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Mass Entry Highlights

This year the “PeopleSoft (PS) Mass Entry Pages” will be used primarily to capture employee rating
information for Agencies who have not fully implemented ePerformance during the 2011-2012
performance plan year.

New Hires - All new hires effective 07/01/2012 will be viewable in the PS Mass Entry pages.
However, the fields will be grayed out with no enter/edit capability.

Increase Recommendation Field - The “Increase Recommendation” field will not be available for
employees on SWD, SRE or MD1 salary plans in the PS Mass Entry Pages as performance
increases for FY13 have not been allocated for the executive branch agencies. (Refer to print screen
on page 8)

Rating Fields - Rating fields on employee records have been pre-populated with a “3” — Successful
Performer. Agencies will need to update the applicable rating field if the performance rating for the
employee should be different.

The “Overall Rating” on the PS Mass Entry Pages (ePerformance and non-ePerformance records) at
the end of the process will be written to the Employee Review pages adding a performance review
row for this performance review cycle.

Employee Review Pages — Employee Review pages will have a new location in the 9.1 PeopleSoft
Database. The new navigation is Workforce Development > Employee Review History > Review
Data Page

Reports - Reports and queries may be generated (Refer to Section 5 - References for the location of
this manual).

Non- ePerfomance, Partial ePerformance and Fully Implemented ePerformance Agencies

Non-ePerformance - The PeopleSoft (PS) Mass Entry Tool will be utilized to document the
performance management evaluation review ratings for agencies that have not implemented
ePerformance during the 2011-2012 performance plan year. Rating fields will be pre-populated
with a “3” — Successful Performer. Agencies will need to update the applicable rating field if the
performance rating for the employee should be different. The “Overall Rating” on the PS Mass
Entry Pages at the end of the process will be written to the Employee Review pages adding a
performance review row for this performance review cycle.

Partial ePerformance Implementation - Employee data for State agencies that have partially
implemented ePerformance will be available on the mass entry pages. Enter/edit capabilities for
rating information from ePerformance will not be accessible for records in “Complete” status; these
fields will be grayed out in the PS Mass Entry Pages.

Employee records that are not in “Complete” status in ePerformance will show up on the Mass
Entry pages with a “3” — Successful Performer. Agencies must ensure that all employee records
(ePerformance and non-ePerformance) are accurate and the rating (where applicable) is in
agreement with the rating in ePerformance prior to established deadline. The “Overall Rating” on
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the PS Mass Entry Pages at the end of the process will be written to the Employee Review pages
adding a performance review row for this performance review cycle.

Fully Implemented ePerformance - State Agencies that have fully implemented ePerformance for
the FY12 Performance Management Cycle will complete documentation within ePerformance only.
Agencies must ensure that all employee records in ePerformance are in “Complete” status prior to
the established deadline as the “Overall Rating” on the PS Mass Entry Pages at the end of the
process will be written to the Employee Review pages adding a performance review row for this
performance review cycle. Enter/edit capabilities for rating information will not be accessible in the
PS Mass Entry Pages for records in “Complete” status; these fields will be grayed out. However,
employee records that are not in “Complete” status in ePerformance will show up on the Mass
Entry pages with a “3” — Successful Performer on all ratings including the “Overall Rating” until
the employee record is completed in ePerformance.

Changes to the Ratings Page

The performance rating scale in the PS Mass Entry Pages was updated to reflect the current five
point rating scale of the Performance Management Program. Below are the acronym descriptions
for the rating fields.

Acronym Descriptions:

SCC State Core Competencies
IG/C Individual Goals/ Competencies
Job Resp Job Responsibilities

Rating Translation Table

The following translation table is provided for those agencies that have not converted to the five
point rating scale as of the FY12 performance plan year to enter appropriate employee performance
rating information in the Mass Increase pages.

Three To Five Point Performance Rating Translation

If the employee three point rating is Use this corresponding Performance rating in
PeopleSoft Salary Planning Tool

D - Did Not Meet Expectations 1 - Unsatisfactory Performer
2 - Successful Performer (-) Minus

M - Met Expectations 3 - Successful Performer
4 - Successful Performer (+) Plus

E - Exceeded Expectations 5 - Exceptional Performer

N - New Hire N - Not Rated*

C — Considered N - Not Rated*

*In ePerformance and on the PeopleSoft Salary Planning Tool - "Not Rated" means New Hire or Transfer within five months of end
of performance period. "Not rated" may also be used in place of "Considered"
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Section 1 — Navigating to Mass Entry Window

Once you have logged-in to PeopleSoft, go to Compensation — Base Compensation — Mass
Increases — EP Mass Increases.

Search:

I €2
[ Self Service
> Manager Self Service
= Warkforce Administration
[ Benefits
= Campensation
= Base Compensation
= Mass Increases
> EFP Alternate Mass

-~ EF Mass Increases
- L v Ak
— EFP SPT by Diept
— EP SPT by Emplid
— EFP SPT by Mail Dirogp

Under Mass Increases, you may choose one of the following: EP SPT by Company, EP SPT by
Dept, EP SPT by Emplid, and EP SPT by Mail Drop [see descriptions of these alternatives
below].

Four Choices:

1) If you want to enter ratings for all of your agency employees listed alphabetically, choose EP
SPT by Company and follow the steps in subsection 1A: Mass Entry by Company. [Note: If
your agency has more than 300 employees, you will receive a warning that suggests that you
use EP SPT By Dept or EP SPT By MailDrop instead of EP SPT By Company. See Section 3
— Using Lists for details]

2) If you want to enter ratings for only employees from a specific department, choose EP SPT by
Dept and follow the steps in subsection 1B: Mass Entry by Department.

3) If you want to enter ratings for a single employee, choose EP SPT by Emplid and follow the
steps in subsection 1C: Entry by Employee.

4) 1If you want to enter ratings for only employees with a specific Mail Drop, choose EP SPT by
Mail Drop and follow the steps in subsection 1D: Mass Entry by Mail Drop.
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1A: Mass Entry by Company

On the Menu under Mass Increases, click EP SPT by Company.

=~ Mass Increases
[ EF Alternate Mass
Increases
= EF mMass Increases

— EF SFT by Compan
— EP SPT hy Dept
— EP SPT by Ermplid

— EP SPT by Mail Drogp

Enter the company number (you will have access only to your own agency) and click | SBELED

-~ Campensation A
=7 Base Compensation
= Mass Increases
[ EP Alternate Mass EP SPT by Company
Increases Enter any infarmation you have and click Search. Leave fields blank far a list of all values.

= EP Mags Increases

— EF BPT by Company { Find an Existing Value

— EP SPT by Dept

- EP 5PT by Emplid . _ .7
~ EPSPT by Mail Drap Search by: Companybegins (o093

Now, follow the steps in Section 2 to enter the performance ratings.

1B: Mass Entry by Department

On the Menu under Mass Increases, click EP SPT by Dept.

~ Mass Increases
[ EF Alternate Mass
Increases
= EF Mass Increases
— EF SPT by Company

— EP SPT by ErmNd
— EP SPT by Mail

When the following window appears, enter the department number and click __52areh
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— EP SPT by Compary|  / Find an Existing Value '

[ 50G Reports
[ Employee Review
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=~ Mass Increases
[ EF Alternate Mass

Increases

|| EP SPT by Dept
Enter any information yvou have and click Search. Leave fields blank for a list of all values.

— EP SPT by Dept

— EP SPT by Ernplid Search by: Department begins v‘th|9999999| i

— EP SPT by bail Drop

History

Page 6

Search | Advanced Search

Now, follow the steps in Section 2 to enter the performance ratings.

1C: Entry by Emplovyee

= Compensation
= Base Compensation
= Mass Increases
[» EP Alternate Mass
Increases
<« EP Mass Increases
— EP SPT by Company
— EP SPT by Dept
— EP SPT by Mail Drop
[ 50G Repors

[ Employee Review

Histary

Now, follow the steps in S

On the Menu under Mass Increases, click EP SPT by Emplid (Employee).

= Mass Increases
[ EF Alternate Mass
Increases
= EP mMass Increases
— EF SPT by Company

— EF SPT by Dept

— EP SPT by Mail Do

EP SPT by Emplid

["] Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value %

You may search by the employee’s ID number and name (first name, last name, or both). However,
to narrow the search, it may be necessary to enter the employee’s entire name. You must enter the
name in the same format used by Peoplesoft 8.9 (i.e, Doe,Jane — no space after comma). This can
get a little tricky if the employee is a “Jr.” For speed and ease, it is always preferable to use the

employee’s ID number, if you know it. Click __Search_| after entering the employee’s ID number.

EmplRedNbr[ = [v]

[case sensitive

Search Clear | pasicSearch Save Search Criteria

ection 2 to enter the performance ratings.

emonn: e i go000sss )
o]
i .?.-h
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1D: Mass Entry by Mail Drop

On the Menu under Mass Increases, click EP SPT by MailDrop.

= Mass Increases
[ EF Alternate Mass
Ihcreases
= EPF Mass Increases
— EF SFT by Campany

— EP SPT hy Dept
— EP SPT by Ermplid

— EP SPT hy hail Dron

When the following window appears, enter the maildrop number and click _Z&areh

EP SPT by Mail Drop

= Mass Increases = | Enter any information you have and click Search. Leave fields blank for a list of all values.
[ EP Alternate Mass

Increases

< EP Mass Increases [ Find an Existing Value

Page 7

— EP SFT by Company e ———
— EP SPT by Dept Search by: Mail Drop ID hegins wit 993-395355|
— EF SPT by Emnplid

— EP SPT by Mail Crop | Search | Advanced Search

Now, follow the steps in Section 2 to enter the performance ratings.
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Section 2 — Entering Performance Ratings

WARNING: As the sign-on operator, you will NOT be able to make any changes to your own
record. If you change ANY value on your record, you will be unable to save — even if you return
your record to its original form. PeopleSoft views any change as an “update.” Once an “update” is
made, the only thing you can do is close out without saving. This means that all other entries you
have made will be lost. Therefore, please do not change any values in your own record.

After you click ﬂl in the last step of subsection 1A, 1B, 1C, or 1D, you will see a screen
like this one:

[ Ratings by Company | Amounts by Company |} Employee Data by Company |

Compamy: 407 State Accounting Office

Find | View 100 rsd
Empl Joh Owverall  ®Increase Last

Narme 1] Redy  SCC G Resp Rating Recommendation  Originator Updated

Ant, Adam 00000001 o [ [a [Ta [Ia [ 0720/2010
Baldwin, Billy 00000002 a [a [a [a [ a 07202010
8onds, Barry ooooooos o | 2 [ [[a [a 071202010
Chase, Chevy soooons o | 2 [ [[a [ a 07/20/2010
Day, Doris sooooos o | A [ A [a4 [q 07/20/2010
Dierdorf. Dan ooooooos o | @ [ [[a [a D7/20/2010
Dog. Deputy moooooz o | 2 [ a [a [a 07/20/2010
Ela. Ev il ooooooe o | 2 [ [[a [a 0712012010
Flinstane. Fred ooooooos o | & [ [[a [‘a 0742002010

B Save | 4L Return o Bearchl

* The Increase Recommendation field will not be available for Executive branch employees on
SWD, SRE or MD1 salary plans.
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The following criteria will apply when updating the SCC, IG/C and Job Resp
Rating fields for employees not on SWD, SRE or MD1 salary plans.

If you enter a 1, an N will NOT automatically be entered on the Increase Recommendation field.

If you enter a 2, 3, 4 or 5, you must enter a valid value (Y or N) in the Increase Recommendation

field.

[NOTE: As you perform the steps in the following subsections (2A-2F), remember to click the

SAVE icon periodically to save your changes.|

2A: Entering State Core Competencies (SCC) Ratings

To begin, click Q under the SCC column for the first employee. When the Look Up SCC table
appears, click on the correct rating. [Alternatively, once you know the valid values for this field,

you may key-in a value instead of using look up table.]
| Reatings by Comparey '|_Amauris by Company

Employen Data by Company

Compamt 407 Stabé Accounting Ofice

InCTEage Last

Exrpl Jot  Owerall
r— D Redd SCC IGE Resp  Rating Rec riginat Uptated
At Adarm sooosoor o | % [ @ [a [ ¢ | 9999 groomoio
Baldwin, @iy 0000002 o |_. |_ .\- |_. a |_ .‘\- OTR2m2010
Bonds, Barry sooonooz o | AN\ @ [[a [ & OTRNI0
Look Up SCC

Search by: |Review Rating |v | begins with

Loaok Up Cancel | ag

vanced Lockup

Search Results

15of8
Review Rating Description
1-Unsatisfactary Perfarmer
2-3uccessful Performer - Minus
3-Buccessful Performer
4-Successful Perfarmer - Plus
5-Exceptional Performer
MN-Mot Rated

Iem L6 Jo I8 =

Main Content

The valid values for this required field are 1, 2, 3, 4, 5, and N*2. If you enter a 2, 3, 4 or 5, the same
rating will not automatically be entered in the following fields (IG/C, Job Resp, Overall Rating).
You will need to enter each field separately. If you enter an N and the employee is not a New Hire
(i.e., his/her hire date is earlier than July 1 of the current year), you will NOT get an error message.

A rating of N — for Not Rated — is given when a supervisor has not had enough experience with an employee to give a proper evaluation. This usually happens when
either the supervisor or the employee is new to the agency. In accordance with policy, an appointing authority may, without the necessity of completing a performance
evaluation, authorize a performance-based increase for an employee who has been a subordinate of the employee’s current supervisor for less than five (5) months as

of July 1, 2010.

A rating of N — for Not Rated will also be used for a New Hire ~when the employee has a hire date later than June 30 of the current year. The field will default to an

N under the Increase Recommendation column and will not be editable.
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(IG/C) Ratings

Next, click on the drop down menu for IG/C for this employee.
[ Ratings by Cosnpany |_Amaunts by Company | Employes Data by Company

Compamy: 407  Stabe Accounting Ofice

Errapl Job

Harm: o Aol SO0 1G4 Fasp
Ant, Adarn 0000001 o [ [Ta [1a
Baldwin, @iy 0O000002 0 |_ Q I_ Q
Bonds, Barmy 00000003 o 2 [TaNva

Look Up IG/C
Search by: |Review Rating begins with
Look Up Cancel | Advanced Lookup

Search Results

16
Review Rating Description
1-Unsatisfactory Performer
2-Successful Performer - Minus
3-Buccessful Performer
4-Successful Performer - Plus
5-Exceptional Performer

MN-Mot Rated

of &

|= IEn e fia na =

Overall  Incroass
Rating Recommendation  Originatar Upsiated
[ | 3999958 promanio

Q OTFE00
[Ca 072062010

The valid values for this required field are 1, 2, 3, 4, 5 and N. Enter a rating in the IG/C field. If

you enter an N and the employee is not a New Hire (i.e.,
current year), you will NOT get an error message.

2C: Entering Job Responsibilities (Job Resp)

his/her hire date is earlier than July 1 of the

Ratings

Next, click on the drop down menu for Job Resp for this employee.

| Ratings by Company | Amaounis by Company

Empityen Data by Company

Compamet 407  Slabe Accounting OFce

Errapl Job ovarall
[T o Acdd  SCC G Rosp  Fating Fer rig iy
Ant, Adam ponosoor o | a [a a | 9509 grnpnoio
Baldwin, By 00000002 o |_ +] |_ Q, I_\P Q TN g
Bonds, Barry soosoons o | 2 [ [a Q 0720010

Look Up Job Resp
Search by: [Reien Reing ] begins win

LookUp ‘ Cancel | Advanced Lookup

Search Results

15af8

Review Raling Description

1-Unsatisfactery Performer
2-Buccessful Perfarmer - Minus
3-Buccessful Perfarmer
4-Buccessful Performer - Flus

I e IR s

5-Exceptional Performer
MN-Not Rated
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The valid values for this required field are 1, 2, 3, 4, 5 and N. Enter a rating in the Job Resp field.
If you enter an N and the employee is not a New Hire (i.e., his/her hire date is earlier than July 1 of
the current year), you will NOT get an error message.

2D: Entering Overall Ratings

Next, click on the drop down menu for Overall Rating for this employee.

[ Ratings: by Compary | Amaunts by Company | Empiipes Data by Company

Compamyt 407 Stabe Accounting Ofice

|| £ H

Exripl Jod Onvrall InCreass Lasi
N L 1] Rocis  SCC G Rosp  Rating Recommendation  Originator Upsisted
Ant, Adam 09000001 s [T [Ta [g 4 | 99999998 grpwaoio
Baldwin, @iy 100000032 o [ |_. 3, |_. | |_. "\\ [ aTRN0
Bonds, Barry soonoos ¢ | @ [ [[a [[a | o7

Look Up Overall Rating

Search by: |Review Rating ™ begins with

Look Up Cancel | advanced Lookup

Search Results

18ofé

Review Rating Description

1-Unsatisfactory Performer
2-Successful Pedfarmer - Minus
3-Successful Performer
4-5uccessful Performer - Plus
S-Exceptional Performer

M-Mot Rated

En L (e =

Reminder: The Increase Recommendation field will not be available for Executive branch
employees on SWD, SRE or MD1 salary plans.

The valid values for this required field are 1, 2, 3, 4, 5 and N. Enter a rating in the Overall
Rating’s field. If you enter an N and the employee is not a New Hire (i.e., his/her hire date is
earlier than July 1 of the current year), you will NOT get an error message. The following if
scenarios do not apply to Executive branch employees. If you enter a 1, an N will automatically be
entered in the next field (Increase Recommendation) and will NOT be editable. If you enter a 2,
3, 4 or 5, you must enter a valid value (Y or N) in the Increase Recommendation field.
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2E: Entering Increase Recommendations

This section does not apply to Executive branch employees on SWD, SRE or
MD1 salary plans.

After the ratings have been entered, you may enter an Increase Recommendation for the
employee.

| Ratings by Company {_Amounts by Company_§” Employee Data by Company

Company: 407 State Accounting Office

Find | Wiew 100 First [ 1.42 of 110 O Last

Empl Joh Overall Increase Last
Name D Rocd#  SCC I1GIiC Resp Rating Rec {ati Originat; Updated
Ant, Adam ooooor 0 | 2 [ [(a [[a [ I 074202010
Baldwin, gilly sasosonz o | @ [a [a [1a [ 07/20/2010
Bonds, Barry 00000003 ¢ EQ EQ [Q EQ E\ 0712002010

The valid values for the Increase Recommendation field are Y, N, and blank.

Note: If an Overall Rating of 1 is entered, then the Increase Recommendation field will default to
N which will NOT be editable.

2F: Entering Originator IDs

Finally, an Originator ID may be entered. The valid values for this optional field are an Employee
ID and blank. If an ID is entered, the system will verify that it is a valid Employee ID. Ifitisn’t, an
error message will appear, and a new ID must be entered or the box must be left blank.

[ Ratings by Company Y Amounts by Company || Employes Data by Company

Compamy. 407  Slabé Accounting Ofce

Oy all InCreaga Last

Errpl Job

Mearme L Rods SO0 G Fesp  Rating Aecommendation Uipstlsted
Ant, Adam poononr o | 2 [ [a [ a4 072042010
Baldwin, By 00000002 o |_'\-. |_ 3, [_ H |_ 2, 0TRNI010
gionds, Barry 00000003 o [ [Ta [Ta [Ta | ( 072010

Next Step: Large agencies may want to read Section 3 for some data entry tips. Small agencies
will probably want to skip Section 3 and go straight to Section 4.
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Section 3 — Using Lists

If your agency is large and you need to enter ratings for many employees (ordered by department or
mail drop) you may want to use the “Lists” feature. This feature will allow you to move quickly
from one department to the next (subsection 3A) or from one mail drop to the next (subsection 3B).
Make sure “begins with” is selected in the drop-down box.

3A: Listing Departments

Note: To take advantage of this feature, you should be entering ratings for employees from several
different departments ordered sequentially.

As you are following the steps in subsection 1B, you have the option of entering your company
number or a partial department number.

EP SPT by Dept
Enter any information you have and click Search. Leave figlds blank for @ list of all values.

J Find an Existing Value |

Departie lw] |

Search | Clear |Elaé.||:EEE|r|:h = save Ssarch Criteria

When you click ﬂl this will provide a list of all the departments within your agency or a
list of departments that start with the partial department number you entered.

EF SPT by Dept
Enter any information you hasve and click Search. Leave fields blank for a list of all values

J Find an Existing Value

Department: | begins with = | [—==2

search |  Clear | pasic search B Save Search Criteria

Search Results
AT of 17

oo o12
9091 2 <}
2091 03
9392@4\
SOaEe <}

SIS

Look down this list until you find the department you want to start with. Then, click on it and
follow the steps in subsection 3D.
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3B: Listing Mail Drops

Note: To take advantage of this feature, you should be entering ratings for employees from several
different maildrops ordered sequentially.

As you are following the steps in subsection 1D, you have the option of entering your company
number or a partial maildrop number.

EP SPT by Mail Drep
Enter any information you have and click Search, Leave fields blank for a list of all values

| Fired an Existing Vahse |

Fail Drop | begins with |

Search | Clear I Basic Search [ Sava Search Criteria

When you click ﬂl, this will provide a list of all of your agency’s mail drops or a list of
drops that start with the partial maildrop number you entered.

EP SPT by Mail Drop
Erler amy infoermation you have and click Search. Leave fields blank far a list of all values.

{ Find an Existing Value |

Mad Drop I]‘.| bEgmsrmmj' =]

Searth | Clear | pasic Search B Save Search Criteria
Search Results
16 of8
Iail Drop ID
Qoo 110001
Qoo 11000
i

Look down this list until you find the mail drop you want to start with. Then, click on it and follow
the steps in subsection 3D.
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3C: Navigating from Window to Window

If the number of employees you are entering exceeds 12, you will have to navigate from window to
window using the menu bar below. You will have the option to view up to 100 employees in the
window by selecting View 100. By selecting the Previous button X1, you will be able to view the
previous employees in the list. By selecting the Next button D], you will be able to view the
employees next in the list. First and Last buttons can be used to go to the first group of employees
in the list and the last group of employees in the list, respectively. The Find button can be used to
search for a specific employee in the list (see Section 1C).

| Ratings by Company | Amounts by Company | Empbopes Data by Comprrny

Compamyt 407  Stabe Accounting Ofice

Earypl Job =

Marmiz m Rois  SCC G Rasp Rating Aecommendation  Originator Upddated
Ant, Adarn ponononr o | 2 [ @ [ & Q, | 99993999 grpozono
Baidwin, @iy woomez g | 2 [ @ [a [a OTFR02010
Honds, Barry ooz o | 2 [ [a [a 07RO

3D: Moving to Another Department or Mail Drop in the List

When you get into the Mass Entry screen for the department or mail drop you selected, enter the
ratings by following the steps in Section 2. After you have completed the ratings for this
department or mail drop, you do not have to exit the program and re-enter to get to the next
department or mail drop. All you have to do is click on the Next in List button at the bottom of the
screen.

B save | £\ Return ta Search | +E  Mextin List Previous in List

Fatings by Mﬁ:p | Amounts by Mail Drop | Employee Data by Wail Drop

If you want to go back to a lower-numbered department or mail drop, use the Previous in List
button.

Finally, if you want to see the entire list again so you can choose the exact department or mail drop
you want to go to, click the Return to Search button.

Hopefully, this feature will aid larger agencies in quickly moving between departments and mail
drops.
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Section 4 — Evaluating Changes

Once all of the performance ratings have been entered, your EP Mass Entry by Company (or EP
Mass Entry by Department or EP Mass Entry by MailDrop) window will look similar to this:

[ Ratings by Company '} Amounts by Company | Employee Data by Company

Compamy: 407 Siafe Accounting Office

Eird | Yiew 100 First 4] 1.42 or 110 B Lazy

Einijal Job Overal  ®mcrease Last
Hame 18] Redd  SCC IGIC Resp Rating Recommendation  Originator Updated
Ant, Adam 00000001 0 |T a, 14 2 O |T a | aToiM0
Baldwin, Billy 00000002 o [ [5a [5a [54 07202010
Bonds, Barry soooocoz o 22 [3Q [z [2q 0742002010
Chase, Chevy ooooooss o [P [Ta [Na [T 0772072010
Day, Doris 00000005 o [2a [ia [sa [3q 0742002010
Dierderf. Dan 00000006 o 3 [3a [3a [3q 0742042010
Dog. Deputy 00000007 o a [fa [Fa [aa O7420/2010
Els. Erniie coooopes 0 |3 [3Q [3Q [3Qq 0742062010
Flinstane. Fred 00000009 0o [Fa [sa [sa [sa O720r2010

B Save | L. Return to Search I

Notice that ratings for Adam Ant and Chevy Chase are in gray font. This means that they cannot be
changed (unless the Overall Rating that locked them in is changed). In other words, Adam Ant's
Increase Recommendation is locked as an N because his Overall Rating is 1. With this rating,
the only possible increase recommendation is N; no other recommendation (a Y or blank) is
allowed.

*The Increase Recommendation field will not be available for Executive branch employees on
SWD, SRE or MD1 salary plans.

The other panels or tabs on the top of the screen — Amounts (subsection 4A) and Employee Data
(subsection 4B) — are view-only. No changes can be made to either of these panels.
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4A: Amounts

Click on the Amounts by Company, Amounts by Department or Amounts by MailDrop tab.
You will see a window that looks like this:

| Fatings by Company " Amounts by Compamy '} Employes Data by Company

Compams: 999 Geor gim gency

Old Hew

Name Comp Rate PBl  Structure PBLSP Job Comp Rate
Antddam 3.856.250000 3,956 250000
Baldw in, Bilke 1.952.985012 1,952.885012
Bonds,Barny 2,702.734075 2,202.734025
Chas e, Chewy 1,499,833675 1,490,833675
Day,Dors 2334701389 2,334.701389
Dierdorf,Dan 1.978.715400 1.978.715400
Do, Deputy 3,180.632770 3,180.632770
Bs Ernia 1.,3098. 745235 1,398.745235
Flintstone, Fred a0p.09y 335 agp.09y¥ 335
Ford,Faith 1,875.000000 1.875.000000

After the Name column, there are six columns, three of which may contain monetary amounts. The
first of these, Old Comp Rate, lists the employee’s comp rate before any increases have been
computed.

The next column, PBI, would contain the Performance-Based Increases for employees who
received a Y in the Increase Recommendation column of the Ratings window. PBI will be blank
for employees on SWD, SRE or MD1 salary plan. The old Comp Rate field will show the same
amount in the New Comp Rate field.

The next three columns, Structure, PBLSP, and Job, will be blank because these increases will not
apply to any employees this year.

Finally, the New Comp Rate is calculated in the far right column. No increase will show the New

Comp Rate equal to the Old Comp Rate. Otherwise, the New Comp Rate will equal the sum of
the Old Comp Rate and the PBI.
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4B: Emplovee Data

To see the employee data, click on the Employee Data by Company, Employee Data by
Department or Employee Data by MailDrop tab. You will see a window that looks like this:

| Ratings by Company_ | Amounts by Company )" Employee Data by Company

Companmy. 999 Georgia State Agency

Name Comp Freq

AntAdam Semimnthly
Baldw in,Billy Semimnthly
Bonds,Barry Semimnthly
Chase,Chevy Semimnthly
Day,Doris Semimnthly
Dierdorf,Dan Sermimnthly
Dog,Deputy Semimnthly
Hls, Ernie Semimnthly
Flintstone,Fred Semimnthly
Ford,Faith Sermimnthly
Gumble, Greg Semimnthly

Joh
Code
GO0GE
16237
16003
B0715
16920
160686
16049
61703
50108
80809
160686

Sal

Find | View 100

Plan Grade Step DeptlD

SWD
SWD
SWD
SWD
SWD
SWD
SWD
SWD
SWD
SWD
SWD

022
016
07
016
018
016
020
013
0oa
016
016

9994048
9993024
9996036
9997011
9996011
9996011
9996011
9991048
9993024
9994048
9997011

Mail Drop
999-140003
999-130001
999-160001
999-160003
999-160001
999-160001
999-160001
999-110001
999-130001
999-140003
999-160003

First Kl 12.24 ¢ 140 O Last

This screen provides the following background data about the employees: Name, Compensation
Frequency, Job Code, Salary Plan, Grade/Step, Department 1D, and Mail Drop number. This data is
used to calculate all of the values on the Amounts panel (subsection 4A). Therefore, changes to an
employee’s background data may result in changes to the Amounts panel. However, since the
Employee Data panel is view-only, changes cannot be made in this window.

All changes to an employee’s background data (as noted in above print screen) must be made in Job
Data panels in Workforce Administration. After changes are made to these panels, the data will
be refreshed overnight, and the Mass Entry panels will be updated the next day. No changes need
to be made to the Ratings panel.
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Section 5 — References

Running Reports — refer to PeopleSoft Mass Entry: Creating and Interpreting Reports manual
on SAO website: http://sao.georgia.gov From the Home page navigate to:

Systems > Human Capital Management > Human Resources > Performance Evaluation
Rating Processing

Performance Management Policy — Personnel Board Rules are housed on the Secretary of
State’s site at http://rules.sos.state.ga.us. Click Rules of the State Personnel Board Rules, then
Performance Management (478-1-.14)

Performance Management Program Information and Resources, Visit:
http://doas.ga.gov/StatelL ocal/HRA/performance/Pages/Home.aspx For ePerformance
technical assistance, call 1-404-656-2705. Hours of operation are 8:30 a.m. to 4:30 p.m.
Monday — Friday. You may also e-mail your question(s) to ePerformance@doas.ga.gov

PS Mass Entry User Support
Jeff Maile at:
HCM Production Support

404-657-3956 or 888-896-7771 option 2, then 1
HCM@sao0.ga.gov
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