. To begin the process, click
on either the Start or Edit link.



Section 1 — Statewide Core Competencies
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Section 1 - Statewide Core Competencies
Statewide Core Competencies will be evaluated by
Employee, Manager
Customer Service
-
Description: Understands that all employees have external andfor internal customers that
they provide services and information o; honors all of the State's commitments to
custamers by providing helpful, couteous, accessible, respansive, and knowledgeable
service
* Critical: Yeg
Teamwork and Cooperation
v

& =) 2 & internet
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These competencies are 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 Leadership Competencies pre-populated for employees in
managerial jobs.

= Transformers of Government

= Talent Management

NOTE: If your Manager’s plan does not have the two additional Leadership Core Competencies
they can be added in Section 2.



Section 1 — Statewide Core Competencies (continued)
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Resuits Urientation Al

Description: Consistently delivers required business results; sets and achieves
achievable, yet aggressive, goals; consistently complies with quality standards and
meets deadlines; maintaing facus on Agency and State goals.

* Critical: Yeg

Accountability

Description: Accepts full respansibility for self and contribution as a team member,
displays honesty and fruthfulness; confronts problems quickly, displays a strong
commitment to organizational success and inspires others to committo gaals;
demonstrates a commitmentto delivering an histher public duty and presenting oneself
as a credible representative of the Agency and State to maintain the public's trust.

* Critical: Yes

Judgement and Decision Making

Description: Analyzes problems by evaluating available information and resources,
develops effective, viable solutions to problems that can help drive the effectiveness ofthe
department andfor State of Geargia.

* Critical: Yes

Section Summary Semiﬂll\vmm:
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The section has a pre-populated weight of 25%, which is the minimum weight for the section.



Section 2: Individual Goals/Competencies

This section is not pre-populated with goals and competencies. The Manager has the option to add
their own goals and competencies or use the system’s pre-defined goals.
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Section 2 - Individual GoalsiCompetencies

Individual GoalsiCompetencies will he evaluated by
Employee, Manager

Add Individual GoalsiCompetencies

Section Summary Section Weight: %

Section 3 - Job Responsibilities

Delete All Job Respaonsibilities I

Job Responsibilities will be evaluated by
Employee, Manager

Performs job responsibilities with minimal supervision

=

Description: Performs job responsibilities with minimal superision
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Section 3 - Job Responsibilities
Ceelete All Job Responsibilities
Job Responsibilities will be evaluated by.
Emplovee, Manager
Performs job responsibilities with minimal supen/2mn Sontert]
=
Description: Performs job responsibilities with minimal supervision
~
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Section 2: Individual Goals/Competencies (continued)
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Performance Document - Annual Performance Raview
Add an Item

Sondra Brown, T5: HR Transactions Tech (AL)
Annual Performance Review: 070172009 - 06/30/2010

®  Add pre-tefined item
¢} Add your own ftem
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NOTE: The radial button defaults to “Add pre-define item.” Click Next.



Section 2: Individual Goals/Competencies (continued)
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Performance Document - Annual Performance Review
Add a Individual Goals/Competencies

Sondra Brown, TS: HR Transactions Tech (AL)
Annual Performance Review: 07/01/2008 - 06/30,2010

Search Criteria

Title: | |

Search | Clear |
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The manager can add a goal or competency by clicking the search button.



Section 2: Individual Goals/Competencies (continued)
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Add a Individual Goals/Competencies

Sondra Brown, TS HR Transactions Tech (AL)
Annual Performance Review: 07/01/2008 - D6/30/2010

Title: |
Search Clear

Search Results

First [1 1-14 of 14 [ Last

Individual Goals/Competencies
[ Cormmunication

[ Flexibility

[] Professional Developrnent
[] Megotiation and Influence
[] Conflict Management

[] Cultural Awareness

[] Team Leadership

[] Teaching Cthers

1 Initiative

@ Done é ' Internet

|=

—
74 start ® T B 7 M novelGroupwise-M.. | O ePerformance Instruc... /2§ Current Dacuments - ... | 0§ Registration Confirma. .. )8 1001 AM

The search results will display a list of Individual Goals/Competencies.

The manager can select desired goals by clicking into the checkbox beside each goal to be added to
the performance plan. The description of each goal can be viewed after the goal is added to the
plan.

Optimal number of goals—it is recommended that there are no more than six goals.

NOTE: Each goal or competency will be rated individually during the performance evaluation
period.
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Section 2: Individual Goals/Competencies (continued)
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Individual Goals/Competencies
[ Communication

[ Flexibility
Professional Develapment

[] Megotiation and Influence

[ canflict Management

[ Cultural Awareness

[] Team Leadership

Teaching Others

[ Initiative

[ Project Wanagernent

Creativity and Innovation

Talent Management {Leadershipl
Transformers of Government (Leadership)
Adheres to HIPAA Regulations

SelectAll  [C]] Clear Al

Save I

I

&) S & Internet

A} Current Documents- ... | 3§ Reg \ C )0 10:14 A0

After making selections, click the save box.

NOTE: If you supervise a manager and the two Leadership core competencies did not pre-populate
in Section 1, click the checkbox beside Talent Management and Transformers of Government.

Also, if an employee is required to adhere to HIPAA regulations the option to add that goal is
listed.
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Section 2: Individual Goals/Competencies (continued)
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Section 2 - Individual Goals/ICompetencies ]
Individual GoalsiCompetencies will be evaluated by
Employee, Manager
Professional Development
=
Description: Demanstrates a commitment to professional development by proactively =
seeking opportunities to learn new capahilities, skills, and knowledge; acquires the skills
needed to continually enhance histher contribution to the State and to hisfher respective
profession
#dd Individual GoalsiCompetencies[=] Delete
Teaching Others
s
Description: Enhances the capabiliies of the organization by openly and effectively
sharing hisiher subject matter experise with others; supports a continuous learning
ervironment by preserdng and campiling intellectual capital which can be used by others
within histher work group, department and State entities, as appropriate
Add Individual GoalsiCompetencies[=] Delete
b

&] S @ Internet

2 Hovell Groupiise - M., | O ePerformance Instruc.,. <3} Current Documents- ... | 4 Registration Confirms. -« )0 1z A

Section 2 has been populated with your selected goals. You have the option to delete any goals
you determine inappropriate. The system will prompt you to confirm your deletion.

When working in this section, it is highly recommended you periodically
save your data by clicking the save button at the top of the plan.

-12 -



Section 2: Individual Goals/Competencies (continued)
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Section Summary Section Weight: |_<2| % -

(not less than 25%)

Section 2 - Individual Goals/Competencies

Individual GoalsiCompetencies will be evaluated by
Employee, Manager

[#+] Add Individual GDaIsIC\Um ctencies

Section Summary Section Weight:|_50] 5

Section 3 - Job Responsibiliti

s
Delete All Job Responsibilities
by

Job Responsikilities will he evaluated
Employee, Manager

Performs job ibilities with Main Content
=
Description: Performs job r with\ninimal supervision
w

=2 S @ miemet

Click on the “Add Individual Goals/Competencies” link to add your own goal.
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Mew Window | Help |

Performance Document - Annual Performance Review
Add an ltem

Sondra Brown, TS: HR Transactions Tech (AL)
Annual Performance Reviewr: 07/01/2009 - 08/30/2010

O Add pre-defined item

dyour own Item

Return to Perfarmance Criteria

S @ miemet

When adding your own individual goals and competencies, click on “Add Your Own Item” then
select the Next button.
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Section 2: Individual Goals/Competencies (continued)

3 Current Documents - Microsoft Internet Explorer
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Performance Document - Annual Performance Review
Add Individual Goals/Competencies

Sondra Brown, TS: HR Transactions Tech (AL)
Annual Performance Review: 07/01/2008 - 08/30/2010

Tite: | \

Description:
(1325 characters)

Update | Relurn o Performance Criteria

a Done é 0 Internet

;'g! start ACE X Novell GroupWise - M,.. @{ ePerformance Instruc. ., a Current Documents - ... @{ Registration Confirma. .. '(__,-ﬂ 1041 AW

Enter the title and the long description for the goal you would like to add. When writing goals
ensure they are measurable outcomes that identify results and outcomes expected from the
employee including how they will be evaluated.

Click the Update button and the will be added to the performance plan.

When working in this section, it is highly recommended you periodically
save your data by clicking the save button at the top of the plan.
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Section 2: Individual Goals/Competencies (continued)
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|

Adheres to HIPAA Regulations

~ Details

Description: Has been trained and adheres to established policies on privacy and
security requirements for compliance with the Health Insurance Portability and
Accountahility Act ("HIPAA"), as applicahle by Agency policy,

Add Individual Goals/Gompetencies (=] Delete

B

'Food Stamp Expediated SOP

~ Details

Description: During the rating period, Fl related outcomes will improve by at least 25% of
the gap between federally established performance standards and 100%

Edit Details

Add Individual Goals/Competencies (=] Delete

Section Summary Section Weight:

F) S 4 Internet

The manager can rate Section 2 from 0% to 75% of the performance evaluation (the default is
50%).
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Section 3: Job Responsibilities

This section is automatically populated with job responsibilities based on the state job description.
The purpose of this is to help the manager identify those areas that are most important to the
employee’s success in the position. Job responsibilities can, and should be deleted from the
performance plan as needed. Managers can elect to focus more on goals and/or core competencies
than job responsibilities.

2 Current Documents - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

@k - () \ﬂ @ __;j ) ssarch \i\:(Favnr\tes e 2- ; L&

Address |@ https:/iteam. state.ga.us/psp/saopa/EMPLOVEESHRMS/c/ROLE_MANAGER EP_CURREMT_MY_PRF.GEL?PORTALPARAM_PTCHAY=HC_EP_CURRENT_IMV_PRF_MGR_GBLBEC ¥ ‘ Go | Links *

= TEAM GEORGIA
Georgia TEAM GEORGIA ESS/TEAMWORKS CUSTOMER SERVICE FLEXIBLE BENEFITS
My Ernploy - o
Thursday, February 25, 2010 7:44 AM Wieleome Mary D. Walker iy Links | Select One: - Site Search Sicn out
=

3

Section 3 - Job Responsibilities
Delete Al Job Responsibilities

Job Responsibilities will
Employee, Manager

Performs job responsibilities with mihigal supervision

=
Description: Performs job responsibilities with minima

Add Job Responsibilities [=] Delete

Serves as job expert or organization resource in assigned ar

=
Description: Serves as job expert or organization resource in assigned areas

Add Job Respongibiliies [=] Delete

3

&) S @ mternet
& s, =

& )& 11:09 am

Managers can delete all of the pre-populated job responsibilities by clicking the “Delete All Job
Responsibilities” button. Similar to Section 2, you have the option delete a specific responsibility
by clicking on the (-) Delete link.

When working in this section, it is highly recommended you periodically
save your data by clicking the save button at the top of the plan.
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Section 3: Job Responsibilities (continued)

2 Current Documents - Microsoft Internet Explorer;

File Edit View Favorites Took  Help [

eﬁatk - @ B @ :h pSEarth *Favnr\tes e B' ,(:\?. " | I_J i @

address ] https:/iteam. state ga.us psp fssopa/EMPLOYEE/HRMS Jc/ROLE_MANAGER. EF_CLRRENT _MY_PRF. GELPPORTALPARAM_PTCHAY—HC_EP_CLRRENT_MY_PRF_MGR_GBLBEC ¥ | Go | Links *
-

®

Georgia:

CUSTOMER SERVICE FLEXIBLE BENEFITS

H ge

Thursday, February 25, 2010 7:.44 AM Wielcome Mary D. Welker ity Links | Select One: v Site Search Sign out

(=]

Section 3 - Job Responsibilities

Delete All Job Responsibilities

Job Responsihilities will be evaluated by:
Employee, Manager

Add Job Responsibilities

Section Summary Section Weight: %

Section 4 - Individual Development Plan

Individual Development Plan will be evalusted by,
Employee, Manager

Add Individual Develapment Plan

If all of the pre-populated job responsibilities are deleted, you can add your own by following the
same process described in Section 2 above. Click the Add Job Responsibilities Link. Change the
default to add your own item; click next. Enter a title and a long description. Click Update and
the responsibility will be added to the plan.

nt Documents - Microsoft Internet Explorer

File Edit Wiew Favorites Took  Help aw

Q- © HEG LPmn o @ 22 - LJHE
ackiress [ ] https:/iteam.state.oa. us/psplsaopa/EMPLOYEE/HRMS/C/ROLE_MANAGER EF_CURRENT_HMY_PRF.GBLPPORTALPARAM_PTCHAY=HC_EP_CURRENT_My_PRF_MaR_eLeec v | EJ 6o Links ™
. TEAM GEORGIA
(' CONNECTION

Geonglar TEAM GEORGIA ESS/TEAMWORKS CUSTOMER SERVICE FLEXIBLE BENEFITS

FASTER. FRIENDLIER. EASIER.

Thurstiay, February 25, 2010 A Wiglcome hary DL Wialker My Links | Select One: v Site Search Sign ot

3
i
Section Summary Section Weight:

Section 3 - Job Responsibilities

Delete All Job Responsibilities

Job Responsihilities will be evaluated by
Employee, Manager

Add Job Respansibilities

Section Summary Section Weight: %

Section 4 - Individual Development Plan

Individual Development Plan will be evaluated by, b
Employee, Manager

Add Individual Development Plan

£

&) 2 @ Internet

Note: Section 3 defaults to a weight of 25%.
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Section 4: Individual Development Plan

An individual development plan should be created by the manager with the employee’s input. The
plan should identify goals, activities, projects, classes, assignments, and other activities that further
contribute to the development of the employee.

7 Current Documents - Microsoft Internet Explorer [BEE
;':

Fle Edit View Favortes Tools Help

A @ 0 T

eﬁatk > \ﬂ @ ) smardh ¢ Favortes (2] - &g 'ﬁ
Adhess | @) tate. ga.us/ps; PLO: JROLE_MANAGER EF_CLRRENT_MY_FRF GELPORTALPARAM_FTCNAY=HC_EF_CLRRENT_My_PRF Mer_celeec v | [ 60 Lok
- TEAM GEORGIA
CONNECTION

Gaonghar TEAM GEORGIA AT L CLLCH CUSTOMER SERVICE FLEXIBLE BENEFITS
vice Teal 0=
Thursdlay, February 25, 2010 7:44 AM Welcome Mary D Walker My Links | Selact One v Site Search Sion out
=3
&
Section Summary Section Weight: %

Section 4 - Individual Development Plan

Individual Development Plan will be evaluated by.
Employee, Manager

Add Individual Devslopment Plan

Save ‘ Cormplete Cance| Return to Docurment Detail

& View Printable Evaluation E7 plotify

& S @ Ineernet
st

2 Current Documents - .. | 2 Registration Confifma... &)@ 1148 A0
&

Section 4 can be used to focus on several areas:

Development in the current role
= Applies to employees who are new in the job and need developmental activities to help
them become a fully successful performer
= Employees who are deficient in their current role (not functioning at the level they need to
be in order to be fully successful in their job)

Expand skill set and knowledge areas
= Employees who are fully successful in their current position and could benefit from some
special assignments and activities to expand their skill set and move them towards
exceptional performance in their current job.

Prepare for future roles
= Developmental activities and goals that will develop an employee for future career
opportunities in the Agency or State.

NOTE: This section is not weighted.
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Closing Out Planning Phase

1. Section Weights
After all of the Sections have been established, the manager should review the section weights for
Statewide Core Competencies, Individual Goals/Competencies and Job Responsibilities. Each of
these sections will be pre-populated with a recommended percentage.

» Section 1 — Statewide Core Competencies — 25% (minimum)

» Section 2 — Individual Goals/Competencies — 50%

» Section 3 — Job Responsibilities — 25%

All section weights must add up to 100% before the performance document can be saved.

2. Completing the Plan

2l Current Documents - Microsoft Internet Explorer =)
Fle Edit Wiew Favortes Tooks Help "

Qe - () \ﬂ @ 7;‘] /T\JSEarth \i:(F aaaaa tes £2) - :\/’ Ji
o~

Address | @] PL JROLE_MANAGER EP_CLRRENT_MY_PRF.GELZPORTALPARAM_PTCNAY—HC_EP_CLRRENT_MY_PRF_MGR_cBLeEC v | [ 6o Liks
=~ TEAM GEORGIA
( CONNECTION
4 FASTER. FRIENDLIER. EASIER.
Gucegler TEAM GEORGIA =CIA TV LUCH CUSTOMER SERVICE FLEXIBLE BENEFITS
sice Te
Thurstiay, Fekiruary 26, 2010 7:44 &M Welcome Mary D Walker My Links | Select One: ~ Site Search sion out
=
Annual FPerfarmance Heview: U0U1 200 - UBGU201u ~
Save Complete \ Cancel \w

&b view Printable Eva\uaﬂﬂﬁ
Section 1 - Statewide Core Compet ies

Statewide Core Competencies will he evaluated by.
Employee, Manager

Customer Senvice

-
Description: Understands that all emplovees have external andfar inermal cUSTMR(S that
they provide services and infarmation to; honars all of the State's cormmitments to
custorners by providing helpful, courteous, )  and
senice
* Orifical: Yes

Teamwork and Cooperation

-
Description: Cooperates with others to accomplish common goals; warks with
emplayees within and across hisiher depariment to achieve shared goals; treats others
with dignity and respect and maintains a fiendly demeanor, values the contributions of
athers
* Crifical YRS

£3

&) D) @ Internet

& )& 12:00PM

The manager completes the “establish criteria” step by clicking the complete button.
Once the manager has completed this step the document becomes “view only” for the employee
and manager.
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2. Completing the Plan (continued)

3 Current Documents - Microsoft Internet Explorer,

Fle Edt Wiew Favortes Tools Help

@k - () B @ (b ) search *Favnrit&s 9 - :‘\; -l

ctess | €] betps: ftmam,state.ga.usfpspsacpa/EMPLOVEE HRMSc/ROLE _HANASER EP_CLRRENT_INY _PRF.GBL7ORTALRARAM_PTCHAY=HC_EP_CURRENT Mr_PRF_MaR_seLecc v | [ G0 rks *

-
®
Georgia

TEAM GEORGIA
CONNECTION

TEAM GEORGIA fIEEMACTUNTI LGN CUSTOMER SERVICE  FLEXIBLE BENEFITS

My E

e Tearnwor page
Thursdlay, February 25, 2010 7:44 &M wislcome Mary D.Walker by Links | Select One: v Site Search Sion out

Newwindow | Help |5,

Current Performance Documents
Document Details

Sondra Brown, TS: HR Transactions Tech (AL)
Annual Performance Review: 07/01/2008 - 08/30/2010

[ You have successtully completedthe Establish Criteria step.

Employee: Sondra Brown Job Title: TS HR Transactions Tech (AL)
Document Type: Annual Performance Review Period: 074012008 - 08/30/2010
Manager: Mary Walker Status: In Progress

Template Name: Annual Performance Review
Step Status Due Date

Establish Evaluation Criteria ¥ Completed 0140142010 Vie

Review Self Evaluation O Not Starta
Complete Manager Evaluation O Not Started

073152010

Eaturn to Select Docurnents

5 & mneemnet

&)@ 13PN

“Establish Evaluation Criteria” box has been checked indicating “Completed”.
If the Performance plan was simply saved, then the edit link would remain available.

Important Note:
The option to edit the document remains available to the manager provided the next
two steps in the process are not started—

= Employee Self Evaluation
= Complete Manager Review

These steps must not be completed until after June 30, 2010. If either step begins
prior to July 1, 2010, the performance plan is locked and no further edits can be
made. The manager must recreate the Establish Evaluation Criteria from the
beginning.
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3. Notifying the Employee

@ Current Documents - Microsoft Internet Explorer [Z]E”Z\
File Edt View Favorites Tools Help a’

@Back v ‘_J E @ Ch pSearch *Favufites @ D}}' :\; I \_J ﬂ @

Address |@ hittps:ffteam. state.0a.us/pspisanpalEMPLOYEE/HRIMS/c/ROLE_MANAGER. EP_CURRENT MY_PRF.GBLZPORTALPARAM_PTCNAY=HC_EP_CURRENT_MY_PRF_MGR_GBLREC V| Go | Links *

= TEAM GEORGIA
(. CONNECTION
FASTER. FRIENDLIER. EASIER.
Gaongler TEAM GEORGIA ESJArT L\IOLTIN CUSTOMER SERVICE ~ FLEXIBLE BENEFITS
My Employee Salf e s Homepage
Thursday, February 25, 2010 T:44 AW Welcome Mary D Valker Wy Links | Select One: v | Site Search Sion out
E[
Annual Performance Review: 07/01/2009 - 06/30/2010 ~
Save I Complete | Cancel |w
é\f\ew Printable Evaluation [E7] Matify
Section 1 - Statewide Core Conetencies |
Statewide Core Competencies will be efaluated by
Employee, Manager
Customer Service
x
Description: Understands that all efnplovees have extemal andfor intermal customers that
they provide services and informatipn to; hanars all ofthe State's commitments to
custamers by providing helpful, cofiteous, accessible, responsive, and knowledgeatile
service.
* Crifical: Yes
Teamwork and Cooperation
x
Description: Cooperates with offiers to accomplish common goals; works with
emplovees within and across higher departmentto achieve shared goals; treats others
with dignity and respect and mantains a friendly dereanor, values the contributions of
others |
a G é 0 Internet

O ererformance Instruc... /3 ocuments - .., ration Canfirma. .

Click on the “Notify” link to send an email to the employee informing them the plan is available
and to schedule a time to discuss the plan.

NOTE: If the employee’s email address is not listed in PeopleSoft or it is incorrect, you cannot use
the Notify feature. The employee should be notified using GroupWise.
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4. Reopening a Completed Performance Plan:

Current Documents - Microsoft Internet Explorer

I

File Edit View Favorites Tools  Help

eaack o J E @ (h _/QSearch *Favw\tes [ ] B' .i_‘\} " | |_,J el @

Address @ https:ffteam. state. ga.us{pspisaopa/EMPLOYEE/HRMS/</ROLE_MANAGER, EP_CLRRENT_MY_PRF GBL7PORTALPARAM_PTCNAY=HC_EP_CLRRENT_MY_PRF_MGR_GBLeEC v | [Ed 6o Liks

- TEAM GEORGIA
(. CONNECTION
oigle TEAM GEORGIA S JAIT VLU CUSTOMER SERVICE  FLEXIBLE BENEFITS
My Empl f Teem a
Thursday, February 25, 2010 7:44 AM Welcome Mary D.wialker My Links | Select One Site Search Sion out
B

Mew Window | Help | .5

Current Performance Documents
Document Details

Sondra Brown, TS: HR Transactions Tech (AL)
Annual Performance Review: 07/01/2008 - 08/30/2010

[ You have successfully completed the Establish Criteria step.

Performance Document Details

Employee: Sondra Brown Job Title: TS: HR Transactions Tech (AL)
Document Type: Annual Perfarmance Review Period: 07/01/2008 - 06/3002010
Manager: Mary Walker Status: In Progress

Template Name: Annual Performance Review

Document Progress

Step Status Due Date

Estahlish Evaluation Criteria + Completed a1i01/2010 e
Review Self Evaluation C Mot Started 07/31/2010

Complete Manager Evaluation < Mot Started a7i31/2010 Start

Retumn to Select Documents

S @ mternet

Mall From: Kristen ... & )% 1

&

E]

Click on the view link.

Documents - Microsoft Internet Explorer,

Curre

[

File Edit ‘iew Favortes Tools Help
Y e . T
- ( . B
Q- © RNRAG Loy @ (2% @ AT
Address @ hitps: t2am. state .ga.us(pspisaopalEMPLOYEE/HRIS/</ROLE_MANAGER EF_CLRRENT_MY_FRF.GEL?PORTALPARAM_PTCHAV=HC_EF_CURRENT_MY_PRF MR _seLeec v | [ o

TEAM GEORGIA
CONNECTION

Links >

Georgia TEAM GEORGIA IR Ll CUSTOMER SERVICE  FLEXIBLE BENEFITS
My Ernpl 3 Tean =
Thursday, February 25, 2010 7:44 AN Welcame Mary D, wealker My Links | Select One: Site Search Sion out
>
Annual Performance Review: 07/01/2009 - 06/30/2010 -
Save cancel | Return to Document Detail

I

71 plotify

Section 1 - Statefvide Core Competencies

Statewide Core Cormpetencies will be evaluated by
Employee, Manager

Customer Service

jon: Understahids that all employees have external andfor internal custormers that
they provide services ahd information to; honors all of the State's commitments to
customers by providing\helpful, couneous, accessible, responsive, and knowledgeakls
semvice
* Critical: Yes

Teamwork and Cooperatlon

others

&) Done S @ meernet

=

Kristen ...

74 start D - 2} Current Do £ 0 = Mz

Click on the “Reopen” button...if the reopen button is grayed out, the option is not available--you
must contact your HR Representative.
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5. Performance Notes

Once the manager and employee have completed the competencies and goals,
Performance Notes will be used to allow both the manager and employee to keep track of
the progress throughout the performance year. This tool enables both participants of the
process to enter progress as it happens, rather than waiting for each review cycle to end.
Managers are encouraged to use this feature during performance coaching by recording
observed behaviors, two-way feedback and ongoing development.

At the Manager Self Service Main Menu Click on Maintain Performance Notes

A Base Navigation Page - Microsoft Internet Explorer ‘ZHE”X‘
W

File Edit View Favorites Tools  Help i

eaack M ) \ﬂ @ ;j f:] Search \‘;‘\?Favur\tes €‘} [7‘2 :\7 ] - J ﬁ

Address @ https:fjteam. state. ga.us{pspisaopa/EMPLONEE/EMPLIS/WEELIE_PTPP_SC HOMEPAGE FiskiFormula IScript_AppHP7pt_fame=CO_MANAGER_SELF_SERVICESFolderPath= v | g G0 Links

= TEAM GEORGIA
Georgia

TEAM GEORGIA ESS/TEAMWORKS CUSTOMER SERVICE FLEXIBLE BENEFITS

y Te smepage
Thursday, February 25, 2010 7.44 AM Welcome Wary D.Wialker My Links | Select One :| Site Search Sign out

(=1

Main benu =

ﬁ Manager Self Service

Navigate to slf servics information and activities for peopls reporting to you

ﬁ Time Management ﬁ Job and Personal Information ﬁ Performance Management
Manage schecles, view and approve reported and Manage job and personal information for your employees: Plan, evaluate and fhanage performance and development

piayalie time, sbsence and overtime retussts, exceptions, T pa  S————, for your workforce)

and more. [ Pertormance Dofumerts

[ Manade Schedules = Approve Documgnts

[ pprove Time and Exceptions =] View Aporoval Jtetus
[1Report Time =] Approver Doc Sftus Report
(1 ¥igw Time =] Approver Revied Rating Report

= Manager Review! Rating Report
= Wass Agproval W

[=] Mairtain Performance Notes

&) S P Inkernet

vgation P... | T8 Registration Confl,., | "2 Mail Froms Krister .. )2 1360
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Performance Notes (continued)

2N Maintain Performance Notes - Microsoft Internet Explorer

File Edt View Favorites Tools  Help

Qs - O [x] (8] @ P v @ 2- 0% @ )

aldress | ] hetpstyiteam.state .ga.us/pspisaopalEMPLOYEE HRMS/</ROLE_MANAGER. EP_NP_REDIRECT_MGR. GBLTNAYSTACK=CleardPORTALPARAM_PTCHAY=HC_EP_MaR_NOTES_ v | [Ed @n  Links >

== TEAM GEORGIA
(. CONNECTION FASTER. FRIENDLIER. EASIER
Georgia

TEAM GEORGIA CEEVRT VLTSN CUSTOMER SERVICE FLEXIBLE BENEFITS
My Emplo = -

Team H. a=

Thursday, February 25, 2010 1:40 P Welcome Mary D.Walker My Links | Select One: ~| site Search Sign out

Mew Window | Help |

~ Selection Criteria

"ID: \ Q Search

Earliest Note Date | \ |5 Ena =

Add a Mew Mote

There are no existing notes for the ¥pecified search criteria.

Done et
&

& Novell ¢ Th ePerfo elns... R Maintain Performa... | 0§ Confi... ten.. & )& 1:40PM

Input the employee’s ID number. If the ID number is unknown, it can be obtained by accessing
Job and Personal Information under Manager Self-Service.

2} Maintain Performance Motes - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qo - © - x] [A] G| Dsowen v @ 2005 @ [

#ddress | ] https:/fteam. state.ga,us]psp/saopa /EMPLOYEE/HRMS jc/ROLE_MANAGER EP_NP_REDIRECT_MGR. GELPNAYSTACK=ClaarBPORTALPARAM_PTCNAI=HC_EP_MGR_NOTES_ | Go | Links *

= TEAM GEORGIA
(. CONNECTION FASTER. FRIENDLIER. EASIER
Georgia

TEAM GEORGIA ESS/TEAMWORKS CUSTOMER SERVICE FLEXIBLE BENEFITS

ks Homepage

Thursday, February 25, 2010 1:40 P Wglcome Mary D Walker by Links | Select One. v| Site Search Sian out

=
e Window | Help |

~ Selection Criteria

Dz 00720063 O Patrina McClure

Earliest Note Date | |50 Enal [

Search

Subject

There afe no existing notes for the specified search criteria.

S & Internet

2} Maintain Performa. .. @Y Registration Confi... P2, Mail From: Kristen ... & )&% 1:47 PM

Click the “Add a New Note” button.
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Performance Notes (continued)

2 Maintain Performance Notes - Microsoft Internet Explorer,

Fie Edt ‘Yiew Favorites Tools  Help

a
Qs O [0 @G Powo e @ 3% B UHT

Address @ https:fteam,state. ga.usipsp saopa/EMPLOYEE HRMS c/ROLE_MAMAGER, EP_NP_REDIRECT_MGR.GELZMAYSTACK=ClearBPORTALPARAM_PTCHAY=HC_EP MGR_NOTES. v| Go |Liks ®
(." TEAM GEORGIA

CONNECTION

TEAM GEORGIA EFAILUITOLTEE CUSTOMER SERVICE FLEXIBLE BENEFITS
My Employee Self Service

TeamWorks Homepage

Thurgday, February 25,2010 1,40 PM

Wiglcome

Mary D.Walker My Links | Select One:

Ste Search Sion out

Hewwindaw | Heln | 2, &

Selected Performance Note
1D 00720063 Pattina McClure Created: 02282070 1:49PM
Creator: MaryWalker
Updated:
hy:
Subject: | ]
Note Text:

\
Save _l

Return To: P

rormance Note Selection

&

8 @ et

Enter a Subject, and then enter text in the “Note Text” field. Click Save. The performance note for
the employee has now been saved and can be referenced in the future.
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Performance Notes (continued)

To access historical notes click the “search” button.

2 Maintain Performance Notes - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

@ © HEG Pwn oo @ 3-3 8 E K

address | ] htps:/iteam. state ga. us/psn/saopa/EMPLOYEE/HRMS/</R.OLE_MANAGER. EF_P_REDIRECT_MSR.GELPNAVSTATK=ClearBPORTALPARAM_PTCHAY=HC_ER_MaR_NOTES. v | EJ eo  Links
"~ TEAM GEORGIA
(. CONNECTION
Georglar

TEAM GEORGIA

FASTER. FRIENDLIER. EA
CUSTOMER SERVICE

ESS/TEAMWORKS FLEXIBLE BENEFITS

Teamwarks H age

Thursday, February 25,2010 1:40 Ph Welcome

Mary) . Walker bty Links | Select One: ~| Site Search

Sign out

Mew indow | Help |
Performance Notes

» Instructions

~ Selection Criteria

“ID: 00720063 @ Patrina Meclure Search
Earliest Note Date | |5 Enal =

Add a Mew Mote I

ing Performance Notes for this Employee

Created Subject

There are no existing notes for the specified search criteria.

2 @ ntermet

2l Maintain Performance Notes - Microsoft Internet Explorer

File Edt View Favorites Tools Help

Q- © HEAG Lo oo @ @3- @ A

Address @ https:fﬂteam.state‘qa‘ustpspfsanpatEMPLOVEEIHRMStEtRDLEiMnNAGER‘EFLM REDIRECT_MGR, GBLINAYSTACK=Clear&PORTALPARAM_PTCNAY=HC_EP_MGR_MNOTES_ V| Go | Links
( TEAM GEORGIA
CONNE

CTI1IO0ON /_ﬁ&
FASTER. FRIENDLIER. EASIER
TEAM GEORGIA TR Ll Ll CYSTOMER SERVICE  FLEXIBLE BENEFITS

Thursday, February 25, 2010 1:40 PM

Te Hz
Wielcome Mary D. Walker My Links | Select One v Site Search

Sign out

New Window | Help |

neE

Performance Notes
+ Instructions

~ Selection Criteria

“ID:
Earliest Note Date

QL Patrina McClure Search

Add a New MNote

Existing Performanc’: Notes for this Employee

Created

Subject

02/16/2010 2:18PM Customer Service

01/19/2010 2:50PM
1217/2009 1:35PM

Hourly Payrall

Absence History Cleanup

S @ Internet
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