E B COLORADO Create Performance Document

L Departrent of

Transpartation Work Instruction

Purpose

Use this procedure to create a Performance Document to record a job well done or to document an
area for improvement. Once this form is completed by the Supervisor it is routed to the Employee for
them to acknowledge. If the Performance Document is being used to document a "Needs
Improvement" then a meeting with the Employee should occur prior to the Performance Document
being sent to the Employee. The Performance Document is an informal documentation and is not
recognized by the Department of Personnel Administration as part of the formal Disciplinary
process.

Trigger

Perform this procedure when you want to create a Performance Document to recognize an Employee
for a job well done or to document an area that needs improvement.

Prerequisites

e For Performance Documents where an Employee needs improvement a meeting is
required explaining why the Performance Document is being created
e There is an informal need to document an employee's actions
Menu Path

Use the following URL to begin this transaction: http://sapprdep.dot.state.co.us:50000/irj/portal.

e Select Manager Self-Service tab = Performance link
Transaction Code
Not Applicable
Helpful Hints

None.
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Procedure

1. Start the transaction using the URL http://sapprdep.dot.state.co.us:50000/irj/portal. The
SAP NetWeaver Portal screen displays.

ﬁ Click the Employee Self-Service tab in the SAP NetWeaver Portal screen, then select
the Performance link in the Performance and Development section.

SuccessFactors: Home

Home ~ Mary PE Il (msstest777) v Q

Home  Help & Tutorials

To Do~ Sort by Date | Typs Performance

» Due Now (8 This is the website for CDOT's performance
management, employee development and
» Due Later (9) succession planning.

» Due Anytime (6)
» Recently Completed (1)

My Info My Team Links

Mary M PE Il s (7] (6] Org Chart Directory

BELLIRE First1703 M First1 765 First1649 M Resources Profile
; T Last1703 Last1765 Last1649

& Edit

Barbara .J Firstd493 M First2715 M
PEI Last4493 Last2715

* . x First1181 M Linda S First7152 M
Profile 0% complete Last1181 Eng Tech Last7152

First1593 M First1313 M || course remi...
1 act1007 1 asi1313 Mew Hire

2. Click Home drop-down button &l
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SuccessFactors: Home

COLORADO
Department of
Transportation

Mary PE Il (msstest7/T) » Q People &?

Home
Goals
3 -t Performance Sort by Date | Typs Performance

Talent Review This is the website for CDOT's performance

Learning | management, employee development and
| succession planning.

Development |

Succession t“

Company Info

Employee Files

Analytics

My Info My Team Links

Mary M PE Il (7] (6 ) Org Chart Directory

PE Il RE First1703 M First1765 First1649 M
5 7 Last1703 Last1765 Last1649

Resources Profile

& Edit

Barbara .J Firstd493 M First2715 M
PEI Last4493 Last2715

. First1181 M Linda S First7152 M
Profile 0% complete Last1181 Eng Tech Last7152

https:// hemBpreview.sapsf.com/sf/pmreviews?bplte_company=cdottest&_s.crb=TZI3NusM... ]ﬂ COUTESRRRIMI. .

Teryerery TerTrry Mo Hire

Performance
3. Select Performance option from the drop-down menu.

B If you are not taken to the Reviews page, click the link for Reviews and proceed to step
four.
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SuccessFactors: My Forms

COLORADO
Performance « Mary PE Il (msstestT77) + Q_ People Department of

Transportation

Reviews

My Forms

All Forms ltems per page: Displaying 0 records ® A O My Direct Reporis
In Progress

Inbox
Display Opti
En Route [ Display Options

Completed M Form Tite ™I Employee ¥ step I Date Assigned ¥ Step Due Date B Form Start Date ] Form End Date ¥ Form Due Date ¥
Last Modified [ Sent From

Form Title ¢ Employee Step Date Assigned Step Due Date Form Start Date Form End Date Form Due Date Last Modified Sent From Action

Form Status

ltems per page: Displaying 0 records ® a1 O My Direct Reporis

4. Click Create New Form button slEEslsl FLL

Monday, March 07, 2016 Preliminary 4/19




COLORADOD Create Performance Document
Department of
! Transpaortation

Work Instruction

SuccessFactors: My Forms

COLORADO
Performance « Mary PE Il (msstestT77) + Q_ People Department of
= Transportation

Reviews

My Forms

All Forms Select one of the form types below to begin.

In Progress Forms

Inbox 2016 Performance Document Form 2016 Step 1 PMP Dispute Resolution (Infformal)  Performance Review 2016 vi12a

En Route 2016 Performance Improvement Plan 2016 Step 2 PMP Dispute Resolution (Formal)

Completed

Form Status

Cancel

5. Click 2016 Performance Document Form link 2016 Performance Document Form .
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SuccessFactors: My Forms

Performance «

Reviews

My Forms

6 Linda S Eng Tech
First1313 M Last1313
Completed First1649 M Last1649
Form Status First1765 Last1765
First4493 M Last4493

Mary PE Il (msstest7T7) » Q

All Forms, Choose the subject from ones listed below.

In Progress Subject for 2016 Performance Document Form

First1181 M Last1181
First1593 M Last1533
First1703 M Last1703
First2715 M Last2715
First7152 M Last7152

course reminder GAFG New Hire Barbara J PEI

6. Click the link for the employee's name.

Example: Linda S Eng Tech

COLORADO
People Department of
3 Transportation
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SuccessFactors: My Forms

COLORADO
Performance « Mary PE Il (msstest7’7) + Q. People Department of

Transportation

Reviews

My Forms

All Forms Please provide review periods and due date in the fields below.

In Progress Review period and due date of 2016 Performance Document Form for Linda § Eng Tech
Inbox Review Start: | 02/23/2016

En Route Review End:  03/24/2016

Completed Review Due:  03/24/2016

Form Status

| Back H Create and Cpen || Cancel

7. Click Create and Open button Create and Open

ﬁ The review periods and the due dates of the form are fixed and must not be changed.
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SuccessFactors: Performance Review

COLORADO
Performance « Mary PE Il (msstest777) + Q. People Department of

Transportation

Reviews

<] 2016 Performance Document Form for Linda S Eng Tech

*0

Incomplete ltems

Route Map  Introduction  Purpese For Documentation  Competency Areas (check all that apply)  Details of Event  More »

Route Map

Manager PD Creation + Employee PD Comments & Signature o Manager PD Comments & Signature

Mary M PE II: Manager Employee Manager
—

Introduction

Use this form to document instances of both positive and negative employee performance or behavior. This can be used as supporting evidence for the
employee's PMP ratings.

Hide Instruction

Purpose For Documentation

Reason: O None Sel

8. Click Reason drop-down button
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SuccessFactors: Performance Review

COLORADO
Performance « Mary PE Il (msstestT77) ~ Q_ People Department of
k. Transportation

Reviews

«] 2016 Performance Document Form for Linda S Eng Tech ¥ Actions

*0

Incomplete ltems

Route Map  Introduction  Purpose For Documentation  Competency Areas (check all that apply)  Details of Event  More w

Route Map

Assessment

Manager PD Creation + Employee PD Comments & Signature (i} Manager PD Comments & Signature

Mary M PE II: Manager Employes Manager
—

Introduction

Use this form to document instances of both positive and negafive employee performance or behavior. This can be used as supporting evidence for the
employee's PMP ratings.
Hide Instruction

Purpose For Documentation None Selected
Congratulations

| N S PR ——

Reason: | Q [TEREREY ~

9. Select the Performance Document type from the drop-down menu.

Example: Congratulations

Performance Documents may also be created to address areas that an employee needs
to improve. |If this is the case, select Needs Improvement instead of Congratulations.
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SuccessFactors: Performance Review - Windows Internet Explorer

COLORADO
Performance ~ Mary PE Il (msstest777) v+ Q. People Department of

Transportation

Reviews

«]1 2016 Performance Document Form for Linda S Eng Tech Saving.. % Act

*0

Incomplete ltems

Route Map  Introduction  Purpose For Documentation  Competency Areas (check all that apply)  Details of Event  More »

Route Map

Assessment

IManager PD Creation + Employee PD Comments & Signature (1] Manager PD Comments & Signature

Mary M PE II: Manager Employee Manager
—

Introduction

Use this form to document instances of both positive and negative employee performance or behavior. This can be used as supperting evidence for the
employee's PMP ratings.

Hide Instruction

Purpose For Documentation

Reason: €| Congratulations ¥

10. Use the vertical scroll bar to view the competency areas.

Starting in 2016, SuccessFactors forms have bookmarks under the Employee picture,
Clicking on this link takes to the specific section of the document.
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] 2016 Performance Document Form for Linda S Eng Tech  Actions @ History

2

Route Map  Introduction  Purpose For Documentation = Competency Areas (check all that apply)  Details of Event  More =

Competency Areas (check all that apply)

{1 Job Performance/Expectations

[[] Work Leading & Supervision

[[] Accountability/Credibility

[J Communication/Interpersonal Skills
[ customer Service

[] Safety

Details of Event

Details of event .

B fr uli=:

QI HEE v Y

Describe what happened, who was involved, etc.

[[] Did Others Observe The Event? (check if 'Yes')
N e R

If "Yes', list names

11.  Select Job Performance/Expectations check box [_|.

Enter one or more of the competency areas that apply to the actions the employee took
that resulted in the Performance Document.
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«] 2016 Performance Document Form for Linda S Eng Tech Changessaved. £ Actions @ History

E

Route Map  Introduction  Purpese For Documentation  Competency Areas (check all that apply)  Details of Event  More »

Competency Areas (check all that apply)

¥ Job Performance/Expectations

[[] Work Leading & Supervision

[[] Accountability/Credibility

[[] communication/Interpersonal Skills
['] Customer Service

[ Safety

Details of Event

Details of event Si=EE QI TEEE v I Y g

[[] Did Others Observe The Event? (check if 'Yes')
If "Yes’, list names BZU

—_
i= o
=

12. As required, complete/review the following fields:
Field R/O/C Description

Details of event Required

Text description of the event.

Example:

For the Months January and February Linda
was in charge of the XYZ project. This was a
very large project and Linda was assigned a
leadership role. Linda performed admirably
and worked as the team lead and ensured all
tasks were completed on time. This involved
tight timeframes and work which at sometimes
required here to work outside of her
classification. Linda, thank you for all of the
work!
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«] 2016 Performance Document Form for Linda S Eng Tech Changessaved. 3 Acions QHistoy = B B

2

Route Map  Introduction  Purpose For Documentation  Competency Areas (check all that apply)  Details of Event  More +

Competency Areas (check all that apply)

W Job Performance/Expectations

[[] Work Leading & Supervision

[J Accountability/Credibility

] Communication/interpersonal Skills
[J Customer Service

[[] safety

Details of Event

Details of event

B £ ulE; 1@ | T [s= v] %3

For the months of January and February, Linda was in charge of the XYZ project. The was a very
large project and Linda was assigned a leadership role. Linda performed admirably and worked as
the team lead and ensured all of the tasks were completed on fime. This involved tight timeframes
and work which at sometimes required her to work outside of ner classification. Linda, thank you
for all of the hard workl|

13 {"] Did Others Observe The Event? (check if "Yes')

AR IEEA R A |

If "Yes’', list names B 7 U liSis

13.  Select Did Others Observe The Event? (check if "Yes') check box [,

14. Use the vertical scroll bar to view other fields in the Details of Event section.
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SuccessFactors: Performance Review

<1 2016 Performance Document Form for Linda S Eng Tech # Actions @ History

; 3

Route Map  Introduction  Purpese For Documentation  Competency Areas (check all that apply)  Details of Event  More »

[T Customer Service
[ safety

Details of Event

Details of event B ZUlE; = Q Tﬁlv‘ﬂ]
For the months of January and February, Linda was in charge of the XYZ project. The was a very
large project and Linda was assigned a leadership role. Linda performed admirably and worked as
the team lead and ensured all of the tasks were completed on time. This involved tight timeframes

and work which at sometimes required her to work outside of her classification. Linda, thank you
for all of the hard work!

V] Did Others Observe The Event? (check if 'Yes')
If "Yes’, list names B 7 UliSi=d | @ Tﬁ | %y <3

Suggestions for Future Behavior

Suggestions 5 AR =R

1@ T&(s= V]IV 9
15. As required, complete/review the following fields:
Field R/O/C Description

If'Yes', list names Required Names of employees who observed the event

being documented.

Example:
Jane Smith
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SuccessFactors: Performance Review

«] 2016 Performance Document Form for Linda S Eng Tech 3 Acions O Hstoy = B H

B

Route Map  Introduction  Purpose For Documentation  Competency Areas (check all that apply)  Details of Event  More «

Suggestions for Future Behavior

SR I EEE V]IV

Save and Close Send To Employee

Copyright 8 SuccessFactars. Inc. All rights reserved. These online services are SuccessFachars confidential and proprietary and for use by suthorized successfactors :
An W

SuccessFactors customers . Show version information.

16. As required, complete/review the following fields:
Field R/O/C Description

Suggestions Required Description of suggestions to employee for

future behavior.

Example:
Linda, please keep up the good work!

Sendjo Employee

17.  Click Send To Employee button
included in the email notification sent to the employee.

to insert a note which will be
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SuccessFactors: Performance Review

LAY | Transpertation
~
Reviews T ( s

Back to: Inbox

2016 Performance Document Form for Linda S Eng Tech
Route Map

---------- Assessment ----------

IManager PD Creation Employee PD Comments & Signature o Manager PD Comments & Signature
Mary M PE lI: Manager Employee Manager

Send To Employee

You're about to route this form fo another person to gather signatures. This form is sent in read-only formaf, and goes fo your recipient's Inbox. A copy of the form is also
sent to your En Route folder.

Forward Form to Linda S Eng Tech

Comments by Mary M PE Il

18

Comments provided here will be included in email notification(s).

t=1=111o W el =1y 1o o[B8 <= Send To Employee For Signature

or

19

ights reserved. These online senvices are SuccessFactors confidential and propristary and for use by authorized Successfactors =
1 ion information An ,
S R An y

18. As required, complete/review the following fields:
Field R/O/C Description

Enter a message Required

Text description.

Example:

Linda, thank you for all of your work. | did not
want to forget this for the performance review.
Please take a moment to review this and have
it back to me within seven days.

nd 10 Employee

19.  Click Send To Employee button
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SuccessFactors: My Forms

Performance ~ Mary PE Il (msstest777) v Q. People Department of

Reviews

My

Transportation

Forms

All Forms ltemns per page: Displaying 0 records @ Al O My Direct Reports

In Progress Create New Form

Inbox

En Route

[=] Display Options

Completed M Form Title ] Employee ¥ step ] Date Assigned ¥ step Due Date & Form Start Date ] Form End Date ¥ Form Due Date M

Form Status

20.

Last Modified ] Sent From
Form Title f Employee Step Date Assigned Step Due Date Form Start Date Form End Date Form Due Date Last Modified Sent From Action

Items per page: Displaying 0 records ® a O My Direct Reports

To log out, click the drop-down button H next to your user ID.
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SuccessFactors: My Forms

COLORADO
Performance ~ Mary PE Il {msstest7?7) » Q  People Department of

. Transpertation
Suggestions

Reviews Options

Logout

My Forms

All Forms lterns per page: Displaying 0 records @® Al O My Direct Reports

In Progress Create New Form

Inbox
[E] Display Options
En Route spav e

Completed M Form Title ¥ Employee M step M Date Assigned ¥ step Due Date & Form Start Date B Form End Date ™ Form Due Date ¥
Last Modified ] sent From

Form Title 4 Employee Step Date Assigned Step Due Date Form Start Date Form End Date Form Due Date Last Modified Sent From Action

Form Status

ltems per page: Displaying 0 records ® a1 O My Direct Reports

21.

Logout

Select Logout option from the drop-down menu.

22.  You have completed this transaction.
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You have created a Performance Document for an Employee.

For feedback on this document, please contact dot SAPSupport@state.co.us.
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