CHRIS User Guide: Mass Appraisals

Introduction

This chapter describes:
Processing Mass Performance Appraisals via Spreadsheet, and,
Processing Mass Performance Appraisals via Screen Entry.
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MASS APPRAISALS — SPREADSHEET

Setting Up Spreadsheet Macros

This section explains a one-time process used to set the security macros for the
spreadsheet that will be used in the Mass Appraisal Spreadsheet process. You must
open your Excel Program.

STEP 1

From the Excel Program — File - Open — (Name of Spreadsheet). The following
Screen will appear:

Security Warning 21 x|
Mass Appraisal for CHRISTST_MASTER.xls

contains macros by

General Services Administration Details..,

Macros may contain viruses, It is always safe ko disable macros, but if
the macros are legitimate, vou might lose some functionality.

I always trust macros From this source,

ble Macros ¢ Enable Macros | Mare Info |

Check the box that says “Always trust Macros from this source” and click on the Enable
Macros Button.

Note: Once the above steps have been performed close and reopen the spreadsheet.

Spreadsheet Information
This section explains the process for entering information on the spreadsheet

Step 1

After opening the Excel Spreadsheet, enter the Header Information.
Appraisal Name: Required Field
Appraisal Description: Required Field

Appraisal Type: Do not mix PMS and SES, etc. Only one type may be entered.
Al B © D E F G H | J K L [l T

5 View Header View Line |
3 CHRIS Mass Appraisals - August 2009
4 Appraisal Name
5 Appraisal Description
6 Appraisal Type
7

Rating Rating
of of Org
Record Record Rating Effective  Appraisal Period Appraisal Period Rating Structure
g Upl Employee Name SSN Level Pattern Date Effective Start Date Start Date End Date Points Id Pay Plan Grade

Note: All Header Information will be shown on the Mass Appraisal Screen and used to
identify the Mass process.
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Step 2

Enter Employee Name

Enter Employee Social Security Number (SSN): Required
Enter Rating of Record Level: Required

Enter Rating of Record Pattern: Required

Enter Effective Date: Required

Enter Rating Effective Start Date: Required. (Must use formula Appraisal End plus one
day)

Enter Appraisal Period Start Date: Required
Enter Appraisal Period End Date: Required
A T; ; T D E F G H | J K L [l

View Header View Line |

3

2

3 CHRIS Mass Appraisals - August 2009
| 4| appraisal Name
5 Appraisal Description
G Appraisal Type
7

-~

Rating Rating
of of Org
Record Record Rating Effective  Appraisal Period Appraisal Period Rating Structure
8 Upl Employee Name 55N Level Pattern Date Effective Start Date Start Date End Date Points Id Pay Plan Grade

Note: Date fields will NOT accept any future dates.

Step 3

If necessary, enter Optional Information in the appropriate fields. Optional information
fields include:

Rating Points (Must be entered in decimal format)
Org Structure Code

Pay Plan

Grade

Note: DO NOT use the optional fields to make Assignment changes in Org Code, Pay
Plan or Grade. Assignment changes to these fields must be made using the
appropriate RPA.

After entering all information, SAVE the spreadsheet.
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Uploading the Spreadsheet

Step 1
From the menu Bar click on Oracle — Upload

A | Cracle | Window  E

Bl Filters |

| Upload |

Ponitor

AbaoLt

The following Oracle Login Window will open:

Eval
X
1 will safeguard my own password and I will not share passwords with any other person, including other ||
employees, management, or technical staff.

1 am responsible for all access made with my password.

1 will not remove Sensitive or PII from the CHRIS application and store it on a hard drive, network drive

or any type of removable media without appropriate safeguards.

1 will not access/share any personal data on any person except in the specific performance of my duties.

I will not knowingly enter any false or inappropriate data into CHRIS.

I acknowledge that I have read and understand the rules of behavior for access to CHRIS
and that I will abide by these rules and the specific security rules of my agency.

GSA AWARDS (APRS) NOTICE: GSA AWARDS SELF SERVICE WILL BE UNAVAILABLE FROM
DECEMBER 19 TO 26 FOR CALENDAR YEAR END PROCESSING. ALL CY09 AWARDS MUST BE
ENTERED AND APPROVED IN CHRIS BY COB DECEMBER 18, 2009.

*User Name

(2xample: JOHNPDOE)
“Password

(example: 135chris#)

Accept and Login

Step 2
Enter your CHRIS User Name and Password. Click Accept and Login.

Step 3
A Responsibility Window Opens. Choose your HR Federal Personnelist Responsibility.
Click on Select.

rdev.nr.qsa.qov - Uracle Applications Login

Select Responsibility

Cracle Applications Responsibilities

Choose a responsibility and press Select

T =

ce

DHS HR Professional Self-Service
Ex-Im HR Professional Self-Service
GEA Employee Self-Service

GSA HR Professional SelfService
MNARA HR Professional Self-Senice
NCUA HR Professional Sel-Senice
OPM HR Professional SeltSenica x)

Select )

@ Copyright (C) 2001, Oracle Corparation. All Rights Reserved.
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Step 4
The Upload Screen appears. Click the Upload button.

‘.Upload Parameters IX
gl ———

You are about to upload data from the desktop to Oracle Applications.

[ Close | Upload

Y

Step 5

The Upload Message Screens appears. If the upload was successful, you will get the
screen below:

1 Upload'Parameters Ix
[ Confirmation
The upload process has completed successfully. Press Close to return to the document.

» 1 rows successfully uploaded.

[ A -

Step 6
If the upload was unsuccessful, you will get the screen below:

i Upload'Parameters X

@ Error

- | Close

The upload process has completed with errors. Press Close to return to the document and fix
the errors.

» No rows uploaded

» 1 rows were invalid

N O O O

Note: All records must validate in order for the upload to be successful.
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Step 7
Click the Close button to close the window.

Step 8
Records will display on the spreadsheet as the following:

messages

&
&

CHR CHR M3ARP START GR END : CHR_MIAPP_START GR_END
CHRE CHRE MEAPP MANDATORY MISSING M FIELD Start Date © Mandatory field "Start Date" is missing.

&)
Green happy faces :l &2 indicate the records have been entered correctly.

|
Red sad faces —.E indicate the records have not been entered correctly. An error message
will display.

Note: Records with errors must be corrected to get a successful upload of data. After
correcting the errors, SAVE the spreadsheet before attempting, again, to upload the
data.

Step 9

Save the spreadsheet. Close the Excel Program.

Processing the Spreadsheet Data

Step 1

Log into CHRIS Fed HR Personnelist Responsibility.
From the Navigation menu double-click on Mass Actions , Mass Appraisals.

[ov 444 50A_HTML/OA JSpPOAFUNC=0AHOMEPAGER akRegionApplicationld=0

Mass Actions

& Mass Appraisal

& Mass FEGLI

& CHRIS Mass Award

@& Mass Salary - Open Pay Range
& Mass FEHB

& Mass Supervisor Update

Step 2
The mass appraisal screen opens:
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OracleApplications = CHRISTST Personal Data==="Privacy Act of 1974 Cloned 'on 09/ 28/09)

Eile Edit Yiew Folder Tools Window Help

|20 80P £ IBER LA DS IEILIH 2
= al
Name H Status IUnprocessed
Deaorlpt\on‘ Rating Effective Date |
Appraisal Type‘ Rating Effective Start Date |
" — . S —
Rating Pattem‘ Appraisal Period Start Date | Appraisal Period End Date ‘
— @ommmt ypataan
Organization | Agency CodeT |
Supervisor ‘7 Sub Element | POl [ | Fing J
Select All 1 Deselect All R‘at}‘né Rating Effective Appraisal Period Appraisal Period
Employes Name SSN Level Pattern Effective Date Start Date Start Date End Date  Points

o
—
—
—
—

HNINEED
L

[ Execute
Step 3

Query the name field for the Appraisal Name from the Spreadsheet. (F11-Name-Ctrl F11) The

screen will populate with the §Preadsheet information. See below.
= MR LB S IEE S Y

OGPl

Name ‘User Guide Test Status Unprocessed
Description Test Rating Effective Date [08-JaN-2010

Appraisal Type |1 Rating Effective Start Date [06-JAN-2010
Rating Pattern ’H— Appraisal Period Start Date ’W Appraisal Period End Date ’W

PRSI, SOVE S

c
Organization |01AAAL8 Agency Code | "
Supervisor Sub Element | POl ‘ ( Find

Details
[ Select Al [T Deselect All Rating Rating Effective Appraisal Period Appraisal Period
) Employee Name Level Pattern Effective Date Start Date Start Date EndDate  Points
I [ Tester, Appraisal H 06-JAN-20100 |06-JAN-2010  |04-JAN-2009 05-J4N-2010 [+
[ TEST, Appraisal H 06-JAN-20100 |06-JAN-2010  |04-JAN-2009 05-J4N-2010
A s I v

Execute
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Step 4
You can add additional records by clicking the row below

x i SN, AN -

121

A A A

4P L

the last entry.

Name |User Guide Test
Rati
Rating Ef

Description Test

Appraisal Type |1

Step 5

Status Unprocessed

ng Effective Date 06-JAN-2010
fective Start Date 06-JAaN-2010

Rating Pattern |H Appraisal Period Start Date |04-JAN-2009 Appraisal Period End Date [05-JAN-2010
) Qrmmmi painan
Organization [01AA8A Agency Code
Supervisor Sub Element [=19]] Find
Details
[ Select All [ Deselect All Rating Rating Effective  Appraisal Period Appraisal Period
Employee Name SSM Level Pattern Effective Date Start Date Start Date End Date  Points

[T |Tester, Appraisal H 06-J2N-2010  |06-JAN-2010|04-JAN-2009 05-JAN-2010

[ [TEST, Appraisal H 06-JAN-2010  |06-JAN-2010  |04-JAN-2009 05-JAN-2010

=) H 08-JAN-2010  |06-JAN-2010 05-JAN-2010

Execute

Enter the employee name and SSN, or use the LOV to find the employee. See below.

o]

Name User Guide Test
Description Test
Appraisal Type 1
Appraisal Period Start Date 04-JAN-2009

Rating Pattern H Appraisal

Qamuat Apttana

Agency Code

Organization 01AA8A
Supervisor

Enter a partial value to limit the list, % to see all values
O SelctAll O O ¢ '

Employee
O Tester, Appraisal
O TEST, Appraisal

YWarning: Entering % to see all values may take a very long time. Entering
criteria that can be used to reduce the list may be significantly faster.

Find|Srmith

| =
Full Name

(m]

(m]

(m]

(m]

(m]

Eind Cancel

Status Unprocessed

Rating Effective Date 06-JAN-2010
Rating Effective Start Date 06-JAMN-2010

Period End Date 05-JAN-Z010

Find

ive Appraisal Period Appraisal Period
Points

= Start Date End Date

0 04-JAN-2009 05-JAN-2010
0 04-JAN-2009 05-JAN-2010
a 05-JAN-2010

Execute

™ = F3

F Oifler Dennions

Step 6

When the name populates, you must check the select box (located to the left of the name) to

process the record. Enter all required information. See
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L N N - S e

Name \User Guide Test
Description Test
Appraisal Type |1

Rating Pattern H Appraisal Period Start Date 04-JAN-2009

[ MR
Organization (014848, Agency Code
Supenrvisor Sub Element POI
Details
[ Select Al [ Deselect All Rating

Rating Effective Appraisal Period Appraisal Period

Employee Narme SEN Level Pattern Effective Date  Start Date Start Date End Date  Points
[ Tester, Appraisal H 06-JAN-20100 |06-JAN-2010  |04-JAN-2009 05-JAN-2010 (=]
[ TEST, Appraisal H 06-JAN-20100 |06-JAN-2010  |04-JAN-2009 05-J4N-2010
I [ Smith, John N H 06-JaN-20100 |06-JAN-2010 05-JaN-2010

Status |Unprocessed

Rating Effective Date |06-JAN-2010
Rating Effective Start Date |08-JAN-2010
Appraisal Period End Date |05-JAN-2010

Fing

Execute

T F Pracecsas and Renare

Step 7

To process the Mass Appraisal, click the Execute Button.

e i e s B e, S e

@

Name User Guide Test

Description Test
Appraisal Type 1

Rating Pattern H Appraisal Period Start Date 04-JAN-2009

§ommnt Apbiamn
Organization 014884 Agency Code

Supenrvisor Sub Element

POl

O SelectAll O Desele

Ermployes Name
Tester, Appraisal
TEST, Appraisal
Smith, John R

APP-CHR-90243: Your Mass Appraisal Request has been
submitted. To view this Request, please use Request ID
1256520

Rating Effective Date 06-JAN-2010
Rating Effective Start Date 06-JAN-2010
Appraisal Period End Date  05-JAN-2010

Step 8

™ [ 3

Status Processing

Fing

e Appraisal Period Appraisal Period
Start Date End Date  Points
04-JAN-2009 05-JAN-2010 =

04-JAN-2009 05-JAN-2010
04-JAN-2009 05-JAN-2010

Execute

Click the OK button and the following screen will display.
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CR DR | A1 Q5 L1812

Name User Guide Test Status Processed

Description Test Rating Effective Date |08-JAN-2010
Appraisal Type |1 Rating Effective Start Date [06-JAN-2010
Rating Pattern H Appraisal Period Start Date 04-JAN-2009 Appraisal Period End Date |05-JAN-2010

§ommt st
Organization (014848, Agency Code
Supervisor Sub Element POI Fing
Details
[ Select Al [T Deselect All Rating Rating Effective Appraisal Period Appraisal Period
Employee Narme SEN Level Pattern Effective Date  Start Date Start Date End Date  Points

v Tester, Appraisal — i H 06-JAN-2010 |06-JAN-2010  |04-JAN-2009 05-JAN-2010 [+)

¥ TEST, Appraisal 5 H 06-JAN-2010 |06-JAN-2010 |04-JAN-2009 05-JAN-2010
I W Smith, John N 5 H 06-JAN-2010 I8 |04-JAN-2009 05-JAaN-2010

ExecLie

T PrArASEaS A Ranare T

Close the Mass Apprléisal Screen.
MASS APPRAISALS — BATCH PROCESS

This section explains the Batch Process for entering and updating multiple employee
performance appraisal information without using the spreadsheet.

Step 1

From the Navigation menu double-click on Mass Actions—Mass Appraisals. The Mass
Appraisal Screen opens:

E OracleApplications = CHRIST ST Personal Datar=== Privacy Act of: 19741 (Cloned on'09/ 28/08)

Eile Edit View Folder Tools Window Help
HYPO QHBOP S IDER LD D5 LS 2

Name ‘ Status |Unprocessed
Description Rating Effective Date
Appraisal Type Rating Effective Start Date [
Rating Pattern [ Appraisal Period Start Date ] Appraisal Period End Date
Organization Agency Codesunh qrﬁl“-"
Supenvisor Sub Element FOI | Find J
Select All T Deselect All rI\?atlhg Rating Effective Appraisal Period Appraisal Period
Employee Name SSN Level Pattern Effective Date Start Date Start Date End Date  Points

Execute |
Y
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Step 2

Enter the Header Information.
BP0 @GP LA DIDER LEPLEIEHES Y

Name ‘ Status |Unprocessed

Description Rating Effective Date

Appraisal Type Rating Effective Start Date

Name: Unique Identifier Name

Description: Enter description of the Batch.

Rating Effective Date: No future dates allowed.
Appraisal Type: Enter Type, or select from the LOV.
Rating Pattern: Enter Pattern or select from the LOV.

Rating Effective Start Date: No future dates allowed.
Appraisal Period Start Date: No future dates allowed.
Appraisal Period End Date: Required
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Sear ch Options

Step 3

Select a search option from which to pull the list of records. For each option in the
search field, enter the correct data or use the LOV to find the correct value.

Rating Pattern Appraisal Period Start Date Appraisal Period End Date
Search Options
Organization Agency Code

Supervisor Sub Element POI Find

Organization: Searches and displays the employees within the organization selected.

Supervisor: Searches and displays the name of employees assigned to a specific
supervisor.

Agency Code: Searches and displays the name of employees belonging to a particular
Agency. (The agency description will also auto-populate).

Sub-Element: Searches and displays the name of employees assigned to a specific
sub-element unit.

POI. Searches and displays the name of employees assigned to a specific POI
(Personnel Office Identifier) code.

Note: Users may search on one or more options at a time. Entering multiple search
criteria significantly narrows the list of employee names that will display.

Step 4

Click on the Find Find button. Results are returned with the header
information auto-populated in each record. See below.

Processing Records

Step 5
Populated Screen looks like this:
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Name ‘User Guide Test Status Unprocessed
Description ‘Teﬁt Rating Effective Date ,W

Appraisal Type |1 Rating Effective Start Date (06-JAN-2010
Rating Pattern ’Hi Appraisal Period Start Date ’W Appraisal Period End Date ’W

e e
Organization (014444 Agency Code | 1
Supervisor Sub Element | POI ‘ ( Find

[ Select Al [T Deselect All Detalg:tmg Rating Effective Appraisal Period Appraisal Period
Employee Narme | Pattern Effective Date  Start Date Start Date End Date  Points
[ Tester, Appraisal H 06-JAN-20100 |06-JAN-2010  |04-JAN-2009 05-JAN-2010 [+)
TEST, Appraisal H 06-JAN-20100 |06-JAN-2010  |04-JAN-2009 05-J4N-2010
I [ Smith, John N H 06-JaN-20100 |06-JAN-2010 05-JaN-2010

Execute

T F Pracecsas and Renare T
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Select the record for processing by checking the select box located next to each

employee name:

Select All Deselect All
Employee Name

Step 6

Enter the Rating Level for each record selected, as well as any other
information, e.g., Rating Points, Org Struct ID, Pay Plan, or Grade.
Step 7

Click the Execute = | Button.

Step 8
The following message will display.
Sub Element [=le]!
3
'ﬂ*) APP-CHR-90243: Your Mass Appraisal Request has been
: submitted. To view this Request, please use Request ID
1256520

Click OK.

Printing Batch Report

Step 1

Navigate to Processes and Reports—Submit Processes and Reports
New Request Window opens)

O Submit & Mew Reguest [ %]

What type of request do you want to run?

=N

This allows you to submit an individual request. F
Request Set

Thig allowes you to submit a pre-defined set of
requests.

0K Cancel )l
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Step 2

Select Single Request. Click OK. The Submit Request Window opens.
operatng Lt [

Parameters
Find|%
Language
Narme Application =
CHRIS Autornatic WGl Process CHRIS
CHRIZ Batcl selection Report
At these Times CHRIS Batc CHRIS
Run the Job CHRIS Creal CHRIS
CHRIS GSA Audit Sumrmary Repart CHRIS
CHRIS GSA Reconciliation Report - Main CHRIS
Upon Completion CHRIS GSA Reconciliation Report - TSP CHRIS
CHRIS Generate OPM Form 728 CHRIS
CHRIS Generate SF-75 by Employee Name CHRIS
CHRIS Generate SF-75 by SSN CHRIS
Layout
CHRIS Mass Award Report CHRIS
Mofify CHRIS Mazs FEHB Repart CHRIS
Print to CHRIS Master Record Report CHRIS
CHRIS Metrics Repaort CHRIS -
1] »

Step 3

When the Parameters Window opens, click the LOV to find the name of your Mass
Appraisal Process. Click OK twice.

© Parameters

Batch Appraisal [

Ok Qancel} Clear J Help J

Step 4

Click in the Options section. Select the correct printer and click the submit button.
Note: The report can also be scheduled to run during normal batch processes.
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