PMP 3 11 2016 course edits

Bullets are repeated twice
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I think the standard is to hide the pink boxes so that they do not display during the simulations

[image: ]


Do not know what to do on the next screen – typed Add Goal and nothing happens same on goal and measurement
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Cannot type in box
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Hide the pink note box
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typed Add a note and nothing happens 
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Note on the last page of the plan screen says quarter
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Says manager, but should be hidden
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There is no table below???
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Pink box and following directions does not move the slide forward
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Should say you have rreviewed an employee on each of their goals and   each of the competency areas
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Them should be then – Reports should say Analytics
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Pink boxes 

[image: ]

Check the link to SAP Training – 
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Remove the bullet on the email the SAP support team
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Add Goal

Type "by the end of September.” to the end of the sentence of the Goal: field

Edit your goal below. _

Fields marked with * are required.
* Goal spell check

| Most Library goals require edits to them when
'you select the goal.

* Measurement: speli ¢
[# of policies or procedures reviewed or changed

legal scan
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———— e
|Add Goal

Overwrite “# of" with "15.
Measurement: field.

Edit your goal below. _

Fields marked with * are required.

* Goal: spell check..._legal sc:

Review and evaluate current policies and procedures and implement changes if necessary|
to improve/streamiine processes by end of September |

When adding the measurement, make
sure it is as accurate as possible. In this
example, there are 15 policies to be

reviewed or changed.
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\You must first use the following URL to begin this transaction:

htp-//sapprdep.dot state co.us-50000/ir/portal. Then select the Manager

Self Service tab and the Performance link.

» Due Now (8)

COLORADO

artment of

Click the link to the work item. sportation

Example: Manager and employees meet and discuss PMP

to rate the April to September period.

Complete prerequisites for course OIT CyberSecurity Module 2:

Basics
You have unmet prerequisites

[Manager and employees meetand discuss PMP for April - Sept

Tof 2 Completed

This is the website for CDOT's performance
management, employee development and
succession planning

A
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Assessmen
Manager PMP Planning @ Employee PMP Acknowledgement €@ Manager Midyear Rating and Goal €@
Mary M PE II: Manager Employee Manager
Due 04/0172016 - Due 04/0822016 = Due 10/102016

Type "Add a note about the completed plan." in the Comments field.

Enter a note for the employee about the
'completed plan. Itis also a good idea to

omplete P ‘mention when the document is due back to you.
For example, "It was great meeting with you to

Voure sboutto|  discuss your goals for the upcoming quarter.
Please review and acknowledge the PMP by

Forward Form April 8th-

Comments by Mary M PE Il

Comments provided here will be included in email nofification(s).
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s atocinaito o ot
;»y Department of REFERAFRIEND ~ SOLUTIONGUIDE ~ COMMUNITY ~ WHAT

Transportats

You have completed a plan for a quarter and sent it to the employee to
acknowledge
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& Complete Bi-annual Review and Send PMP - Windows Internet Explorer

\You must first use the following URL to begin this transaction: |COLORADO
http-//sapprdep dot state co.us-50000/ir/portal. Then select the Manager Self-Service tab A Department of

and the Performance link. Transportation

Sort by Date | Type Performance

This is the website for CDOT's performance
management, employee development and
succession planning

Click the link to the work item.

Example: Manager to rate midyear and set goal
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Apni - Sept Goals
1.1 Become more proficient with MS Word by attending and passing two M
Word training courses, internal or external, by October. edit Delete

Two MS Word courses and passed

* Rating
O S 2+, Successful, Occasionally Exceeds

Managers Comments

B ZU

Click the rating Owrvrire that best describes the performance of the
employee for the period based on the table below.

Other Detai
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April - Sept Goals
1.1 Become more proficient with MS

Add your comments about the Employee’s progress for the period. For

ini i ‘example, "Barbara has completed both of the courses and has
Word training courses, interal or ext demonstrated a much better understanding of MS word.
Two MS Word courses and passed. She provided assistance to a fellow coworker.”

* Rating
O Iy T 2+ Successful, Occasionally Exceeds

Type "Comment on your rating." in the Comment field.
Managers Comments

[comment on your rating|

Others' Rating  Goal Details  Other Details
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April - Sept Goals

Type "Comment on your rating." in the Comment
field.

eptember. at

15 policies or procedures revie

* Rating
Oy 2, Success)

Managers Comments

Add supporting comments about the period's goal rating. For example,
"All of the polices have been reviewed and Barbara has demonstrated a
very good understanding of the policy. She needs help on occasion.”

Once you have completed your review of the
‘goals, review the employee's performance on
the competencies.

|comment |

X

Others' Rating  Goal Details  Other Details
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Provide supporting documentation about the employee’s performance in the
'competency area. For example, "Barbara is very accountable for the work

= e she has done this period and with the increased understanding of HR policy,
Accountability/Credibility has improved her credibility with her peers "

Employee’s work behaviors demonstrate responsible personal and professi
objectives of the Department.

+ Demonsirates responsible personal and professional conduct (honesty, integrity) that contributes to the goals and
objectives of the department
Follows policies, procedures, and rules to contribute to a positive, productive work environment.
Holds self accountable so that actions lead to successful and measurable results/ outcomes.
Identifies current and potential problems in a timely manner and resolves where appropriate.
Actively accepts and supports changes that improve products or services.

* Rating
®"ﬁ'ﬁ 2+, Successful, Occasionally Exceeds

Managers Comments

Type "Comment on your rating.” in the Comment field.

[comment on your rating
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«] Performance Review 2016 v12a for Barbara | PE |  Changessaved. % Ac

Add your comments about the Employee’s Communication and Interpersonal
skills for the period. For example, "This is an area where Barbara shines. She is
j very well liked by her peers and always makes an efirt to include all employees
=

in group actviie

Route Map ~ April - Sept Goals  April - Sept Competencies  Oct - March Goals ~ Oct - March Competencies

Communication and Interpersonal Skills

Effectively interacts and communicates by actively listening and sharing relevant information with co-workers, SUpervisors(s),
and customers, so as to anticipate problems and ensure the effectiveness of the Colorado Department of Transportation.

Communicates effectively by sharing relevant information.
Prepares documents and written communications that are complete, clear, and accurate.
Communicates verbally in a manner that is accurate, clear, and appropriate.

Supports and respects others to promote a positive work environment.
Actively listens and effectively interacts to create effective working relationships.

* Rating Type "Comment on your rating.” in

O JTICITILIL 3 Exceptional the Comment field.

Managers Comments
val

lcomment
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Route Map  April - Sept Goals  April - Sept Competencies  Oct - March Gaals Add your comments about the Employee’s performance
‘when it comes to Customer Senice. For example,"Barbara
is very good with customers and takes time to listen to

them. She also asks questions of them when she does not
understand what they are asking. Occasionally in an effort
to be helpful, she has spent too much time on one issue.”

Customer Service

Works effectively with internal and external customers to satisfy service/product expectati

+ Meets customer expectations and delivers what has been promised.
+ Maintains a positive and professional image on behalf of the department

- Responds to requests for information, products, or services effectively and courteously.
+ Considers internal and external customer input to improve products and services.

* Rating
O YW 2+, Successful, Occasionally Exceeds

Managers Comments
B U

Type *Comment on your rating." in the Comment fild

[comment on your rating

Others' Rating
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, *2 23 80
= Add your comments about the Employee's performance in
safety area. For example, "Barbara has meet all

Route Map  April- Sept Goals  April - Sept Competencies  Oct - March Goals ~ Oct - Marc! R

Safety

We work and live safelyl We protect human life, preserve property, and put employee safety before production.

Complies with employee safety standards, directives, and regulations.

Identifies hazards in own personal work environment and takes appropriate action.
Attends safety meetings and required trainings

Demonstrates safe work behaviors.

Takes responsibility for the safety of others.

* Rating
O 2, Sutkessil, Bxpcted Type "Comment on your rating.” in the Comment field.

Managers Comments

1@ E (S V]IVl

comment| x
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You have reviewed an employee on their goals in each of the
competency areas

Forgot Username?
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Page 91: Dashboard Reports

Puctornance and Competancies Osshbourd -

O

Dashlypard Reports are Accessed from the Homescreen by selecting the Home drop-down
and them selecting Reports.

There are four Performance and Competencies Dashboard reports. Scroll over the Image for
more details of the dashboard report.




image22.png
(& Create Dashboard Report - Windows Internet Explorer

You must first use the following URL to begin this transaction:
htto-//sapordep. ot state.co.us-50000/iri/portal. Then select the Employee Self-
Service tab and the Performance link

COLORA
Department of
Transportation

Sort by Date Performance

This is the website for CDOT's performance
management, employee development and
succession planning

Supenvisor's complete Quarter 1 ratings
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SAP work instructions and other
training materials are always
available on CDOT's SAP Training
website - "saptraining”. (Click HERE
to open the website.)
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In addition to the on-line SAP Help,
CDOT offers you the following
support:

« Your HR Specialist for any type
of help you need with the PMP
Process, click HERE

* Your SAP Support Team. To
email your the SAP Support
Team, click HERE.

« For technical help with any

system issue you can contact
the CDOT service desk




image1.png
Page 12: State PMP Requirements

State Requirements are documented in State Personnel Board Rules and Personnel Directive
Procedures Chapter 1 and 6.

+ Employee must have a performance plan within 30 days of date
of hire

+ Employees and supervisors should meet a minimum of three
times during the performance year

« The three tiered performance rating scale factors are Needs
Improvement, Meets Expectations, and Exceptional

« Three signatures are required for the final performance rating
(Employee, Supervisor, Reviewer)

+ The final performance ratings are due March 31 (calendar year)

« Final performance ratings are NOT to be forced into a distribution
pattern (1%, need improvement; 2% meets expectations; 3%
exceeds expectations)
« The three tiered performance rating scale factors are Needs
Improvement, Meets Expectations, and Exceptional
« Three signatures are required for the final performance rating
(Employee, Supervisor, Reviewer)
« The final performance ratings are due March 31 each year -
« Final performance ratings are not forced into a distribution
pattern
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PMP Requirements

CDOT Requirements are documented in the CDOT Performance Management Implementation
Plan. Click HERE to go to the intranet document.

+ The Supervisor and Employee planning meeting should include a
discussion of the Department goals, the work unit plan, the
employee's Position Description Questionnaire, the employee's

goals and competency expectations
+ Employees should haveerformance goals
Typo - and we changed the language in work instructions to be moi D - not sure exaactly.
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ge 32: What is the Performance Management Plan?

Accountability

Credibility *

Safety *

Can you add the bi-annual and PMP

description to the previous slide. Looks Job
like a mistake to have slide 31 and 32 so o
similar

Bi-annual Performance

Performance Management
Goals (1t0 2) Plan

Roll your cursor over the graphic for a detailed descrip
components.
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(& Create a Performance Goal 2016 - Windows Intemnet Explorer s

\You must first use the following URL to begin this transaction:

Iito://sapprdep dot state co.us:50000/ir/portal. Then selectyge Manager Self Service tab and the
Performance link
EMPLOYEE

Performanc

Sort by Date | Type

This is the website
management, emy
succession plannii
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Delete the preloaded goal content in the Goal field and
‘confirm the Category is correct

It your goal below.

Type "Add goal " in the Goal: field

Fields marked with * are required

ol An example of a goal is: "Become more
* Goal spellcheck... legal ‘proficient with MS Word by attending and
passing two MS Word training courses,
internal or external, by October”.
|Add Goal
fRRaz spell check..._legal scan.

Preloaded Goal - Please overwrite this data with your first goal
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Edit Goal

Edit your goal below.

‘measurement

* Measurement:

Remove the preloaded content from the field and enter the

courses, internal or external, by October.

field.

ing and passing two MS

Type "Add measurement for the goal.” in the Measurement:

spell check

legal sc3

|Add measurement for the goal|

X

example of a Measurement
jord courses taken and passed.”

“Two MS




