
Complete these steps to create your Performance Plan:

For Employees -
Create a Performance Plan

1.  Begin at the Performance Appraisal Application Main Page.

2.  Select the Create button next to Performance Plan on the top right side of the page to

view the Create Performance Plan:  Setup Details page.

3.  Review and make any necessary change(s) to the default values.

4.  Select the Next button to view the Create Performance Plan: Overview page.

5.  Enter information in the Relevant Organizational Mission/Strategic Goals field.

6.  Select the Add Objective button to view the Add Job Objective page.

7.  Enter information into the Objective Number and Objective Title fields.

8.  Enter your draft Job Objective text into the Job Objective field.

9.  Select the Contributing Factor(s) that apply to the Job Objective.

10. When your Job Objective information is complete, select one of the following buttons at

the top right side or bottom right side of the page:

• Select the Cancel button to discard your changes.

• Select the Save button to confirm that your information has been saved and remain
on the same Add Job Objective page. You may continue to edit your plan after

saving.

• Select the Save and Add Another button to add another Job Objective.  Repeat steps
7 through 9 to enter additional Job Objectives.

• Select the Save and Return to Overview Page button to view Create Performance
Plan: Overview page when all of your Job Objectives are completed.

11.  Select the Next button to view the Create Performance Plan: Review page where you

can review your completed Performance Plan.

12. Select the appropriate button at the top right side of the page to complete your plan:

°  Select the Return to Main Page button to view the Performance Appraisal

Application Main Page and retain ownership of your Performance Plan.
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• Select the Back button to return to the Create Performance Plan: Overview page,
where you can continue working on your Performance Plan.

• Select the Transfer to Rating Official button to view the Share Appraisal Details
with Rating Official page. Select one of the following buttons:

°  Select the Cancel button to avoid transferring your plan.  Note: You cannot

continue to edit your plan after transferring it to your Rating Official.

°  Enter your notification message and select the Transfer to Rating Official button.

13. Select Logout at the top right side of the page to exit.
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