CHRIS Self Service
How to Generate a Worksheet and Appraisal Form
Introduction

The current version of the CHRIS APPAS module has been built using Oracle Self-
service technology. The user will access all performance plan functions from the Main
Plan Information screen. The user can generate a PDF document of both the official
APPAS worksheet and the APPAS Appraisal form. Both of these documents are
updated in real time as information is entered in the Build Performance Plan and
Appraisals (APPAS) module.

Guide Contents

This guide provides instructions on how to generate a PDF document of the official
Appraisal form and worksheet.
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How to Generate a Worksheet and Appraisal Form

Step 1

If you are a manager select GSA Manager Self-Service from the menu and then click on
Build Performance Plan (APPAS) in the right hand column.

All other users select GSA Build Performance Plan and click on Build Performance Plan
(APPAS) in the right hand column.
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Important: The Internet Explorer or Netscape Back O& button SHOULD NOT be
used in this system to navigate between pages. Using the button will cause the system
to not function properly.

Step 2

The Plan Information screen appears and provides two options for searching for an
employee’s existing performance plan by name.

A
U.S. General Services Administration

Hunman Resourees

Home  Logout

Plan Information

To BUILD A MEWY PERFORMANCE FLAN for an associate, click on 'Build Performance Plan’, Build Performance Flan
To WORK WITH AN EXISTING PERFORMANCE PLAN, use the SEARCH function explained below to find the plan

WORKING YWITH EXISTING PLANS

~To search for a specific Performance Plan, first select the employee’s name by using the flashlight OR by entering the employee’s last name, first name in the space provided and clicking
on the GO bution

—To narrow your results o a specific date range, enter a date range and click GO

“To view all performance plans for which you are the MAIN APPRAISER, leave all fields blank, check the bax next to "Plans where you are the Main Appraiser” and click GO
OPTIONS AVAILABLE FOR THE RECORDS SELECTED.

To make changes 1o an existing plan click on the UPDATE PLAN/CHANGE APPRAISER icon

~To copy an existing plan, select the COPY ican and follow the instructions.

-Ta view detailed information about a plan, select the DETAILS icon.

~To view or print the workshest or form, click on the appropriate icon

~To write comments andfor issue critical element ratings for the mid-year progress review, click on the CREATE MID-YEAR icon and then go 1o APPRAISALS (APPAS)

T evaluate performance at the end of the rating period, click on the CREATE APPRAISALS ican and then go to APPRAISALS (APPAS)

“To delete the selected plan, use the DELETE icon

Search
Please enter your search criteria and select the "Go” bution to see the result. Note that the search is case insensitive

Name | E
Rating Period End Date between
{example: 28-Jul-2008)

(example; 28-Jul-2008)
I Plans whers you are the Main Appraiser

 Effective Date [26-Jul-2005

(example: 28-Jul-2008)

(Go ) [_Clear
Perf.
Main Appraisal  Plan Rating Period Rating Period Update Plan Perf. Plan Create  Create
Name Appraiser  Status Type  StartDate  End Date Copy Change Appraiser DetailsWorkSheet  Form  Mid-Year Appraisal  Delete
Mo search conducted
Build Performance Plan
Home | Logout
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You can enter the employee’s last name in the Name field and hit the tab key or click on

-"';i
i

the Flashlighticon *

Search
Please enter your search criteria and select the "Go" button to see the result. Mote that the search is case insensitive.
Mame I

Rating Period End Date between I

(example: 25-Jun-2008)

(example: 25-Jun-2008]

7 Plans where you are the Main Thpraiser
* Effective Date [10-Jul-2006

(mple: 25-Jun-2008)

| Go ) | Clear )

P
“
R

This will take you to the Search and Select: Name screen. Identify the correct employee
and click on the Quick Select icon. This will populate the Name field on the Plan
Information screen.

/3 search and Select List of ¥alues - Microsoft Internet Explorer provided by General Services id =10l x|
Search and Select: Name
| Cancel ) .&)
Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.
Search By | Mame =] Jwright (Go)
Results
1-10 x| Mext 10 &
Select Cuick Select Name Organization Position Grade
o % Wright, 4FB-1 Property Disposal Specialist 5512
o % Wright, CX Hurman Resources Specialist 55-13
C = Wright, 3FL-B Materials Handlar Wis-05
o = Wright, 4PM-FT Building Management Specialist GS-11
o % Wright, 3PPDG Realty Services Manager 55-13
o gt Wright, FEPS Property Marketing Specialist 55-13
(@ gt Wright, 9PFB Building Manager 55-14
(@ = Wright, 7FF-04 Transportation Opns Offcr(Motor) 55-13
(& = Wright, 3PA Managerent Assistant (OA) 5506
& = Wright, 10RZ1 Realty Assistant 5508
[0 =] Next10 &
€ LT T 1S S oralintranet 4
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Step 3

To narrow your results to a specific date range, enter a starting and ending value in the
Rating Period End Date fields. Click on the Go button €2

Rating Period End Date between
(example: 23-Jun-2008)

(example: 23-Jun-2008)

To limit your search to performance plans where you are the main appraiser, click on the
“Plans where you are main appraiser” box and click on the Go button . _Ga )

¥ Plans where you are the Main Appraiser

Based upon the criteria that you have entered the Plan Information screen will populate
with Performance Plans. For each performance plan there are multiple function buttons.
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I Flas i Arsiggl D0t J00F  0-Sep- 2R = L - -
Frogress o ‘.-,.” e EE-‘ =l @ 4 s
~Ongoing  Anewal 00Ot 2007  30-Sepe 2008 ® ‘_/17‘ .18 it =
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Compisted Armual 000002005 30-Sep-2000 ® | iE, =]
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i Complited Arcusl DV-0c-004  30-Sep-2005 . HE, e |
" Planed  Armial 0002008 30 Sepe 2008 ] f : N HE =]
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Step 3
WorkSheet

Click on the Worksheet icon
populated with the selected performance plan’s details.

to view a PDF version of the GSA Worksheet

Pl fLatlng Ihpd.atm Peid, Cieats
Appiabeal [Man Period SEme Changs Plas  Bid Cieals
| . Main Apprabvar Stane Type  [Dain itating Pedod End Date  |Copy Appralser  Details WorkSheat Ferm Yoar Appeaksal Dolen
£lan o dpnual EOCEA0T W0 Sep 200 8 7 i, ]i L | e ]

Frograss

A Separate Window will open with the Worksheet in PDF format. Using the Adobe tool

bar you can print from this screen or save copy to your desktop.

Close out of the document to return to the Main Plan Information screen.

Associate Performance Planning Worksheet — Non-supervisory Associates

Employee Name: Position: Administrative Support Asst (0A), GS-0303-07

Main Appraiser: Date Developed: 13-JAN-2006

Critical Element: Customer Relationship Management(50%)(50%)
Description: Customer Relationship Managemeni(50%)

Organization: 6PE

Date Issued: 01-OCT-2005

Derived General Specific Feedback Source
From Measure Measure Level 1 Level 2 Leveld Leveld Levels For Monitoring
‘Qualiry Broactive Rarely responsive. Rarely Fesponsive some of e e Follows-up azd i proactive Responsive at all tmes; Cusmmer Sarisfction
Timeliness | responsive | follows-up or prosciive follow-up and proaciive some most of ike time. Follow-up erd proactive atall | Surveys. Team/peer
follow-up. of the time times Feedback. Supervisory
observations and fesdback
f-site. Schedule
ssociate Interviews.
‘Quansity Provides Numerous customer Some customer complamts per Mo valid customar complaints
Delpfal complaints per rating period rating period per rating period
service to
public and
‘builds good
team
relationship
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Step 4

Perf.
Plan
Form

Click on the Performance Plan Form icon to view a PDF version of the GSA
Performance plan form populated with selected performance plan’s details.

teal,  [asiing Uipd st / Peid, Ciwain
MApprakeal [Man Paibod Sesi Changs Plan  blid- Creais
Yiarme Muin Appradsar Stahe Type  [hain Lating Perlod Enid Date Copy Appralser  Dotails WorkShent Form Year  Appiaksal Dobeh
Pan dpnus O OcR200F N0 Sep- 2008 s f ; |_!] zl 'I'}_ m ]

Prograns
A Separate Window will open with the Performance Plan form in PDF format. Using the
Adobe tool bar you can print from this screen or save copy to your desktop.
Close out of the document to return to the Main Plan Information screen.

Performance Plan and Appraisal Record for Non-supervisory Associates

Part I Administrative Data

3. Associate MName (Last, Fust, MI) b. 58N c. Pay Plan, Senes & Grade d. Office Symbol
_ G5-0201-15 ecal
e, Organazation f Ranng Penod Coverad (MM DDYYYY = MMDDYYYY)

1001/ 2005 - 09302006
Part IT Position Description Review Cevtification

I certify that I have reviewed the associane's position description. If I do not believe it is an accurate
statement of the major duties and responsibilities of the position. I have initiated appropriate action.

Position Description has been reviewed < Initial and Date:_

Part IIT Performance Plan and Appraisal Instructions

INSTRUCTIONS:

A performance plan must be issued to the associate at the beginning of each rating period. These plans may
be modified during the performance ¢y<le, but associates must perform wnder a decumented performance
plan for a mininwm of 120 days before they can be rated.

Development of the performance plan should be a collaborative endeavor berween the supervisor and the
associate. The perfornmance plan for each associate must contain eritical elements, and may contain
non-critical elements. Critical elements are work assignments or responsibilities or such importance that
unsatisfactory performance on the element would result in a determination that an associate’s overall
performance is unsatisfactory. Objectives, activities, and tasks should be identified under each critical
element.

Performance will be measured against 5 levels, as follows:
Level § — Meets and consistently exceeds performance expectations as defined in Level 3
Level 4 — Meets and often exceeds performance expectations as defined in Level 3

Important: Once you have created an appraisal you can now print the form directly from
the Appraisals (APPAS) function.
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