Creating a Mid-Year Appraisal

Module Overview

Purpose As part of the automation of the APPAS policy, supervisors can
manage performance evaluations and appraisals through CHRIS
Self-service. This automation includes issuing performance plans,
and conducting mid-year progress reviews. Once the performance
plan has been routed to self-service, control of the plan resides
with the rating official (supervisor) through out the rating period.

Chapter
Contents
Topic Page
The Performance Plan Screen & Querying Employees 2
Creating the Mid Year Appraisal 3

Page 1



The Performance Plan Screen & Querying Employees

After logging in to CHRIS click on the Manager Self-Service responsibility on the
left hand side of the screen and then select the Build Performance Plan (APPAS)
menu option listed on the right hand side of the screen.
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This will take you to the Build Performance Plan screen which is separated in to
two sections; the Search and Select section and at the bottom of the screen are
the performance plan listings for selected employees.
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To BUILD A NEW PERFORMANCE PLAN for an employee, click on 'Build Performance Plan'.

To WORK WITH AN EXISTING PERFORMANCE PLAN, use the SEARCH function explained below to find the plan. Bspes Goide and Vidloo Tutnrial Buid Perfonpance Piw
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Search
Note that the search is case insensitive
Office Symbal Q Occupational Series | Q
Pay Flan and Grade Q Name [ Q
Rating Period End Date between B
{ampler 17-143r-2010)
I Plans where you are the Main Appraiser = Effective Date  [01 =]
Go | [ clear
Generate Perf. Plan Form(s)
Main Appraisal Perf. Plan  Rating Period Start Rating Period End Update Plan / Change Perf.Plan  Create Mid- Create
Select Name Appraiser  Status Type Date Date Copy Appraiser Details WorkSheet Form Year Appraisal Delete
No search conducted.
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Query your employees by checking the box ™ to the left of “Plans where
you are the Main Appraiser” or by individual query using the “Name” field

and click on | “Go".
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[ Doe JohnF Smith, Jane A ;lranf;;:ss Annual 01-Oct-2009 30-Sep-2010 B2 = I | g By I}

. . o |
For each employee, begin by clicking on the “Details” icon ““ to ensure
that the performance plan is current. If any changes were made since the
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beginning of the year that are not documented in CHRIS, close the
“Details” screen and then click on the “Update Plan/Change Appraiser”

icon « , to make changes to the performance plan.

Creating the Mid-Year Appraisal

Once you have determined that the performance plan is accurate, create the Mid

Year Appraisal record by clicking on the “Create Mid-Year” icon I , to the far
right of each respective performance plan.

After you click on the “Create Mid Year” icon I , you will receive a warning

message (see below), click the “Yes” button [es | , to confirm creation of the mid-
year appraisal.
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A Mid-Year Appraisal will be created in the Appraisals (APPAS) function for Gannon,
Maureen.

Do you want to create an Appraisal?
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After clicking on the “Yes” button -2, the system will return you to the Build
Performance Plan screen and you will see a confirmation message that the Mid
Year Appraisal has been created.
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L& Confirmation
A Mid-Year Appraisal has been created in the Appraisals (APPAS) function for Doe, John P
Plan
To BUILD A NEW PERFORMANCE PLAN for an employee, click on 'Build Performance Plan'.
To WORK WITH AN EXISTING PERFORMANCE PLAN, use the SEARCH function explained below to find the plan.
[ Show Additional Instructions

| users Guide and video Tutorial | | Build Performance Plan

When you are finished creating the Mid Year Appraisals for all of your

employees, click on the “Home” link , in the upper right hand corner of the
CHRIS screen. This will return you to the Navigator screen.
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