CHRIS User Guide: Searching for an Existing Plan

CHRIS Responsibility Required: GSA Manager Self-Service or GSA Performance Plan

Module Overview

Purpose 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. From the Main
Plan Information screen the users is provided with multiple options to
search for performance plans. Users have the ability to search across
the agency for any performance plans that have been built in the
CHRIS APPAS module. This guide provides the user instructions on
how retrieve and view performance plans that currently exist in CHRIS.
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Entering the Performance Plan Responsibility

If you are a manager, select GSA Manager Self-Service, then select the Build
Performance Plan (APPAS) menu option.

GSA| E-Business Suite

Logout Preferences Help

Logged In As BONNIEATESTMANAGER
Oracle Applications Home Page

'gator Personalize
Personalize

|| GSA Manager Self-Service GSA Manager Self-Service
3 GSA Manager View Build Performance Flan (APPAS

[3 GSA Personal Self-Service
Appraisals (APPAS)

Awards
Change Password and Accessibility
Inbox

Logout Preferences Help

For non-supervisory employees that assist with performance plans, select GSA
Performance Plan.

E-Business Suite

Logout Preferences Help

Logged In As ANDREWATESTEMPLOYEE
Oracle Applications Home Page

Favorites

HNavigator Personalize

You have not selected any favorites. Please use the "Personalize”
[ GSA Performance Plari Please select a responsibility.
[ZJ GSA Personal Self-& )ice

| Personalize

button to set up your favorites.

Logout Preferences Help
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Querying the Employee and Performance Plan

The user needs to identify which plan that they want to copy. The Plan
Information screen appears and provides multiple options for identifying the
employee. If you are listed as the employee’s main appraiser, you can select the
box next to Plans where you are the main appraiser. Otherwise, the most
direct way to locate an employee is to use the Name field. If searching the name

field, type in the employee’s last name, and select the Search icon .

GS54] GSAManager Self-Service

T Navigator ¥ B2 Favoiites ¥ Home Logout Preferences

Plan Information

To BUILD A NEW PERFORMANCE FLAN for an employe, click on 'Build Ferformance Flar. . - - -
. Users Guide and Video Tutorial | | Aj Is | [Buid Performance Pia
To WORK WITH AN EXISTING PERFORMANCE PLAN, use the SEARCH function explained below to find the plan. sers ouide and Video Tutora ppraisals | [ Buid Performance Plan

[ Show Additional Instructions

Search

Note that the search is case insensitive

Office Symbol Q Occupational Series I Q

Pay Plan and Grade Q Name |Testemplnyee .‘h

Rating Period End Date between =@ i

(example: 23-Aug-2010) {example: 23-Aug-2010)

I” Plans where you are the Main Appraiser * Effective Date [07-Sep-2010 @

(example: 23-Aug-2010)
Go Clear
Generate Perf. Plan Form(s)
Main Appraisal Perf. Plan Rating Peried Rating Period Update Plan / Change Perf. Plan Create Mid- Create
Select Name Appraiser  Status Type Start Date End Date Copy Appraiser Details WorkSheet Form Year Appraisal Delete
No search conducted.
Users Guide and Video Tutorial Appraisals Build Performance Plan

Home Logout Preferences

This will take you to the Search and Select: Name screen. Identify the correct
employee and click on the Quick Select icon 2. This will populate the Name field on
the Plan Information screen.

 [Gs2] E—

/2 https:{ [hrtest.hr.gsa.gov:4441/?_t=fredRCRenc=T50-8859-18_minWidth=750&_minHeight=550&configh oy [ 51

Search and Select: Name

Cancel Select

Search 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.
Office S
"2 search sy [Mame 5] [Testemployee Go

Pay Plan and G
Reating Period End Date bet| MReSults

Select  Quick Select  Hame Organization Position Pay Plan and Grade
(el Testemployee, Andrew A A3QSAF-3 Contract Specialist GS-13
Cancel Select
Main id- Create
Select Name Appr, Appraisal Delete
Mo search conducted.
4l | ]
https: /jhrtest.hr.gsa. govi 4441/0A_HTML/OA jspiregion={gsaforacle/fapps/chrfovjwebuipe [ [ [ [ [ [ [/ Trusted sites H100% -
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Next, select the Go button.

GSA Manager Self-Service

Home Logout Preferences

Plan Information

To BUILD & MEWW PERFORMANCE FLAN for an ernplayee, click on 'Build Performance Plan'
To WORK WITH AN EXISTING PERFORMANCE PLAN, use the SEARCH function explained below to find the plan,

[Hshow Additional Instructions
search

Mote that the search is case insensitive
Office Symbal

[ Ta
[ 14

Rating Period End Date between B
(example: Z3-Aug-2010)
™ Plang where yau are the Main Appraiser

[ Lo |

Appraisal
Status

Pay Plan and Grade

Generate Perf. Plan Form{s)

Main
Appraiser

Perf. Plan Rating Period
Select Name Type Start Date

Mo search conducted.

Users Guide and Video Tutorial ‘ | Appraisals ‘ | Build Performance Plan
Occupational Series | Q
MName |Teshemp\uyee, Andrew A Q
=

(=xample; 23-Aug-2010)

* Effective Date [07-Gep-2010 (&

(example: 23-Aug-2010)

Perf. Plan Create Mid- Create
Details WorkSheet Form Year Appraisal

Rating Period
End Date

Update Plan / Change

Copy Appraiser Delete

Users Guide and Yideo Tutorial | ‘ Appraisals | ‘ Build Performance Plan

If you are not searching for a specific employee, but rather for a specific position and grade in an
organization, you can use the search functions of Office Symbol, Pay Plan and Grade, Rating
Period End Date between, and Occupational Series.

To bring up the list of values for any of these fields, leave the field blank, and select the

Search icon .

GSA Manager Self-Service

Plan Information

Home Logout Preferences

[ Show Additional Instructions
Search

Note that the search is case insensitive

Office Symbol
Pay Plan and Grade

Rating Period End Date between =)
(example: 15-52p-2010)
™ Plans where you are the Main Appraiser

face] lagicery]

Perf. Plan Rating Period
Type Start Date

Generate Perf. Plan Form(s)

Main
Appraiser

Appraisal
Select Name Status

No search conducted.

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.

Users Guide and Video Tutorial | ‘ Appraisals ‘ | Build Performance Plan

Occupational Series | Q
Name | Q
)

(example: 15-5ep-2010)

= Effective Date [15-Sep-2010 (&

(example: 15-Sep-2010)

Perf. Plan Create Mid- Create
Details WorkSheet Form Year Appraisal

Rating Period
End Date

Update Plan / Change

Copy Appraiser Delete

‘ Users Guide and Video Tutorial ‘ ‘ Appraisals ‘ ‘ Build Performance Plan ‘
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Notice that in the Office Symbol search, you can search by Office Symbol or

Organization. If you want to pull the entire list of values, leave this f
the Go button.

/7 https:/ [hrtest.hr.gsa.gov:4445/?_t=fredRC&enc=150-8859-1&_minWidth=750&_minHeight=

ield blank and select

=101 x|

Search and Select: Office Symbol

Cancel

Search

Search By

office Symbol =] | Go

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.

Select

Select Quick Select Office Symbol Organization
No search conducted.
Cancel Select
| | 2]
Done </ Trusted sites *100% -
A

The entire list of values will appear. Select Next, to search through
refine your search by typing a value into the field.

the list of values, or

/= https:{ [hrtest.hr.gsa.gov:4445/?_t=fredRC&enc=150-8859-1&_minWidth=750&_ minHeight=! =1al=|
Search and Select: Office Symbol =
Cancel Select
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.
f Search By | Office Symbolj I ﬂ
‘| Results
<) Previous m Next 10
Select Quick Select Office Symbol Organization
ol = 104 104
ol = 1044 1044
ol = 104B 1048
- 3 10AQ 10AQ
e = 100 10L e
ol = 10P A10P
el = 10P1 A10P1
e ,; 10P1PF A10P1PF
d [ = 10P1PFB A10P1PFB | _>|LI

[ [T T T T [ trustedsites
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If you would like to search directly for an office symbol, type the office symbol into the
search field, and select the Go button. Once you have identified the office symbol that

you are searching for, select the Quick Select icon 2

/= https:/ [hrtest.hr.gsa.gov:4445/? t=fredRC&enc=150-8859-1& minWidth=750& minHeight= BaC 10l x|

Search and Select: Office Symbol

Cancel | Select |

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 | Office S}rmholj ICIH E%

Results
Select Quick Select Office Symbol Organization
C S5 CH ACIH-1
C S5 CH ACH

Cancel Select

l | 2]
[pere [ [ [ [ | [ Trustedsites 0% -

Select the Go button, to run your query, and then all matches will appear. Follow this
same process when running searches for Pay Plan and Grade and Occupational

Series.

GSA Manager Self-Service

Plan Information

To BUILD & NEVW PERFORMANCE FLAN for an srployes, click on Build Performance Flan - : - - -
g Users Guide and Video Tutorial | | A is | [[Build Perf P
To WORK WITH AN EXISTING PERFORMANCE PLAN, Use the SEARCH function explained below to find the plan, Sers fuide and ¥ideo Tutorial poraisals | [ Build Performance Plan

[ Show Additional Tnstructiars

Search

Mote that the search is case insensitive

Office Symbal EIH Q Occupational Series | Q
Pay Plan and Grade Q Mame | Q
Rating Period End Dats betwesn

(examaple: 15-Sep-2010) (example: 15-5ap-2010)

I~ Plans where you are the Main Appraiser * Effective Date  |15-Sep-2010

(zxample; 15-Sep-2010)
?n Clear

Generate Perf. Plan Form(s)

Main Appraisal Perf. Plan Rating Period  Rating Period Update Plan / Change Perf. Plan Create Mid- Create
Select Name Appraiser  Status Type Start Date End Date Copy Appraiser Details WorkSheet Form Year Appraisal

Mo search conducted.

Delete

Users Guide and Yideo Tutorial Appraisals Build Performance Plan
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Understanding the Performance Plan Icons

For each performance plan there are multiple icons. An explanation of these icons is as
follows:

Perf. Update Plan / Perf.
\Appraisal |Plan Rating Period Change Plan Create Create
Select Name Main Appraiser Status Type |Start Date Rating Period End Date = |Copy Appraiser Details WorkSheet Form  Mid-Year Appraisal Delete
v A w A a/Plan in A -Oct- 30- - y
- Testemployee, Andrew A Testmanager, Bonnie A Annual | 01-Oct-2010 30-Sep-2011 @ | & :x; ) = ] FY m

Progress

Click on the Copy Icon "=/ to copy the selected plan to another employee.

Click on the Update Plan/ Change Appraiser icon 4 to change the main appraiser for
the performance plan, and also the dates associated with the performance plan.

Click on the Details Icon od to view specific performance plan details.

Click on the Worksheet icon 7 to view a PDF version of the GSA Worksheet
populated with the selected performance plan’s details.

Click on the Performance Plan Form icon 4 to view a PDF version of the GSA
Performance plan form populated with selected performance plan’s details.

Click on Create Mid-Year icon ' to create a mid-year appraisal from the performance
plan. Once a mid-year is created, it will appear under the heading of Appraisals in
Progress, in Manager Self-Service - Appraisals..

Click on Create Appraisal icon “4 o begin an appraisal in the Appraisals (APPAS)
module. This is further explained in another chapter.

Click on the Delete icon W to permanently delete a performance plan. Caution: Once
a performance plan has been deleted, you can no longer retrieve the plan data.
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