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 Getting Started Overview

The MCP/ASR PEP web portal is an efficient tool for managing individual performance
management. It covers both annual and probationary evaluations, and is automatically
updated each pay period. The web portal is to be used in conjunction with the handbook and
other program resources. For more information visit our website at:
http://intranet/HumanResources/mcp_asr.htm

Note: For Technical problems or support call the Help Desk at 645-5758. For process issues,
contact your departments HR Rep or the City’s Compensation Manager (614-645-0293)

Web Access Information:

https://gwars316csr/HR/Evaluations/

This is a secure website, and can only be accessed from a City location

Log-in:

In order to log-in you will need a pin. Your social security number will act as your pin.
When keying in your social security number, only dots will appear on the screen. Your
social security number was selected as the pin to protect employee confidentiality.

While logging in, you will also be required to type in the evaluation year. Going forward,
this will allow you to access historical information.
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Dashboard

The Dashboard will act as your starting point and your home page in this process. It will allow
you to navigate around the system. The links on your Dashboard are determined by your role
which can be any of the following or a combination thereof:

Manager
Employee
Reviewer

Appointing Authority

£ F = ¢

Department HR Rep

Note: Selecting the “Dashboard” tab will allow you to return to the home page of the PEP
program should you get lost in navigating the system.

On the Dashboard you will have the following options to choose from:
LOG-OUT -Will close the Dashboard and take you back to the password entry.
BLANK EVALUATION - Will take you to a blank evaluation screen.
VIEW MY EVALUATION - Will allow you to view your evaluation. You can only view the
evaluation if it is not in the reviewing process. If you try to view the evaluation while in the
reviewing process you will receive the notice “Evaluation in Progress.”

REPORT EMPLOYEES — Will only appear if you have direct reports.

CRYSTAL REPORT - Under Crystal Reports you will only be able to view your direct
reports. There are three ways to view the reports:

e CRYSTAL REPORT BY JOB CLASS - Alphabetical order by job classifications
e CRYSTAL REPORT BY NAME - Alphabetical order by name
e CRYSTAL REPORT BY SUPERVIOR - Alphabetical order by supervisor

-2l Heviews - Dashboard - Microsolt Inkeimet Enplorer & Microphona  [BTocl | 08 Handwiling 257 D & | = [=leh
File Edit  View Favorbes Toos  Hep | = |
demack - =+ D A | Pueach [giFavarites Piveda B | G- Sb B - =]
address |—-|_,:'.] htbpe: [ [ ar e a2 Gappacs w 1R Trakation s rs. sspos ;I orla | Links ™

S

City of Cohondars

MOPASE Paformance Excellonee Progmrm

Form Civil Service Commmission
Ly Chat Winay prny Evrabaativn Cryetal Faypot; bnydobs Clenn:
Blank Evaluatinn Pt Ernpslognres Crystal Papoat: ke Marna
Crystal Regaon: by Supecedson

Axwval

Famk Paodod Goaks L[N R TR Prrviures Peenderes
Data Start Pty (Op) Caarral ot
| 3

I MOP 2SS OGN _ILI
g

[ETH] | 5 [ Local intranst
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The middle section of the Dashboard will display:

ANNUAL - Will show direct reports who are currently included in the annual review
process

PROBATIONARY - Will show direct reports who are in a probationary period
ACTIONS — Will show those who have an action in progress or needs an action taken

/i Reviews - Dashboard - Microsoft Intermet Explorer
File  Edit Wiews  Pavorkes  Tooks  Help

o Microphon [ Tools | & Handwiing a7 [ v Pad | () | 7 |=d2lx]
|
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Barg anik Parind Goats | Mid Year Sup Reafien
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MCP 24991 01002006  (oA0L200G

MCP 0921209 0012006 05062006
MCP 07302006 0012006 05012006
MCF DTRG00GS 0006 DS 162006

Barg Hank Period il Sup Fenieny Fewieny
Uinit Dt Start Miear R Compl at

MCP OF/AVANG R CHLPG

Prol

Avction
“ rlug Unit | Rank Date | Peariod Start m Mid YeanOp | Sup Review | Approve A
| THAMCANT THANSANE TR TERARCANR Fromlivass I _'L‘
4 3
|&] Dona il 2 B Locsl intranst

Fistmt| | L] @ S B | |EReviews - Das.. | £ Meroscit outln-u...| ﬁ_']r\'lunfremachm...l B The Gulcedraft...l |t.f B el ziozem

The bottom section of the Dashboard will display the Legend:

Cverdue Indicates that a step is past due in the PEP process
Coming up to deadline Indicates an action step deadline is growing near
Retuned Evaluation Indicates that the last approver “disapproved” the evaluation

rating and comments

. Indicates that the employee has either left the City or has
Inactive Employee changed classification/ program department that is outside of
the PEP process

i Revievws - Dashboard - MiCrosoft Internet Explorer o Microphone 8 Tools | o€ Hendwiiling a7 [ ) < | =le=l =)
File Edit View Favorkes Tooks Help |
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 Performance Planning |

Tab 1: Performance Goals

Step One: Setting the Performance Goals

1. Once a meeting has taken place between the manager and the employee and both
parties have established and agreed upon the performance expectations/goals and
what the employee will be evaluated on, the next step will be to add the goals to PEP

2. Click on to input the “Goals.”

‘B Reviews - Main Page - Microsoft Internet Explorer (&3]
Fle  Edit  wew Favortes  Took  Hep S
Qaack - o - :E»: Z :‘ # ) Search =7 Favorites Foes - e - ‘:‘i
: s ] httpss fqwars 12 Cappe ca ME Euaiuatons fdsplay_aspe ' =412 v | EY o

-~

Employee Name:
Classification Title:

Date of Rank:
Evaluation Period: From: 1M1/2006 To: 1273172006 Evaluation Type: Annual

Department: Division:

[ Gote Dashboard | [ Primt Resiew |

Performance Goals

Performance Goals

Measurement Timing
Objectives or Key Job (How will you quantifi, verify, or Outcomes
Reszponsibilities observe success? Whar crivical (Sunonary of progress to Resulis
(T Frat yore will do) milestones should be dare)
cornsidered?)

l Clone Goals ] [m] [Rﬂee‘. J

| 2N PEP Uiser's Guide 0.

Note: The reset button [”‘-‘3*1 ] is used to clear out the area that you are working in. Reset
can only be used before you save a document.

Step Two: Adding the Goals

When adding goals in the “Objective or Key Job Responsibilities” column, be sure to
identify the “Measurement/Timing” criteria as well. Click on Saye | to save the goal

added.

1. To add additional goals to PEP, click on . Remember to click on Save
after adding each goal.
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3 Reviews - Main Page - Microsoft Internet Explorer
File Edit view Favorites Tools  Help w
. A = D = W= ==
ek - LD * [ @n | SO search Slpravontes €2 - L > 33
address [#] https:/fawars325appsdey/HR/Evaluations display. aspx?y =432 ~| Go | Lnks >
[ Goto Dashboard | [ Print Review | =
Performance Goals
e
Measurement/Timing
Objectives or Key Job Responsibilities (How will you guantify, verify, or Outcomes
(What you will do) b ? What critical (Summary of progress to ¢
milestones should be considered?)
Creat calendar for upcoming Hawve a SiX month overwview
community events foxr 2007 ready for cabinet meeting in
February 2007
[Planning Meeting Completed: [  Evaluation in Process: [] B
Save | [Add] [ Resat = )
< >
= | %4 Local intranet
3 .. %, 12:19PM

&]
il PER User's ... 5l Document2 ... 2R Re

-~ | E3 MicrosoftE...

Note: The “Clone Goals” feature |@ will allow you to copy goal from another
employee’s evaluation and paste it into the current “Objective or Key Job Responsibilities”

area. See Appendix A for details.
Step Three: Reviewing the Competencies (Competencies Tab)

Discuss with the employee what “Successful” performance would be on each

competency including the leadership competencies if applicable.

2. Click on the “Competencies” tab and scroll down to the leadership section. If this
section does not apply to your employee, click “Not Applicable” for both sections and

1.

click ggye

Step Four: Complete the Planning Process:

1. After all goals have been input and discussion has taken place with the employee, go
to the bottom of the page and select “Planning Meeting Completed” and then S gye
This function will start the process for the next step in PEP.

A Reviews - Main Page - Microsoft Internet Explorer \
Help iy

File Edit View Favorites Tools
. A, —~ n > T
- ) o' i - ] - by
e Back () |ﬂ @ -_lj - Search ¥ Favorites &3 = &= 5
Address |@ https://qwars325appsdev/HR [Evaluations /display.aspx?v =432 w | Go Links **
agends plan for 2007. plan in January of 2007. ~
Test TEst
[Planning Meeting Completed: Evaluation in Process: []
-
<3 >
v
< | &
=] ﬁ Local intranet

& 7 12:50eM

&] Done
i3l PEP User's G... @l Document2 -... <} Reviews -M...

—
ie start @ 3 Micosoft... | Ed Microsoft Ex...
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Mid-Year Review

Mid-Year information is mandatory for employees who are in a probationary status. For annual
employees, the mid-year review will be optional. The Mid-Year section will be used for making
comments on the progress that the employee is making based on the goals that were set at
the beginning of the year or PEP cycle.

A} Reviews - Main Page - Microsoft Internet Explorer

l:i]h:ps:,"_"qJ\-'a'53255pps:e‘-'."-R,‘E\,aLa:uns,"dspa'_).z-spx?t---‘32: b aGn

Emplovee Data

Employee Name:

Classification Title:

Date of Rank:

Evaluation Period: From: 1M/2006 To: 123172006 Evaluation Type: Annual

Departmant: Division:

[ GotoDashboard | [ Print Review |

I I | mid vear ||
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Annual Review

Tab 1: Performance Goals

To begin the review process, you will need to start with the “Performance Goal” tab and
complete the “Outcomes” and “Results” sections. Be sure to activate the “Evaluation in
Process” lock feature at the bottom of the goals page by clicking on the box. By doing this, it
will only allow the reviewers (i.e. Manager, Appointing Authority and HR) to review the
evaluation while in progress. If the employee should try to review the evaluation while in
progress, the employee would receive an “Evaluation in Progress” message, and be unable to
view the any ratings or comments in place at that time.

Step One:

1. Click on the “Performance Goal” tab.
2. For each “Outcomes” section, be sure to complete the “Results” section. Once all

“Outcomes” and “Results” have been completed, click on “Evaluation in Progress” and
then click Sgye

A Reviews - Main Page - Microsoft Internet Explorer

File Edit View Favorites Tools Help ;','
Q Back ~ () \ﬂ \EL] .'\J /._ ) search :\—/ Favorites &i = E i‘i
Address ﬂjhttps:ﬂqwars325appsdevﬂ-lRvaaIuaﬁonsfdisplay.aspx’ll'=432 v i Go  Llinks **
[ Go to Dashboard ] [ Print Review ] w
| Performance Goals! “ || |
.3
Measurement/Timing
Responsibilities  (How will you quantify, verify, or Qutcomes Results
ill do) observe success? What critical (Swmmary of progress to date)
milestones should be considered?)
O Not
Entered
Fh outside done © Exceeded
O Met
O Did Not
Meet
O NA
Goto
Bottom
Q Not
Entered
(@ Twnandad A4
< ¥
@j 5 & Local intranet

u" start r[@] 3 Microsoft... - rEJ Microsoft Ex... rrﬂ PEP User's G... ruj Document2 -... 5 Reviews - M... Ql)ﬁ: 1:46 PM
B
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Tab 2: Competencies

Step Two:

Under the “Competencies” tab there will be four Core Competencies that will apply to all PEP

employees, along with two Leadership Competencies that may or may not apply. When
completing this section, you are required to rate and add comments for each section that

applies.
The Core Competencies are:
«+ Customer Focus
< Accountability for Results
< Continuous Improvement
< Culture of Occupational Safety

The Leadership Competencies (if applicable) are:

« Managing Performance
« Managing Resources

A Reviews - Main Page - Microsoft Internet Explorer

File Edit WView Favorites Tools Help

eBack | \ﬂ @ ;\_| /..-\’ Search ‘i‘( Favorites ﬁ} [-:v :_\; - _J ‘:’j

&)

X
4:

Address |@ https:ffgwars325appsdey HR [Evaluations display. aspx?v=432# V| Go | Links ®
"

[ Go to Dashboard H Print Review ]

| ” Competencies ” ” |

¢ Core Competency: Customer Focus:

Serves as a role model for one-on-one customer service delivery

Anticipates broad customer needs based on day-to-day experiences
Recommends customer-focused processes or sohutions to those needs with due consideration O Exceptional

for resource constraints

to the level of Exceptional

Greets customers and lstens carefully
Provides requested assistance and'or information in a prompt and courteous manner to satisfy

Performance Description Compentcy Rating

This level represents performance that is significantly higher than Successful, but does not rise O Highly Successh

the customer O Successful
o Performs with accuracy and thoroughness
o This level represents performance that is significantly lower than Successfil, but is not O Needs .
o LR
@ [% ‘:} Local intranet

| @ 3Mosoft.. -| EJ MoosoftEx.. | GPEPUsersG.. | G Dowment2-.. T Reviens-M. &) 1:35PM

Step Three: Completing the Evaluation Section:

Once the evaluation/rating and comments have been added, be sure to click

Revised 12/1/06
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Tab 4: Approval:

Step One: Click on “Add Approval”

R Reviews - Main Page - Microsoft Internet Explorer

fle Edit View Favorites Tooks Help o
\ N
- - o By . = Bl - 24
O Badk O =] [&] g | A Search . Favorites 62 b= .Ai
P m - . : & & s P
ddress |#] https: ffqwars 325appsde MR Evaksations /display, aspx 2V =432 e Go  Links

Performance Excellence Program

Emplovee Data

Employee Hame:

Classification Title:

Date of Rank:

Evaluation Period: From: 1/1/2006 To: 12/31/2006 Evaluation Type: Annual

Department: Division:
[ GotoDashboard | [ Print Review |
I | I |f Approvals

<

Note: Determine an overall rating. Be sure to review the previous tabs “Performance Goals”
and “Competencies.”

FIRST LEVEL OF APPROVAL: “MANAGER”

Step One: Complete comment sections to support your evaluation rating.

Step Two: Select your rating and click Save

R Reviews - Main Page - Microsoft Internet Explorer

File Edit View Favortes  Tools  Help =
Back - Y [ " rch = 6:‘ B - “i
) 1= = i Seal . Favorites - ey by,
7 " - . A - o e B
deress | 48] hitps:fiqwars325appsdey fHR Evaluations dsplay, aspx?A =4322 w So Liriks
A

I | I || aperovals |

Manager's Approval Summary

Panager's Comments:
complated

Orverall Performance Ramg:
None Exceptional Highly Successful Successful Needs Improvement Unsatisfactory

MManager's Signatwe: MManagsr's Mame Dare: 8/4/2006

Add Approval

<
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Step Three: If the comments and evaluation rating are correct and complete, click “Save and
Forward.” “Save and Forward” will move the evaluation to the next level of review for approval.

Note: By selecting “Save”, this allows you to review the entries made. If any changes need to
be made they can be corrected before forwarding the evaluation onto the next approval level.

Once you have selected “Save and Forward” the system will date stamp your name, date, and
reviewer title. From here the evaluation will move to the next level in the approval process.

Note: If an error is made and you have already clicked “Save and Forward”, you will need to
contact the next level approver to request that the evaluation be sent back to you. The
approver will need to click “disapprove”. This will automatically send the evaluation back to the
last approver.

SECOND LEVEL OF APPROVAL: “REVIEWER”

(This level may or may not apply depending on reporting hierarchy)

Step Two: At this step you could choose to add your comments to support the evaluation
rating and select “Save and Forward,” or you could disapprove the rating. If the evaluation is
“Disapprove,” the evaluation will be returned to the “Manager” along with your comments.

IR add_appraval - Microsolt ioteronet Explorer
File Edit Wiew Favori Tows  Hedg o
€3 macke - y - [=] (B Fo | O seeen S ravonee £8 | 53 B B - [ 3%
+ '-|-&:|h'.1p:.'.l’.ft|W:|'=32Smp:'d:V."l'F'..'!wM-unun:.'dl:nJ‘ur.Mpx’-‘-"l!z ""l (= K nka
| ReviewerApproval |
| Comnaments: .
| [Sava] [ Cancel | [ Save and Foward | [ Disspprove
@] Done 2| %o Locad intranet

P e b s = [P i
g ZTArL 2= A Moroaaft Outiack - T2 2 Ivvberpet Expdorer = | gl | The Geade draft 1.do...

Note: You can choose to save this section for a later time by simply clicking on “Save”. This
will allow you to save the information that you have already entered for a later date to finish.
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THIRD LEVEL OF APPROVAL: “APPOINTING AUTHORITY”

Step One: Same as “Step Two” at second level.

a addd_approval - Microsaft Internet Explorer

Film Edit View Favorites Toola Halp
Do - €3 - [x @] #h Dscan frroens € 3-S5 B - L) 5

Addes |_-a:|H!bl.‘f’hwl’l:!Slﬂplﬂvﬂmhlhﬂﬂlfﬂlﬂly.lﬂpx:‘n-351 .,.-l GO ke M
Appanting AutharityApproval {Drirector)

Coanmmcalh.

| Savvm | | Cancel | | Save and Foward | | Disapprows
& oune 5 = Lpcal svranet

ca BIarT | S Inbox - Microaoft . o5 Raguant 8818510 | .l The Guids draft 1. BN add soreo & 0T Taarm
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Final Level of Approval: Department HR Officer

Step One: Once the meeting between the manager and the employee has occurred and any
comments have been added, the next and final step will be to “Save and Forward”. By doing this,
it will return to the Human Resources Officer for final approval. The Human Resources Officer will
receive the final approval under their “ Action” area on their dashboard.

T e T e e

. A
A |ﬂjl.u|.. dFepea e 5 B B g ke P walabicena L g o - Y. T _

P EY AN Forflermonssrs Exocilerooe Passgamsiss

' HR Officer

BTain iy Ib.A-—l..l.l-u-a.-l fwn Pl

Cayrdal Haugrost Lng Fols U ows

[ EITRE T | Wiurew i Evaliro@ o
tH ol Evtirimbaere Farprrrt Cemp s v Cryrtal Diapr st Ay Marmar
P EHEE E IR 1 Stinl P e bey 5 i e v

ST

g
[ ¥ T
My

RMITTEED DAL

RACE URAIEOTEE G
Aaadfaran
[ Serme | Do o o My | Mt YwmrOvs | S Rt | Asorove e
RAL MR AN [T TN Wi AN RILG BAE) | h RILE MAE) | N LIS ey
Epimly
Fanrsvinwr sursyssns wens L
. 1 |
=1 S e e -
“'ﬂ!lrrl.l Rt [ T FEarsiece .. .n-'}--'-rr--...i Bl ExFma. | B oo cum Ir.a:'ll-rl- £ " onah D gl = e

Step Two: Human Resources Officer will review all information entered and review comments from
employee. If the comments made by the employee raise any type of concern, the evaluation will be
re-routed to the manager or appointing authority for view and the evaluation will need to go back
through the steps. If all of the information has been reviewed and no concerns raised, then final
approval will be given by HR Officer clicking on “ Finalize Evaluation”. Once this has been done
the manager’s dashboard with “Reviewed Completed Field” will show the date.

Address |4&] https:iqwar sZeSappsdevHR JEvaluationsfdisplay . aspe T =432 4 ;l ] -

=l

[Fewiewer's Signature: Drept . Director Drate: 1001572008

Fen to Taop _Ce Lo Boobiarn

IEEmployee’s Comrments:

Teac =1
=l

Finalize Evaluation I 11 Retumn to hkigr Feturm 1o &8, I

Two copies should be printed out, one for the employee and the other for the employee’s file. This
will complete the annual performance review process.
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Cloning Goals

Step One: Click on|__Clone Goals |

=2 clonel.bmp - Windows Picture and Fax Yiewsr

B Reviows - Maln Page - Miorossit [nieoeet [xplorer

Performance Excellence Program

Employee Data

Empleypae Mamn:

O el M vy Titlie!

Drate of Ranks LRGN

Evaluation Period: Fram: 1712006 Te: 12312006 Evalusiion Type: Annwual

Deparirment Finance Dirpctors Office Divisien: Division of Facilitien Mansgeman

" o 1o Dashboard

Objectives or Key Joh Responsibilitios (How will you quanifl, vergly, oraobrerve Chtrome s Barits
(T har pou will do) swccess? Whar critical rriletones should be  (Summary of progress o dar)
cnmeidened T}
[Add] [Rosst | [ Clorw Geals_|

44 start

Step Two: Key in the SS/Pin number and year of the employee you would like to clone the
goals from and click . From there you can copy the goals and then paste the
information into the current evaluation.

4} Clone Goals - Microsoft Internet Explorer

Address [#] https:/iqwars325appsdev/HR/Evaluations/display . aspxr¥—432 | &eo

Clone Goals from:

PIET bTbr: |
Tear: [

Da It I Cancel I

HOSOI

=l
& Done [& [BE Local intranct
i@ start || | Slkaren Hud... | E4$10 off ail .| 4rE: ones ... |[E7Clone Goa... B1The Guide ... | Sfjuntitied -p...| [ B B By s:5e Pm
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