Step by Step:

Documenting Higher Level Review (Approved Performance Plans)

This section is only for performance plans that were approved prior to the addition of the
Higher Level Reviewer functionality.

If you have performance plans that were created and approved prior to the addition of the Higher

Level Reviewer functionality in the Performance Appraisal Application (i.e., prior to Apr 2007),
you need to document that the higher level reviewer has approved the performance plan, and the
date of this approval. Once the plan is in “approved” status, you cannot route it to the higher
level reviewer. Follow these steps to document the higher level review:

Step Action
1 On the Performance Management as Rating Official screen, locate the performance
plan that was already in “approved” status and for which you need to document the
higher level review. Click the blue pencil to open it:
Performance Management As Rating Official
Plans/Appraisals in Progress
Filter | All Appraisals v Create | Performance Plan v | Go )
1-5 V| Next5 &
Initiator |E|T||Jloyee Appraisal Effective Date |Plan Approval Date 1PIan Phase lAppmisal Slntllsll}etails Appraise Delete Close Print
Averette, Les M Fridell, Anderson D 01-Jan-2008 05-Mar-2007 Approved  Ongoing @ / x &
Averette, Les M Grahl, Annetta V' 01-Jan-2008 15-Nov-2006 Modified Ongoing E /’ x S
Hillan, Shanel B Hillan, Shanel B 01-Jan-2008 05-Apr-2007 Approved  Ongoing / ® C)
Averette, Les M Pichette, Bert | 01-Jan-2008 02-Feb-2007 Approved Ongoing /’ ® Qj
Ayverette, Les M Weemes, SidN  01-Jan-2008 04-0ct-2008 11 Pending Approval A S
I Approval Date is prior to AprZDDT I I Phase is Approve I I Click to open plar:_l
2 Scroll to the Approvals and Acknowledgements area toward the bottom of the

screen. The <Approve> button will be grayed out (because the plan has already
been approved), and HLR Approval Status will be “Pending.” Click the <Request>
button:

Approvals and Acknowledgements

Performance Plan

HLR HLR Approval HLR Approval RO RO Approve Emp Emp Ack Communication Communication Other Communication
Approval  Date Status Approval Date Ack Date Date Method Method
| Request h PENDING 02-Feb-2007 OTHER 01-Feb-2007 Face to Face

+—+¢
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On the “Manual Approval of Performance Plan by Higher Level Reviewer (HLR)”
screen, change the approval date to whatever date the HLR actually approved the

plan.

If the Approver’s name is correct as shown (this name comes from the Self-Service
Hierarchy), click the <Apply> button. If the name is not correct, see “Changing the

HLR,” below.

Manual Approval of Performance Plan by Higher Level Reviewer (HLR)
* Indicates required field I Change to HLR approval date I

froval, then use the ‘Submit to Higher Level Approver' Area above to submit your request. This area
s used to doc oved earlier than the current date. Once all fields are entered, clickthe Sonlihulion
# Higher Level Reviewer Approval Date  02-Feh-2007 % If HLR name is correct,
* Approver Vanhecke, Gus K { (Apply ) click <Apply>

@ TIP If you have not yet submitted the plan to the HL
ent perfarmance plans that wer

Select <Yes> on the warning screen:
/N Warning

Do you wish to approve the Performance Plan of Record?

(Mo ) (ves)

You will then be returned to the Performance Management as Rating Official
screen.

Changing the Higher Level Reviewer

Step

Action

1

To change the HLR to a different person, type in part of the name of the person
using Last Name (comma) First Name followed by the % sign. In this example | am

searching for Troy Cressman:

Manual Approval of Performance Plan by Higher Level Reviewer (HLR)
* |ndicates reguired field

1. Type in some of the
name followed by %

@ TIP If you have not yet submitted the plan to the HLR far approva
request. This area is used to docurment performance plans that w
the “Apply' button.

* Higher Level Reviewer Approval Date  |02-Feh-2007

(Annly )

= Approver  |Cressman, T%
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2 A list of matching names will display. When you locate the correct name on the
matching list, click the “Quick Select” icon. If the name is not there, try modifying
your search criteria (e.g., leave off the first initial, just search on the last name
followed by the wild card).

Search and Select: Approver
(GCancel ) | Select )
Search
Enter a value in the text field, then select the Ga button. ¥ou may use the "%" as a wildcard.
Search By |Mame ~ ||Cressman, T% (o)
Results
Quick Business
Select Select Name Job Title Organization Group Email
@} gy Cressman,  0525.Accounting Technician ROME QPLOC DD35N7O000 O1 CIVDODHR
== Tracey & [0525)
(@) = Cressman, 0201.Human Resources USA CN PERSONNEL OFS CTR, CIWDODHR
== Ty G Specialist (NSP5) SOUTH CENT ARSEWEDEAA 01
/ (cancel ) | Select

3 The new name will be displayed; click the <Apply> button:

Manual Approval of Performance Plan by Higher Level Reviewer (HLR)
* |ndicates required field

@ TIP If you have not yet submitted the plan to the HLR for approval, then use the 'Submit to Higher Level Approver' Area above to submit your
request. This area is used to document performance plans that were approved earlier than the cugent date. Once all fields are entered, click
the ‘Apply' button l

* Higher Level Reviewer Approval Date  |02-Feh-2007
= Approver |Cressman, Troy G J Apply )

4 Select <Yes> on the warning screen:
/N Warning

Do you wish to approve the Performance Plan of Record?

(Mo ) (ves)

You will then be returned to the Performance Management as Rating Official
screen.
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