
Update Setup Details:

For Rating Officials -
Update a Performance Plan

1.  Begin at the Performance Appraisal Application Main Page.

2.  Select the pencil icon under the Update column next to the employee's name to view the

Rating Official Review page.

3.  Select the Update Plan/Appraisal button to view the Update Plan/Appraisal page.

4.  Make any necessary change(s) to the information in the Setup Details, Relevant

Organization Mission/Strategic Goals, or Component Unique Information field(s).

5.  Select one of the following:

• Select the Cancel button to discard your changes.

• Select the Save button to receive confirmation your information was saved and remain
on the Update Plan/Appraisal page.  Note:  The Save button is the only selection

that allows you to continue updating the Performance Plan.

• Select the Save and Continue button to save your information and view the Rating
Official Review page.

6.  Select one of the following:

• Select the Transfer to Employee button.

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

Add a Job Objective:

1.  Begin at the Performance Appraisal Application Main Page.

2.  Select the pencil icon under the Update column next to the employee's name to view the

Rating Official Review page.

3.  Select the Update Plan/Appraisal button to view the Update Plan/Appraisal page.

4.  Select the Add Objective button under Job Objectives to view the Add Job Objective

page.

5.  Enter information into the Objective Number and Objective Title fields.
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6.  Enter draft Job Objective text into the Job Objective field.

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

8.  Select one of the following buttons:

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

• Select the Save and Return to Update Page button to view the Update
Plan/Appraisal page when you have completed adding Job Objectives.

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

Delete a Job Objective:

1.  Begin at the Performance Appraisal Application Main Page.

2.  Select the pencil icon under the Update column next to the employee's name to view the

Rating Official Review page.

3.  Select the Update Plan/Appraisal button to view the Update Plan/Appraisal page.

4.  Select the trashcan icon under the Delete column next to the Job Objective to be deleted

to view the Warning page.

• Select the No button to stop the deletion.

• Select the Yes button to confirm the Job Objective has been successfully deleted and
return to the Update Plan/Appraisal page.

5.  Select the Save and Continue button to return to the Rating Official Review page when

you have completed your deletion(s).

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

Update an Existing Job Objective:

1.  Begin at the Performance Appraisal Application Main Page.

2.  Select the pencil icon under the Update column next to the employee's name to view the

Rating Official Review page.

3.  Select the Update Plan/Appraisal button to view the Update Plan/Appraisal page.

4.  Select the pencil icon in the Update column next to the Job Objective to be updated to

view the Update Job Objective page.  Note:  Updating these fields will change the status
of a Job Objective to PENDING.
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5.  Review and make any necessary change(s) to the Objective Number, Objective Title, Job

Objective, and Contributing Factor(s).

6.  Select the Save and Return to Update Page button to view the Update Plan/Appraisal

page when you have completed your update.

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

Adjust Optional Job Objective Weights:

1.  Begin at the Performance Appraisal Application Main Page.  Note:  Updating a weight

causes the corresponding Job Objective's status to become PENDING.

2.  Select the pencil icon under the Update column next to the employee's name to view the

Rating Official Review page.

3.  Select the Update Plan/Appraisal button to view the Update Plan/Appraisal page.

4.  Select the blue down arrow to the right of Optional Weight of the Job Objective to be

updated.

5.  Select the applicable weight percentage from the list of values.  Note:  The sum of the

weights for all approved objectives must equal 100%.

6.  Select the Save and Continue button to save all updates and view the Rating Official

Review page.

7.  Select one of the following:

• Select the Transfer to Employee button.

• Select Logout at the top right side of the page to exit.
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                  Update a Performance Plan  

  1.  Begin at the Performance Appraisal Application Main Page.   

  2.  Select the pencil icon under the Update column next to the employee's name to view the   

  Rating Official Review page.     

  3.  Select the Update Plan/Appraisal button to view the Update Plan/Appraisal page.   

  4.  Make any necessary change(s) to the information in the Setup Details, Relevant   
Organization Mission/Strategic Goals, or Component Unique Information field(s). 

  5.  Select one of the following:   

  •   

  Select the Cancel button to discard your changes.     

  •   

  Select the Save button to receive confirmation your information was saved and remain 
on the Update Plan/Appraisal page.  Note:  The Save button is the only selection   
that allows you to continue updating the Performance Plan.  

  •   

  Select the Save and Continue button to save your information and view the Rating 
Official Review page.     

  6.  Select one of the following:   

  •   

  Select the Transfer to Employee button.   

  •   

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

  Add a Job Objective:   

  1.  Begin at the Performance Appraisal Application Main Page.   

  2.  Select the pencil icon under the Update column next to the employee's name to view the   

  Rating Official Review page.     

  3.  Select the Update Plan/Appraisal button to view the Update Plan/Appraisal page.   

  4.  Select the Add Objective button under Job Objectives to view the Add Job Objective   
page. 

  5.  Enter information into the Objective Number and Objective Title fields.   
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  6.  Enter draft Job Objective text into the Job Objective field.      

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

  8.  Select one of the following buttons:   

  •   

  Select the Save and Add Another button to add another Job Objective.  Repeat steps 
5 thru 7 to enter additional Job Objectives.   

  •   

  Select the Save and Return to Update Page button to view the Update 
Plan/Appraisal page when you have completed adding Job Objectives.   

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

  Delete a Job Objective:   

  1.  Begin at the Performance Appraisal Application Main Page.   

  2.  Select the pencil icon under the Update column next to the employee's name to view the   

  Rating Official Review page.     

  3.  Select the Update Plan/Appraisal button to view the Update Plan/Appraisal page.   

  4.  Select the trashcan icon under the Delete column next to the Job Objective to be deleted   

  to view the Warning page.   

  •   

  Select the No button to stop the deletion.   

  •   

  Select the Yes button to confirm the Job Objective has been successfully deleted and 
return to the Update Plan/Appraisal page.   

  5.  Select the Save and Continue button to return to the Rating Official Review page when   

  you have completed your deletion(s).   

  6.  Select Logout at the top right side of the page to exit.   
Update an Existing Job Objective: 

  1.  Begin at the Performance Appraisal Application Main Page.   

  2.  Select the pencil icon under the Update column next to the employee's name to view the   

  Rating Official Review page.     

  3.  Select the Update Plan/Appraisal button to view the Update Plan/Appraisal page.   

  4.  Select the pencil icon in the Update column next to the Job Objective to be updated to   

  view the Update Job Objective page.  Note:  Updating these fields will change the status 
of a Job Objective to PENDING.   
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  5.  Review and make any necessary change(s) to the Objective Number, Objective Title, Job   

  Objective, and Contributing Factor(s).    

  6.  Select the Save and Return to Update Page button to view the Update Plan/Appraisal   

  page when you have completed your update.   

  7.  Select Logout at the top right side of the page to exit.   
Adjust Optional Job Objective Weights: 

  1.  Begin at the Performance Appraisal Application Main Page.  Note:  Updating a weight   
causes the corresponding Job Objective's status to become PENDING. 

  2.  Select the pencil icon under the Update column next to the employee's name to view the   

  Rating Official Review page.     

  3.  Select the Update Plan/Appraisal button to view the Update Plan/Appraisal page.   

  4.  Select the blue down arrow to the right of Optional Weight of the Job Objective to be   

  updated.   

  5.  Select the applicable weight percentage from the list of values.  Note:  The sum of the   
weights for all approved objectives must equal 100%. 

  6.  Select the Save and Continue button to save all updates and view the Rating Official   

  Review page.   

  7.  Select one of the following:   

  •   

  Select the Transfer to Employee button.   

  •   

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