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ePerformance Overview

ePerformance is a self-service evaluation application for managers, employees, and human
resources (HR) administrators. ePerformance can be used as a tool for planning, collaborating,
communicating, assessing, and monitoring evaluations for two purposes: performance and
development.

Performance evaluations typically assess and plan employee performance to meet current job
requirements and administer salary treatments; while development evaluations are used to assess
and plan employee development needs either because of gaps in skill set that are required for a
current job or to meet future requirements.

ePerformance supports the entire planning and evaluation process, from planning and aligning
employee performance or development goals with enterprise objectives, through assessing and
rewarding employee performance results within the right behaviors.

ePerformance provides the flexibility to establish evaluations for different purposes by setting up
document templates that define evaluation processes. With this module, the following can be
accomplished:

e (Generate evaluations

e Establish evaluation criteria

e Manage multiple participants

e Enter evaluation data, including notes, rating, weights, and comments

e Consolidate feedback from multiple sources into the managers evaluation

e Submit the manager evaluation for review and approval
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ePerformance Business Processes

The diagram below illustrates an example of the flow of ePerformance business processes -
assuming that the document template implements the established criteria, multi-participant,
review, and approval processes.
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Figure 1: ePerformance Business Process Flow
The ePerformance business process includes the following steps:
1. The manager, employee, or HR administrator initiates the process by creating documents.
Employees can only create documents for themselves; managers can create documents for

employees or groups of employees that report to that manager; HR Administrators can
create documents for groups of employees.




Publication Category: HR and Payroll Processing &q&
N ~

EmpowHR - Version 9.0, Section 16, ePerformance

2. The employee or manager modifies the document’s evaluation criteria and agrees upon the
criteria that are established. This is an optional step.

Criteria modifications include: adding free-form or predefined criteria, modifying the text
of document criteria, or removing criteria. For more information, refer to Creating/Editing
ePerformance Documents as a Manager (on page 102).

3. The employee or manager nominates participants to provide additional feedback. This is an
optional step.

For more information, refer to Defining General Template Information (on page 40).

4. After nominations are complete and the evaluation criteria are finalized, nominations are
submitted to nominees by either the employee or manager. This is an optional step.

When a nominee accepts a nomination, a participant evaluation is created for that nominee.

5. Employees, managers, and (optionally) other participants complete their respective
evaluations.

This step consists of rating evaluation items and entering documents.

When a Performance document is initially created, it is a Plan. After adding all the
performance criteria, it becomes the Appraisal.

6. The manager views average ratings and consolidates feedback into their evaluation.
During this step, the manager can optionally make use of several tools

e notes entered pertaining to the evaluation;

e comments from other evaluators pertaining to the evaluation;

e development tips based upon competencies and subcompetencies;

e results writer statements based upon competencies and subcompetencies;

e average consolidated ratings from other evaluators pertaining to the evaluation; and

e language checker that checks language for objectionable terms.

Note: Depending on the review and approval process that is defined in the document template, the
final two steps may occur in reverse order.

For more information see:

AdMINISTIrAatiVE PrOCESSES.......cevviiiii ettt e e e e e e e e e e eeeens 4
MONItOrING EVAIUALIONS .......eeiiiiiiiii e 4
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Administrative Processes

These administrative processes occur on an as-needed basis and are outside of the evaluation
processes:

e Transfer evaluations. For more information refer to Transferring Documents (on page
149).

e Change evaluation status. For more information refer to Resetting Document Status (on
page 153).

e (Cancel evaluations. For more information refer to Canceling Documents (on page 156).
e Delete evaluations. For more information refer to Deleting Documents (on page 159).

e Enter preliminary ratings. For more information refer to Preliminary Ratings (on page
162).

e View evaluation contents. For more information refer to Viewing Documents (on page
163).

Monitoring Evaluations

HR Administrators can monitor the status of evaluations and view a summary of the results with
various tools, including the following:

e Missing Documents Report. For more information refer to Missing Documents (on page
167).

e Late Documents Report. For more information refer to Late Documents Report (on page
170).

e Performance Summary Report. For more information refer to Performance Summary (on
page 174).

e Status Summary chart.

e Rating Distribution Summary chart.

For more information on viewing documents, refer to Inquiry (on page 182).
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Setting Up ePerformance

This section provides an overview of system settings in ePerformance and discusses how to define
system settings.

System settings control certain processing options. These settings can be modified to meet the
users needs:

e Generation of documents in languages other than the base language.

e Debug of settings.

e Generation of starting number for document identification (ID).

e Appearance of fields on the pages from which users select documents.

¢ Generation of email notifications by EmpowHR.

For more information see:

Entering/Modifying SyStem SetliNgS ......cccuveeiiiiieiiiiie et 5
USING RAUING MOGEIS ......ooiiiiiic et 8
UsiNg the Content Catalog ..........ueeeiiiiiiiiiiiee ettt 8
USING Profile TYPES ..o 9
Working with Approvals and REVIEWS..........c..ceeiiiiiiiiiie e 9
Modifying Self-Service Pages and Email Notifications............cccccoevveeiiiinennnenn. 10

Entering/Modifying System Settings
To Enter/Modify System Settings:
1. Select the Setup HRMS menu group.
2. Select the Install menu.

3. Select the Product and Country Specific menu item.
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4. Select the ePerformance: General Settings component. The General Settings tab is
displayed.

emrowHR

SOLUITTONS
TROM 1L TO RETID

Favorites | Main Menu > SetUpHRMS > Install > Product and Country Specific » ePerformance: General Settings
- - b - A

General Settings

Last Document 1504 Debug Options
ID:

{(US Dept of Agriculture)

. O Debug Rating Calculations
] Allow Language Qverride

Configure e-Mail Notifications

Manager document was created by HR (Recipient is Manager)

Employee personal document was created (Recipient is Employee)

Employee completed personal document (Recipient is Manager)

Manager completed personal document (Recipient is Employee)

Manager sent personal document back for rework (Recipient is Employee)
Manager marked document available for review (Recipient is Employee)

Manager requested acknowledgement of review (Recipient is Employee)
Employee acknowledged review was held (Recipient is Manager)

Due-date of document was changed (Recipient is Manager or Employee)

HR reset status of Manager document (Recipient is Manager)

Ownership of document was transferred (Recipient is new owner)

Performance Criteria document was created (Recipient is Manager or Employee)
Performance Criteria document was completed (Recipient is Manager or Employee)
Performance Criteria document was reopened (Recipient is Manager or Employee)
Nomination was submitted (Recipient is Nominee)

Nomination was accepted (Recipient is Submitter)

Nomination was declined (Recipient is Submitter)

Evaluation was canceled (Recipient is Reviewer ID)

Document was canceled

Other participant document was completed

Configure Document Selection Page - Displayed Fields

] Begin Date v Manager Name
[V End Date V1 Job Title
[V Document Status

BSa\te | ENotify |

Figure 2: General Settings Tab

5. Complete the fields as follows:

Field Description/Instruction
Last Document ID Enter the number from which EmpowHR begins generating document
IDs. EmpowHR automatically generates the document ID by adding 1 to
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Field

Description/Instruction

the Last Document ID.

Allow Language Override

Select this box to enable document generation if it is a language other
than the user’s preferred language. If this check box is clear, EmpowHR
generates all documents in the user’s preferred language.

The base language is defined by using the Manage Install Languages
page in EmpowHR.

Debug Options

Instruction

Debug Rating
Calculations

Select this box to have EmpowHR generate a debug/trace log every time
it calculates the ratings in an evaluation. HR ePerformance
administrators use the Debug/Trace Results page to review the results of
each calculation performed for an evaluation.

This helps track down any unexpected results when templates are built
and test configuration.

Note: Producing the debug/trace log can have a significant
impact on system performance. Select this option only if testing
is necessary for the ePerformance configuration or debugging a
suspect calculation problem.

Configure e-Mail
Notifications

Select the check box next to each event type for EmpowHR to
automatically generate and send notices.

Configure Document
Selection Page -
Displayed Fields

Description

Begin Date

Appears in the document list when creating documents (if checked). For
more information, refer to Creating/Editing ePerformance Documents
as a Manager (on page 102).

Manager Name

Appears in the document list when creating documents (if checked). For
more information, refer to Creating/Editing ePerformance Documents
as a Manager (on page 102).

End Date Appears in the document list when creating documents (if checked). For
more information, refer to Creating/Editing ePerformance Documents
as a Manager (on page 102).

Job Title Appears in the document list when creating documents (if checked). For

more information, refer to Creating/Editing ePerformance Documents
as a Manager (on page 102).

Document Status

Appears in the document list when creating documents (if checked). For
more information, refer to Creating/Editing ePerformance Documents
as a Manager (on page 102).
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Using Rating Models

ePerformance uses rating models to rate an employee’s performance or level of proficiency.
Rating models define the qualitative values, such as A, B, and C, or 1, 2, and 3, that EmpowHR
uses to rate or score an employee’s performance.

Rating models are assigned to the sections that make up performance or development documents.
Managers, employees, and peers can then select an appropriate rating that best reflects the
employee’s performance in that area.

Ratings can have expanded descriptions that can be used to further describe the behavior one
exhibits when performing at a specific proficiency level. These expanded descriptions display on
the performance or development document.

Using the Content Catalog

ePerformance uses content types and content items defined in the content catalog to identify the
items by which employees are measured. Content types are used as categories for grouping similar
content items. Content items are the specific things to be measured.

Content types are associated with the sections that form the structure of a document template and
performance or development document. ePerformance uses content types to define the category of
content items that can be added to document templates and performance documents. The
following are some of the content types and typically used by ePerformance:

e Requirements
e Major Duties
e Expectations
e Rating Model
Once content types are defined, they can begin to link content items to content types. The

following table is an example of how content types and items in the Content Catalog for
ePerformance might be set up:

Content Type Content Items

Major Area of Provides Employee Relations Advisory Service (MAR4)
Responsibility

(MAR)

Performance How the employee provides Employee Relations Advisory
Requirements Service.

Expectation Advises supervisors and managers at all levels on procedures
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Content Type Content Items
relative to adverse actions, separations, and disqualifications.

Using Profile Types

A profile type is a collection of content items that describe the qualitative attributes of a person. If
a profile type is used to describe a person, it is called a person profile.

ePerformance can use profiles in three ways:

e To download content items from a non-person profile into a document template.

e To download content items from a non-person profile into a performance or development
document.

e To update or create an employee’s person profile.

Working with Approvals and Reviews

ePerformance uses the Approval (PTAF_TXN) component to define its approval processes. There
are five approval processes, three of which use the new approval framework. The three are as

follows:

Approval Process Definition

ManagerOnly One-step approval process that routes the transaction to an approval
manager.

ManagerToAdmin Two-step approval process that routes the transaction to an approving
manager and then to the ePerformance HR administrator.

AdminOnly One-step approval process that routes the transaction to the

ePerformance HR administrator.

The approval process definition is linked to a document type using the
Document Type page.

In addition to assigning the approval process definition to a document
type, also define when the employee review is to occur within the
performance process. The choices are as follows:

e Approval. Before EE (Employee Evaluation) Review Held -
EmpowHR follows one of the approval processes, and the
document is approved before the manager discusses with
the employee.

e Approval. After EE Review Held - EmpowHR follows one of
the approval processes, and the document is approved after
the manager discusses it with the employee.

e Approval. No EE Review Held - EmpowHR follows one of the
approval processes, but the manager does not review the
document with the employee.
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Approval Process Definition

e No Approval. EE Review Held - EmpowHR does not follow an
approval process, but the manager must review the
document with the employee.

e No Approval. No EE Review Held - EmpowHR does not
follow an approval process, and the manager does not review
the document with the employee.

Modifying Self-Service Pages and Email Notifications

ePerformance provides standard text that appears on the self-service pages and automatically
generates email notifications. The text catalog stores these text entries. The text catalog entries can
be modified as needed or create new ones to meet business needs.

To Ensure Email and Workflow Notifications Are Working Properly:
1. Activate email using the Worklist System Defaults page.
2. Define the method used to notify the originator using the System Workflow Rules page.
3. Define user notification preferences.
4. Define user’s email addresses on the Email Address page.

5. Select Email User as a routing preference on the Workflow page - User Profile.

For more information see:

ePerformance Text Catalog SettingS ..........coviiiiiiiiiiiiii e 10

NTo] 1) {[oF=1 A (o] o 1SRRI 12

ePerformance Text Catalog Settings

ePerformance makes use of the text catalog for storing text that appears on self-service pages,
including field labels, button names, links, page instructions, and warnings, as well as, the text
subject lines of automated email notifications. Modify the text that appears on a page or in an email
message by editing text in the Text Catalog feature.

The Text Catalog is partitioned by the applications that use it, and each partition can store and
access its data differently. To access the text catalog items that belong to ePerformance, enter HEP
as the object owner identifier on the Maintain Text Catalog search page.

10
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Sub ID Field
ePerformance partitions its text catalog entries by performance and development.

To Retrieve Text Catalog Entries for Development Documents:

e Enter D in the Sub ID Field.

e To retrieve text catalog entries for performance documents, leave the field blank.
Text Catalog Keys
ePerformance designates these four keys for storing and retrieving entries:

Key Description

Section Type Select the section type to which the text pertains from the list of section
types that are defined on the Section Definition page.

Author Type Select the evaluator role of the evaluation on which the text appears from
the list of role types that were defined on the Roles Types page.

User Role Select the role to which the text pertains from the list of predefined roles.
This key is used to select text depending on the user’s system privileges
(e.g., update or approve).

Document Status Select the status to which the text pertains: Acknowledged,
Available for Review, Canceled, Completed,in
Progress,Not Started, orReview Held.

When EmpowHR retrieves text from the catalog, the section type key takes precedence over
author type, author type takes precedence over user role, and user role takes precedence over
document status.

Note: An empty key functions as a wildcard. Entries with wildcard keys pertain to all possible values for the
key.

Text Substitution

Supply the text values for the tokens in an EmpowHR function call at runtime. The values are
replaced by parameters in the People Code when the text is rendered on evaluations.

To use this feature, the user must know People Code. If the user wants to update the delivered text
IDs such that the substitution tokens take on a different meaning or are resequenced, the user must
make corresponding changes to the EmpowHR code that calls the Text Catalog feature retrieval
functions, since this copy supplier values to use in place of the tokens.

These are the tokens and the substitution text for each token that are delivered by ePerformance.
Insert up to five substitution tokens from the following list:

11
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Token Substitute Text

%1 Document type from the Document Type table (EP_REVW_TYP_TABL).

%2 Employee named formatted as first name, last name.

%3 Employee ID.

%4 Period begin date for the performance period.

%5 Period end date for the performance period

%6 Due date of the evaluation.

%7 Component link that transfers the user directly into the applicable
evaluation.

%8 List of employees for whom an evaluation was successfully created
during the background run.

%9 List of employees for whom evaluations were not created.

%10 Form-Create-Msg, which is one of two alternate messages that appear

depending on the type of process that is run.

Notifications

The table below lists the delivered text entries that ePerformance includes in the system-generated
email notifications and specifies them and to whom notices are sent. Most text entries have two
versions, one with the suffix SBJ for use in email subject lines and a corresponding entry with the
suffix BDY for use in the body of email messages. When a notification is triggered by a status
change, or an action request on an evaluation, the body text that is generated contains a link to the
evaluation(s). This section is configurable to fit the business needs of the user.

Text Catalog

Recipient Condition Creating

ADHOC_BASE_SBJ
ADHOC_BASE_BDY

An adhoc message is sent from
the criteria document.

Manager or Employee

ADHOC_MAIN_SBJ
ADHOC_MAIN_BDY

An adhoc message is sent from
an evaluation.

Manager or Employee

ADHOC_NOM_SBJ
ADHOC_NOM_BDY

An adhoc message is sent from
the Nominate Participants page
for an evaluation.

Multi-participant Evaluation
Candidate

BASE-COMPLETE_SBJ
BASE-COMPLETE_BDY

An establish criteria document is
marked as completed.

Manager or Employee

12
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Text Catalog

Recipient

Condition Creating

BASE-CREATE_SBJ
BASE-CREATE_BDY

Manager or Employee

An establish criteria document is
created by either the manager,
employee, or ePerformance HR
Administrator.

BASE-REOPEN_SBJ
BASE-REOPEN_BDY

Manager or Employee

An establish criteria document is
reopened by either the manager
or employee.

CHG-DUEDATE_SBJ
CH-DUEDATE_BDY

Manager, Employee, or
Multi-Participant Reviewer

A manager or ePerformance HR
administrator changes the due
date of an evaluation.

CHG-STATUS_SBJ
CHG-STATUS_BDY

Manager, Employee, or
Multi-Participant Reviewer

An ePerformance HR
administrator or manager resets
the status of the evaluation to
In Progress. This can
happen if an evaluation
prematurely advances to the
next stage of the process.

CREATE-MGRDOC-SBJ Manager An ePerformance HR
administrator has generated

CREATE-MGRDOC-BDY documents using the batch
process.

CREATE-ROLEDOC-SBJ Employee An ePerformance HR

CREATE-ROLEDOC-BDY

administrator has generated
documents using the batch
process.

DOC-CANCEL_SBJ
DOC-CANCEL_BDY

Manager and Employee

An ePerformance HR
administrator or manager
cancels the evaluation.

EE-ACKNOWLEDGE_SBJ Manager An employee acknowledges that
they have reviewed the manager

EE-ACKNOWLEDGE_BDY evaluation.

EMPDOC_COMPLT_SBJ Manager An employee marks the

EMPDOC_COMPLT_BDY

employee evaluation as
completed.

EVAL_CANCEL_SBJ
EVAL_CANCEL_BDY

Manager, Employee or
Multi-Participant Reviewer

An ePerformance HR
administrator, manager or
employee cancels an evaluation.

MGRDOC-COMPLT_SBJ
MGRDOC-COMPLT_BDY

Employee

A manager marks the manager
evaluation as completed.

NOM-ACCEPT_SBJ
NOM-ACCEPT_BDY

Manager or Employee

A nominated employee accepts
a nomination for a
multi-participant evaluation.

13
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Text Catalog

Recipient

Condition Creating

NOM-CANCEL_SBJ
NOM-CANCEL_BDY

Nominee

A nomination for a
multi-participant evaluation is
canceled.

NOM-DECLINE_SBJ
NOM-DECLINE_BDY

Manager or Employee

A nominated employee declines
a nomination for a
multi-participant evaluation.

NOM-SUBMIT_SBJ
NOM-SUBMIT_BDY

Participants

Nominations to participate in
multi-participant evaluations are
sent to nominees.

OTHDOC-COMPLT_SBJ
OTHDOC-COMPLT_BDY

Manager and/or Employee

A participant in a
multi-participant evaluation
completes their evaluation.

RQST-ACK_SBJ Employee A manager marks an evaluation

RQST-ACK_BDY as Rev1_ew Held. This
message is sent to the employee
requesting they formally
acknowledge the evaluation.

RQST-REVIEW_SBJ Employee A manager changes the status

RQST-REVIEW_BDY

of a manager evaluation to
Available for Review.

TRANSFER-MGR_SBJ
TRANSFER-MGR_BDY

New Manager

A manager or ePerformance HR
administrator transfers an
evaluation to a new manager

These notification messages are used in email body text only.

Text Catalog

Recipient

Condition for Creating

MGR-FAIL-LIST_BDY

Manager

An HR administrator creates
manager and employee
document, but some employee
documents are not created.
This message lists the
employees for whom
documents were not created.

DO-NOT-RESPOND_BDY

Manager and Employee

This is used in all notices.
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Setting Up Document Templates

Document templates store information that is used to generate specific document instances for use
by participants in the evaluation process. Options on the document template define the roles that
participate in the review process and the abilities of each role, the steps in the review process, and
the items that are evaluated.

The following diagram shows the relationship between the core ePerformance tables, document
templates, and generated performance documents.

Document
Templates

General

» Performance

Process Documents

Structure

Content

Figure 3: Relationship Between ePerformance Tables

The decisions that are made and the options selected when the templates are defined influence how
the evaluation process is conducted in an organization. Organizations often define a high-level
template and then successfully clone and modify this template for the appropriate level of the
organization. For example, an organization might want a set of expectations and requirements for
all employees. Each business unit clones this template with the common expectations and
requirement and modifies it to add expectations and requirements that apply only to the business
unit.

Before defining templates, consider the following:

e Which features are appropriate for the types of documents that are used in the organization.
For example, some organizations use documents to enhance communication between
managers and employees, and do not assign ratings; others assign and sign overall ratings;
and still others rate each individual items (such as major responsibilities, requirements, or
expectations) that is contained in the document.

e FEase of use and reuse when the document templates are designed. Limiting the number of
templates that are created for each document type makes it easier to select the correct
template when performance documents are generated and simplifies template
maintenance.
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Meet the needs of large groups of employees. Job Profiles can be used to include
job-specific competencies and responsibilities for all employees in a particular job, job
family, position, or salary grade. By doing so, each employee’s annual performance
document has the same general appearance and instructions, but includes the competencies
and responsibilities that are relevant to the particular job.

For more information see:

Defining DOCUMENT TYPES ...ooiiiiiiiiiiiiee ittt 16
DefiNiNG ROIES ..o 21
DefiNiNG SECHIONS ....oviiiiii e e e et a e e 26
Creating Document TEMPIALES........ccoiiiiiiiiiee e 39

Defining Document Types

To define document types, use the Document Type (EP_ REVIEW_TYPE TBL) component.

Before document types are created with the plan to use profile types as the content source of
performance and development documents, define profiles in the Manage Profile business process.

This section provides an overview of document types and discusses how to set up document types.

Document types identify the types of documents that are valid for an organization, such as Annual,
Semi-Annual, Quarterly, Project, and Performance Improvement Plan. They are used to create
document templates and provide default values for many fields on the template.

Document types also define whether:

The document is to be used as the official review for integration with Salary Planning.
The employee, manager, or both can generate documents.

The document can be cloned.

The user or the profile type identifies the document template.

An approval process is used during the review process.

To Access the Document Types Page:

1.

2.

Select the Set Up HRMS menu.
Select the Product Related menu group.
Select the ePerformance menu item.

Select the Document Structure menu item.
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5. Select the Document Types component. The Document Types page - Find an Existing Value
tab is displayed.

-{US Dept of Agriculture)

EmrowHR

SOLUTTONS
TR 1T TO RIETING

Favorites : Main Menu > Set Up HRMS » Product Related > ePerformance » Document Structure > Document Types

Document Types

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

Find an Existing Value Add a New Value

Document Type: begins with v||
Document Description:| begins with v |

[include History [ correct History [[J case Sensitive

Search | Clear |Basic Search gSaveSearch Criteria

Find an Existing Value | Add a New Value
Figure 4: Document Types Page - Find an Existing Value Tab

6. Complete the fields as follows:

Field Instruction

Document Type Enter the document type.

Document Description Enter the document description.

Include History Check this box if the search criteria contains history.

Correct History Check this box if the search criteria is being used for history correction.
Case Sensitive Check this box if the search criteria is case sensitive.

Note: Both fields may be entered to narrow the search.

7. Click search. The Document Types page is displayed.
OR

Click cancel to clear the information entered on the page.
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OR
Select the Add a New Value tab. The Document Types page - Add a New Value tab is
displayed.
(US Dept of Agriculture)
EypowHR

TROM I T RETIRG

Favorites | Main Menu > Set Up HRMS > Product Related > ePerformance > Document Structure > Document Types

Document Types

Find an Existing Value Add a New Value

Document Type: |

Add |

Find an Existing Value | Add a New Value

Figure 5: Document Types Page - Add a New Value Tab

8. Complete the field as follows:

Field Instruction

Document Type Enter a new document type.
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9. Click Add. The Document Types page is displayed.

EveowHR

SOLUTTONS
TROM TERE TO RETTRE

Favorites : Main Menu > Set Up HRMS > Product Related » ePerformance > Document Structure > Document Types

(US Dept of Agriculture)

Document Types

Document Type: TEST

Document Type Detail Find | View All First Kl 101 B Last

Effective Date:[01/222016 5]  *Status:[AActve  v| [*/[=]

“Description: |

Short Description: | [] official Review
*Document Usage: | Performance v
Initiate Process: || Employee ] Manager

Employee can Select Manager

Clone Existing Employee ] Manager
Document:

Template Source: ® User Specified

O Profile Management
Profile Type: ﬂ

Default Template:

Definition ID: | Q

Bsave ‘[E]Netify ‘ [EsAdd | JFlUpdate/Display | J#linclude History ‘ [E#Correct History

Figure 6: Document Types Page

10. Complete the fields as follows:

Field Description/Instruction

Document Type Populated from the search criteria entered.

Document Type Detail Instruction

Effective Date Enter/modify the effective date that the document type detail is effective

or select a date from the calendar icon.

*Status Required field. Select the status from the drop-down list. Valid values are
Active and Inactive.

*Description Required field. Enter the document type detail description.
Short Description Enter the short description for the description of the document type
detail.
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Field

Description/Instruction

Official Review

Select this box to designate that documents generated for this document
type are used by the Salary Planning by Group process to retrieve rating
and review points and, by the Salary Increase Matrix page to retrieve
ratings.

*Document Usage

Required field. Select the applicable document type usage from the
drop-down list. Valid values are as follows:

Performance - Indicates EmpowHR uses this document type for
performance planning or evaluation.

Performance documents appear on the manager or employee
self-service pages under the My Performance Documents menu or on
the Administrator pages under Workforce Development>Performance
Management>Performance Documents.

Development - Indicates EmpowHR uses this document type for
employee development (Individual Development Plan (IDP)).
Development documents appear in the My Development Document
menu on the Self-Service pages or under the Development Documents
menu on the Administrator pages.

Initiate Process

Instruction

Employee Select this box to indicate if the role or roles can initiate the evaluation
process. More than one box may be selected. The value in this field
determines if the employee can select the document type when initiating
the evaluation process.

Manager Select this box to indicate if the role or roles can initiate the evaluation

process. More than one box may be selected. The value that is in this
field determines if the manager can select the document type when
initiating the evaluation process.

Employee can Select
Manager

Appears only if the Employee check box is selected for the Initiate
Process field.

Select this check box to enable an employee to select the person who is
acting in the manager role during the evaluation process.

Clone Existing Document

Instruction

Employee Select employee check box to indicate which role or roles can clone an
existing comment to create a new document. More than one box may be
selected. The employee check box is only available if the corresponding
check box is selected in the Initiate Process field.

Manager Select manager check box to indicate which role or roles can clone an

existing comment to create a new document. More than one box may be
selected. The manger check box is only available if the corresponding
check box is selected in the Initiate Process field.

Template Source

Instruction

User Specified

Select this option to identify where EmpowHR obtains the document
template to be used to generate documents. Indicates that the user
initiating the document creation process must identify the template.
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Field

Description/Instruction

Profile Management

Select this option to identify where EmpowHR obtains the document
template that is to be used to generate documents. Indicates that the
template comes from the Manage Profile business process. EmpowHR
identifies the template by using the information entered in the Profile
Type and the employee’s job information.

Profile Type

Available if the Profile Manager option in the Template Source field is
selected. Select the profile type used by the Create Documents process
to identify the document template. The list contains only nonperson
profile types that have an ePerformance template included as a related
object in the Profile Association Options group box on the Profile Types
Associations page. The valid values are based on the default templates
created.

Default Template

Available if the Profile Management option in the Template Source field
is selected.

Select the template used to generate the documents for this document
type when EmpowHR cannot identify a template for the give profile type.

Note: Because document types are defined before templates,
return to the Document type page after the default template is
defined and enter the value for this field.

Definition ID

Select the approval definition for documents of this type. The definition ID
determines the chain of approvals a document must go through, if any,
when a manager clicks Submit on a document. The value that is
selected here becomes the default value for the Definition ID field on the
Document Types page for templates of the document type. To
enter/change select data by clicking the search icon.

11. Click save. At this point,

the following options are available:

Step Description
Click Notify Advances to the Send Notification page.
Click Add Returns to the Document Types page - Add a New Value tab.

Click Update/Display

Returns to the Document Types page - Find an Existing Value tab.

Click Include History

Returns to the Document Types page - Find an Existing Value tab with
Include History checked.

Click Correct History

Returns to the Document Types page - Find an Existing Value tab with
Correct History checked.

Defining Roles

To define roles, use the Document Roles (EP_ ROLE TBL) component.
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This section provides an overview and discusses how to set up roles that provide for
multi-participant feedback.

ePerformance enables the user to include feedback from participants other than the employee and
employee’s manager, (e.g., peers or customers). To implement multi-participant feedback
processes, first define the roles that can participate in the process. After the roles are defined, add
them to a document template definition that is used in the multi-participant process.

For more information see:

SettiNg UP ROIES ...t 22

Setting Up Roles

ePerformance delivers the manager and employee roles as system data. Other roles are available
and can be configured.

Manager or employee roles cannot be modified, inactivated, or deleted. They are required.
To Access the Document Role Page:

1. Select the Set Up HRMS menu.

2. Select the Product Related menu group.

3. Select the ePerformance menu item.

4. Select the Document Structure menu item.
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5. Select the Document Roles component. The Roles page - Find an Existing Value tab is
displayed.

evrowHR

SOLUTTONS
TROM 1L TO RETING

Favorites - Main Menu > Set Up HRMS > Product Related > ePerformance > Document Structure > Document Roles
- - b - - -

(US Dept of Agriculture)

Roles

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

Find an Existing Value Add a New Value

Role ID:[begins with ||
[include History [ correct History

Search I Clear IBasic Search @ Save Search Criteria

Find an Existing Value | Add a New Value
Figure 7: Roles Page - Find an Existing Value Tab

6. Complete the fields as follows:

Field Instruction

Role ID Enter the role ID (name).

Include History Check this box if the search criteria contains history.

Correct History Check this box if the search criteria is being used for history correction.

7. Click search. The Role page is displayed.
OR

Click Clear to clear the information entered on the page.
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OR
Select the Add a New Value tab. The Roles page - Add a New Value tab is displayed.

EvrowHR

SOLUITONS
TROM 1S TO RETIRE

Favorites | Main Menu > SetUp HRMS > Product Related > ePerformance > Document Structure > Document Roles
- 1 - - - - -

{US Dept of Agriculture)

Roles

Find an Existing Value Add a New Value

Role ID:

Add |

Find an Existing Value | Add a New Value

Figure 8: Roles Page - Add a New Value Tab

8. Complete the field as follows:

Field Instruction

Role ID Enter the role ID (name).
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9. Click Add. The Role page is displayed.

EmeowHR

SOLUTTONS
TR 1AL TO RETIRE

Favorites : Main Menu » Set Up HRMS > Product Related » ePerformance > Document Structure > Document Roles
v - hd b w v

(US Dept of Agriculture)

Role
Rele ID: TEST
Role Details Find | View Al First B 4 or1 B Lot
“Effective Date: lm:%ﬂ *Status: (=]
Description: |

Long Description:

B save [Esadd | FUpdate/Display | Jlinclude History [E#Correct History

Figure 9: Role Page

10. Complete the fields as follows:

Field Description/Instruction

Role ID Populated with the role name found/entered on the search/add criteria
page.

Role Details Instruction

*Effective Date Required field. Enter the effective date of the role or select a date from

the calendar icon.

*Status Required field. Defaults to Active. To change, select data from the
drop-down list. Valid values are Active and Inactive.

Description Enter the description of the role.

Long Description Enter the long description of the role (what the role consists of).

11. Click save. At this point, the following options are available:

Step Description

Click Add Returns to the Roles Page - Add a New Value tab.

Click Update/Display Returns to the Roles Page - Find an Existing Value tab.

Click Include History Returns to the Roles Page - Find an Existing Value tab with Include
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Step Description
History checked.

Click Correct History Returns to the Roles Page - Find an Existing Value tab Correct History
checked.

Defining Sections

To create document sections, use the Section Definition (EP_ SECTION DEFN) component.

Sections are another building block for document templates. They form the structure of a
performance or development document. For example, the organization may want its performance
evaluations to include:

Major duties

Performance requirements

Expectations

Mission statement of the organization

Department initiative for meeting the mission statement
Employee goals

Employee competencies, responsibilities, or learning
Employee comment section

Manager and/or reviewer comment section

Signatures section
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Each of these are separate section definitions that can be added to the document template. The
following illustrates an example of the relationship between sections, templates, and generated
documents.

Document
Templates

'rﬁ-

» Performance

»  Progess Documents

I Structure

e Content

Figure 10: Relationship between ePerformance Tables

When defining sections, specify the following:

e  Whether the section is rated or weighted

e Which calculation method is used to determine employee ratings
e Which rating modes are used to rate employees

e What special processing applies to that section (if any)

e What category of content types are associated with the section

e What information to include in the document

ePerformance delivers a wide range of section definitions and can be configured to meet business
needs. The following are the delivered and configured section definitions:

e Performance Requirements

e Major Duties

e Expectations

e Competency

e Employee (employee comments)
e Goals

e Ini (initiatives)

e Learning

e Manager (manager comments)
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Reviewer (reviewer comments)

e Mission

Resp (responsibility)

Sign (signature)

Summary (overall summary)
Before creating section definitions, complete the following:

e Define rating models
e Define content types

e Define profile types (optional)

The detailed information is used later to populate the fields on the Structure page - Template
Definition tab for the specified section. The description entered here is used to identify the section
the user wants to add on the Template Definition page.

To Access the Section Definition Page:
1. Select the Set Up HRMS menu.
2. Select the Product Related menu group.
3. Select the ePerformance menu item.

4. Select the Document Structure menu item.
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5. Select the Section Definition component. The Section Definition page - Find an Existing
Value tab is displayed.

EveowHR

SOLUTTONS
TROM 1L TO RETIN

Favorites : Main Menu > Set Up HRMS » Product Related > ePerformance > Document Structure > Section Definition

US Dept of Agriculture

Section Definition

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

Find an Existing Value Add a New Value

Section Type:| begins with v |
Description: | begins with v ||

[include History [Jcorrect History [ case sensitive

Search | Clear |Basic Search QSaveSearch Criteria

Find an Existing Value | Add a New Value

Figure 11: Section Definition Page - Find an Existing Value Tab

6. Complete the fields as follows:

Field Instruction

Section Type Enter the section type.

Description Enter the description of the section definition.

Include History Check this box if the search criteria contains history.

Correct History Check this box if the search criteria is being used for history correction.
Case Sensitive Check this box if the search criteria is case sensitive.

Note: Both fields may be entered to narrow the search.

7. Click search. The Section Definition page is displayed.
OR