2011 Performance Evaluation Rating
Mass Entry Process

Correction Manual

Addition or Correction of Job Data, Employee Review and Additional Pay records of
employees who were not processed or were processed incorrectly by the January 1, 2011
Performance Evaluation Rating processes.

This document will assist you in correcting the records of employees eligible for the January1® performance evaluation
rating process, but who were not correctly processed.

e Employees who were not processed Page 2
o Employees with a ‘Did Not Meet Expectations’ rating Page 4
e Employee Review Records Page 5
o Employees who were processed with the wrong Employee Review Rating Page 7
o Employees who were processed but should not have been processed Page 7
e Additional Pay records Page 7

For assistance in policy issues relating to Performance Management, contact the State Personnel Administration
at the Talent Management Center of Excellence Helpdesk at 1-877-318-2772 or by email at
talentmanagement@spa.ga.gov.

For employees with more complicated circumstances than those addressed in this document, contact the SAO
Customer Service Center at (404) 657-3956 or 1-888-896-7771 Option 3
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I. Addition of Job Data and Employee Review records for employees who were not processed.

The complexity of the possible ratings, particularly on the SWD Salary Administration Plan, present potential problems for
the determination and correct manual entry of rating data rows. It is therefore important that you validate the
information to be entered using the Salary Planning Tool (SPT) Correction Calculation page before inputting data
into PeopleSoft

(Note: this process will also be used for employees who were on Leave Without Pay on 01/01/2012 and return from leave
and receive their increase(s) on a later date).

1. Where necessary, correct the row(s) that prevented the employee from processing in PeopleSoft; or, return the
employee from Leave/Suspension Without Pay.

2. In PeopleSoft, navigate to the SPT Correction Calculation page. The navigation path is:

Compensation - Base Compensation - Mass Increases - SPT Correction Calculation

3. Input the Employee ID. The SPT Correction Calculation page will appear for the employee.

[~ Compensation ; B Mew Window | Help | 15
= Base Compensation

= Mass Increases

— Alternate SPT by
Company

— Alternate SPT by Dept - . e

_ Altornate SPT & Patric,Joh ID: 00910808 Empl Rz ]
Emplid

— Alternate SPT by bail
Drop. Grade Step Resp T&C Recommendation Increase § Increase %

— SPT by Compary I

— BPT by Dept e |_1 I_Q I_Q I_ I I
— 5PT by Emplid

— 5PT by Mail Drop
SPT C tion

[ Salinc Correction Calculation

ol New
— Salary Inc Mags Load Comp Rate REl SEUEIUS L gek Comp Rate
[ 580G Reports 1,458.333332
[* Salary Plan
Administration
I Group Budgets
I Group Increases
b Review Salary Comp Freq éoOI{)Ie gﬂ:“ Grade Step DeptiD Mail Drop
Information .
b Salary Plan Reports Semimnthly 80445 SWD 010 1 416 416-010005
[> Compensation Reports
[> Employee Review

History &\ Return to Search |

— Salary Increase Process
Earm
[ Blorth American Payroll
[ Waorkforce Development
[ Crganizational Development
[» Enterprise Learning

-l

Correcting Employee Data Page 2 of 6 9/15/2011
January 1% Increases



4. Input the Summary Responsibility Rating (Resp), the Terms and Conditions Rating (T&C) and the Recommendation
(Yes or No). Based on the employee’s Salary Administration Plan, the page will calculate the appropriate Increase
Amount. The Increase Amount value will be calculated based upon the employee’s Compensation Frequency (Monthly,
Semi-Monthly, etc.).

I~ Compensation -]
= Base Compensation
= Mass Increases

— Alternate SPT by
Company
— Alternate SPT by Dept - . e

— Altornate SPT b Patric,Job ID: 00910808 Empl Rz 0

Emplid
— Alternate SPT by Mail
Drop. Grade Step Resp T&C Recommendation Increase § Increase %

Mew Window | Help | 15

[ Salinc Correction Calculation

— SPT by Campany I

— BPT by Dept e |_1 IM_Q IM_Q IY_ I
— 5PT by Emplid

— BPT by Mail Drop

Old New
— Salary Inc Mass Load Comp Rate PBI Structure PBLSP Job Comp Rate
[» 500G Reports 1,458.333333 29166667 1,487.500000
[> Salary Plan
Administration
[> Group Budgets
[> Group Increases
[> Review Salany Comp Freq
Information
[ Salary Plan Reports
[» Compensation Reparts
[» Employee Review
History &\ Return to Search |
— Balary Increase Process (T
Farm
[ Borth American Payroll
[ Waorkforce Development
[» Qrganizationhal Development
[> Enterptise Learning

Job Sal }
Code Plan Grade Step DeptiD Mail Drop

Semimnthly 80445 SwWD 010 1 416 416-010005

Note the values in the New Comp Rate field. This value MUST be used when entering rows in Job Data or Additional
Pay.
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5.

To add a Performance Based Increase, add a row on Work Location with an Effective Date of 01/01/2012 or the

date the employee returned from Leave of Absence (as in the example below — 01/11/2012). Select the Action - Pay Rate
Change (PAY) and the Reason — Performance Based Increase (PBI). Increase the Effective Sequence by 1, if necessary.

Go to Compensation

page.

NOTE: Action — Pay Rate Change (PAY) and Reason — Salary Increase (INC) may be the appropriate selection for some
employees not on the Statewide (SWD) Salary Administration Plan.

[> Drug Test

[» Telework

[» Personal Infarmation

= Job Information
[» Contract Administration
[ Review Job Information
[ Reports

— Add Employment
Instance
— Add Contingent Worker
Instance
— Change Empl Red
— Combine Emplids
— EE04 Report by
Company
— Empl Red Delete
— Current Job
— Transfer/Rehire
— Badage
— Business Expenses
— Company Property
— Request Job Change
[» Global Assignments
[ Lahor Administration
[ Absence and Vacation
[ Collective Processes
[ Workforce Reports
[ Benefits
[ Compensation
[» Payroll for Morth America
[ Worlforce Development
[» Organizational Development
[ Enterprise Learning
[> Workforce Monitoring
[» Set Up HRMS
[- Tree Manager
[ Reporting Tools
[ PeopleTools
— Change kly Password

a.

b.

Mesw Window | Help | n5h

B

| Work Location | Job Information | Job Labor )" Payoll} Salary Plan | Compensation { Joh Comments

Patric Joh Emplayee EmpliD: 00310902 Empl Red=: 1]

First [ 1af 2

Compensation
Effective Date:

Find

Job Indicator:  Primary Joh

0111172012
Pay Rate Change

Effective Sequence: 1

Action / Reason: Performance Based Sal Increase

Future

Compensation Rate: 1,48?.SDE IUSDQ ‘Frequency: IS Q. Semimanthl
[
=

Default Pay Components

Pay Components
Amounts

Controls Changes ' Conversion

‘Rate Code Seq Details Comp Rate Currency Frequency Percent
1 INAANNL Q 0 Details I 1,487 500000 5 IUSD Q IS Q [=]

Calculate Compensation

|Job Audit Joh Data Employiment Data  Earhihgs Distribution  Benefits Prograt Participation  Pensioh Plang

& Save | ELReturn to Searchl
Previous tab | Next tab

UpdateiDisplay Al Include History CorrectHistor\;l

I % Refresh

Enter the exact, complete value of the New Comp Rate field from the Correction Calculation page into
the Comp Rate field under the Pay Components section. DO NOT ROUND.

Tab out of the field and click Calculate Compensation button to calculate the Compensation Rate.
Once you validate the rate click save.

EMPLOYEES WITH A “DID NOT MEET EXPECTATIONS” RATING ON JOB RESPONSIBILITIES AND/OR

TERMS AND CONDITIONS ARE PROCESSED DIFFERENTLY.

a.
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January 1% Increases

Add a row on Work Location with an Effective Date of 01/01/2012. Select the Action - Pay Rate
Change (PAY) and the Reason - No Performance Based Increase (NPI). Increase the Effective
Sequence by 1, if necessary.
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7. To add an Employee Review row for those with a Performance (PBI) or No Performance Increase (NPI) rating, go
to Workforce Development — Employee Review History — Review Data Page.

Add a row on the Employee Review Entry section using the add row button. Enter a review Effective Date of
01/01/2012 or the date the employee returned from Leave of Absence (as in the example below — 01/11/2012),
Review Type of Performance, From/To Dates of 07/01/2010 and 06/30/2011, Next Review Date of 01/01/2013
enter the appropriate Rating Scale and Review Rating. The Review Rating is normally the employee’s rating on
Job Performance (i.e. Responsibilities and Standards).

In the Review Factors Ratings section, select the appropriate Review Type from the dropdown list. Then,select
the appropriate rating from the dropdown list.

Optional Evaluation Type, Reviewer ID, and Comments may be entered if desired.

Save Changes

You have now completed the manual addition of Job Data and Employee Review records.

MENU - CLASSIC =
[+ Payroll for Morth America o

[» Global Payroll & Absence 5
omi
= Workforce Developmeant
I> Profila r.!anagerlljne nt Fatric,lab EuP D: 00910308 Empl Record: o
[* Performance
Kianagement
[* Faculty Events =
I Career Planning "Eff Date: 0112012 Review Type: Ferformance v
= Employes Review Histony O7I012010 QE30/2011
Beview History FromiTo Date 010172013
GEMS Perdormancs Hst Hext Review Date:
Review Audi

Mew Window | Help | Casiomi

Find | WVew A1 .-».-;_E‘mmI!]_ﬁ

Department L07031 Company: 407 State Accounting Office
Review History LISF Jaob Coda: 81332 Positgon: 00049934
Beview Ped = B
Improvemgnt LISF “Rating Scale:  |F0GZ & *Review Rating: & &

» Dnganizational Development

: Ef;a;%:s:hii:&:rglg Review Factors Ratings Find | View & First B 4 ot Il Last

[» SetUp HRMS

- PeopleSon

My Content
» Worktist

Tree Manager
» HCW Tree Manager
b Reparting Tools

!-_'!-f.n 10f1 UL..':S!

*Evaluation Type: b

#]
q

Reviewer 1D .

Comment:

II. Correction of Job Data records of employees who were processed incorrectly.

1. Contact the SAO Customer Service Center to delete Job Data rows if necessary. (Example: An employee was

processed as a “1 — Unsatisfactory Performer”, but the Employee Review Rating should have been “3 — Successful
Performer”.)

2. If necessary to re-enter Job Data rows, go to Section |, Paragraph 4 of this document (Page 2). Follow the

instructions for using the SPT Correction Calculation page to calculate increase amounts and enter Job Data and
Employee Review rows.

3. If necessary to enter a No Performance Increase (NPI) row, go to Section 1, Paragraph 6 (Page 3).
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lll. Employees Who Were Processed But Should Not Have Been Processed (usually because the employee should
have had a termination or Leave Without Pay entered with an effective date of 01/01/2012 or earlier)

1. Contact the SAO Customer Service Center to have any necessary Job Data and Employee Review rows deleted.
Agencies have “Correction” authority to the Additional Pay page and can delete those rows if necessary.

2. After being informed that the row(s) have been deleted, any appropriate Job Data, Additional Pay or Employee
Review rows may be entered.

IV. Addition or Correction of Additional Pay Records
1. If the employee did not process:

a. Modify any existing Additional Pay earnings code(s) which should be increased based on the employee’s new
Compensation Rate. If necessary, enter a new Additional Pay row effective the date the employee’s
Compensation Rate was increased with the new rate for the appropriate earnings code.

2. If the employee’s Compensation Rate was corrected:

a. Modify any Additional Pay earnings code which should be increased or decreased. Use correction mode to
adjust the Additional Pay row with the new rate (based on the corrected Compensation Rate) for the
Additional Pay earnings code. The following scenario is based upon the example in Section | of this document
of an employee returning from Leave of Absence on 01/11/2012:

i.e.: Update the 0A3 -- 0A3Temp Assign-Equiv Job 10% Earnings code by inserting a 01/11/12 effective dated row. Enter
the ‘Earnings’ amount; check the ‘OK to Pay’ box and the correct ‘Applies to Pay Periods’ box(s).

MENU - CLASSIC =l
[+ Benefits s Mew Window | Help | Customize Page
[ Compensation e
1= Payroll for Marth America Create Additional Pay
= Employee Pay Data USA :
B Tax Informiation Patric ob EMP o 00910908 Empl Record: 0
i Deductions
: g | View 3
-R ir it B [re—
- Lpdate Pavwroll Options *Earnings Code: a3 Q Descripion: 0A3Temp Assign-Higher Job 10% L=
- M Create Additional
Pay
-M h Addit | 12 [
Pay Qe ACGINN Effective Date: 011172012 n
— B gt
Additional Pay e
— Search by Matignal 1D Acidl Seq Nbr 1 End Date: n 4=l =]
[» Payroll Processing US4 F =T
[ Retroactive Payroll Rate Code: o Reason: Mot Sped a2
b Payroll Distribution Earmings: £91.10
[» Pay Period Tax Repons
US4 Hours: Howrly Rate:
[ ngmt Payrall Events Goal Amount: Goal Balance:
I LS. Quarterly Processing Sep Check Nbr: [[) pisable Direct Deposit
[» LS. Annual Processing Pension Eligibili [ Prorate Additional Pa
b Global Payroll & Absence | [¥] 0K to Pay il i
Mgml Applies To Pay Periods
[ First Second Third Fourth Fifth
&) Save | S\ Return 1o Search E [=] Moty | i Refresh | HlUpdale/Daplay | A Inchide History | r
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