Miami-Dade County ryerms

End-User Training Guide

Course Code: DPR 301

Course: Departmental HR — ePerformance
Management (Employee Performance
Evaluation)



Course
Description

Training
Audiences

Prerequisites

Other Related
Courses

Delivery
Method

Estimated
Duration

Course Overview
This course provides a comprehensive review of the ePerformance Management.
This course consists of the following modules:

Module 1: Course Introduction
Module 2: ePerformance Management
Module 3: Course Summary

The following audience(s), by INFORMS Security role(s) are required to complete this
course prior to being granted related INFORMS access:

Department Personnel Representative (DPR)

Participants are required to complete the following End-User Training courses prior to
starting this course:

e ERP 101 — Overview of ERP
e ERP 102 — INFORMS Navigation, Reporting, and Online Help
e HCM 101 - Introductory Course - Human Resources Fundamentals

Participants can attend the other related courses to Departmental HR:

e DPR 302 — Departmental HR - Personnel Changes

e DPR 303- Departmental HR - Time Management

e DPR 304 — Departmental HR - Updating Team Information
e DPR 321 - Departmental HR - Recruitment

This course is intended to be delivered through Instructor-led Training.

The total duration of this course, when delivered through Instructor-led Training, is
5 hours
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Topics

Module 1: Course Introduction
This module covers the following topics:

e Course Administration and Logistics

e Learning Objectives

e Roles and Responsibilities

e Navigation

e Purpose and Benefits of the Business Process
e The End-to-End Business Process

e Introduction to Demonstrations and Exercises

inferms
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Module 1: Course Introduction

Course To receive credit for completing this course, which is necessary to be granted INFORMS
Administration  access for performing related tasks in INFORMS, participants must:

and Logistics e Actively participate in class, and ask questions as needed
e Please turn off cell phones, and refrain from the use of email and the Internet
e Take breaks as scheduled and return to the classroom promptly
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Module 1: Course Introduction
Course Learning At the conclusion of this course, participants will be able to:

Objectives e Perform Administrative Tasks
e Complete a Performance Evaluation as a DPR
e Understand Performance Reports and Queries
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Module 1: Course Introduction

Training The following roles are associated with this course and will play a part in conducting the
Audience: related business processes for the County:
Roles and Department Personnel Representative (DPR): The Department Personnel

R ibiliti Representative is responsible for reviewing and approving Employee Self-Service and
esponsibilities Manager Self Service transactions.
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Module 1: Course Introduction

Below are the steps to navigate to ePerformance Management, which will be used for

Navigation navigation in the rest of this course:

Login to INFORMS and select the Human Resource (HCM) tile from the HOME landing

page.
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e e
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There are multiple navigation routes within this course past the HCM tile.
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Purpose and
Benefits of the
Business
Process

Module 1: Course Introduction
The purpose and benefits of the Employee Self-Service business process include:

e Automation of County workforce performance evaluation business process

e Data persistence — old INFORMS data is never deleted, only past-effective
dated and inactivated (superseded)

e Decreased data redundancy - Perform all performance evaluation administration
activities in a single common system (INFORMS) - eliminating manual data re-
keying, reducing data entry errors and improving data quality

e Employee empowerment - employee self-service and manager self-service
interfaces are intuitive, easy to use and available on demand on multiple devices
and platforms

e Enhanced/rapid pro forma and ad hoc report development and deployment
capabilities

e Ensure dynamic compliance with Human Resources business logic and
consistent/identical business processes, Payroll salary grade table, Administrative
Orders, Personnel Rules and ratified Collective Bargaining Agreements

e Improve workforce efficiency via collaborative processing — reviewers and
approvers

e Logical separation of duties - Department Personnel Representatives (DPR) role
ensures Central HR control and consistency from a dedicated Departmental
context and perspective

e Robust technical platform — high on-demand availability with minimum downtime,
scalable, rapid deployment of system upgrades, continuous improvement, iterative
development, data security

e Streamlined operations - Automated email notifications, approval routing,
consistent business process between Departments, electronic signatures, reduced
processing time with online transaction processing, rapid data retrieval via ad hoc
query capability, seamless integration between County systems

e Workforce resource processing effort smoothing — Performance reviews business
process is driven by anniversary dates and collective bargaining agreement
ratification dates, not by arbitrary calendar dates or all at the same time
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Module 1: Course Introduction

The End-to-End
Business
Process

g —E o
Labor

= Human Resources
Personal Data ¢ Job Data » Compensation * Discipline * Profile Management

Department External 'WASD/MDAD i
Apglicminns @ "
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Introduction to
Demonstrations
and Exercises

Instructor Demo

Training Activities

Training Exercises

Module 1: Course Introduction

Users will take part in three types of hands-on learning throughout this course:
Instructor Demonstrations, Training Activities, and Training Exercises- The definitions
and descriptions of each are below.

Instructor demonstration activities involve a walk-through of tasks and processes in
INFORMS. Instructors will demonstrate how to perform these activities while users
follow along.

Users will perform tasks and processes in the INFORMS training environment by using
the Training Activity and Data Sheet provided, and by using this training guide as a
reference.

The instructor will ask questions related to the lecture content and training activities,
which are used to check users’ knowledge and understanding of course content.

11
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Module 1: Course Introduction

Module 1: The following key concepts were covered in this module:
Course The End-to-End Process of Performance Evaluation Administration
Introduction
Summary Learning Objectives
Roles and Responsibilities
Navigation

Key Changes to the Business Process
The End-to-End Business Process
Introduction to Demonstrations, Activities, and Exercises

12
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Module 2: ePerformance Management

Introduction to  This module includes the following lessons:
Module 2:

Module Introduction
ePerformance

Lesson 1: Administrative Tasks
Management e Lecture 1: Manually Create Documents
e Lecture 2: Cancel Evaluation

e Lecture 3: Transfer Evaluation

e Lecture 4: Re-Open Evaluation

Lesson 2: Completing Evaluation
e Lecture 1: Initiate Merit Increase
Lesson 3: Reports and Queries
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Lesson 1:
Overview

Lesson 1: Administrative Task
At the conclusion of this lesson, you will be able to:

e Manually Create Performance Documents

e Cancel Performance Evaluation Documents

e Transfer Performance Evaluation Documents
e Re-Open Performance Evaluation Documents

Only DPRs perform Administrative Tasks in INFORMS.

Performance Improvement Plan (PIP) is a new function in 9.2 over the old system.

The Performance Improvement Plan is a new feature the INFORMS HCM-
ePerformance Module. This new functionality allows the DPR to create an electronic
performance improvement document leveraging existing workflow functionality and
consolidating all performance evaluation activities into one source. This document
allows the manager to set specific performance goals/benchmarks to help improve the
employee’s performance in their job. Please note these documents are generated on
an as needed basis in cooperation with your Department Personnel Representative
and Departmental Management.

14
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Lesson 1: Administrative Task

Lesson 1: PERFORMANCE ADMINISTRATION

Introduction BUSINESS PROCECSS
Request Performance Document Task Fuifill Performance Document Generste Perf
(Create, Transfer, Cancel, Re-Open) Request Document

(Create, Transfer, Cancel, Re-Open)

¥
-bif- * &

& |

MANAGER DEPARTMENT PERSONNEL
REPRESENTATIVE (DPR)
The Manager 15 responsble fof revieweg The Department Persoane Representative i1
and sppeaeng HOM Modude transachon responsbie for revewing 303 approving Evployee
types {(Time & Labor, Absence, LOA, Sall-Secace ind Manages Sef Secvce
Pecdornunce. Rertrecoent, Termanpsoen, anchons

2] throudh Manage! sl service
Twcnoraity

Department Personnel Representatives (DPRs) use INFORMS to fulfill performance
management administrative tasks such as

e Generating performance documents such as performance improvement plans (PIP)
and, when necessary, performance evaluation documents

e Transferring responsibility for performance evaluation documents from one
Manager to another Manager

e Canceling performance evaluation documents

e Re-opening performance evaluation documents

Administrative Tasks are only performed in INFORMS by DPRs.

15
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Key Terms

L\/

Lesson 1: Administrative Task

The following key terms are used in this module:

Term Definition

Document Status

The current state of the Evaluation - Acknowledged, Available
for Review, Cancelled, Completed, In Progress, Not Started, or
Review Held.

Document Type

Document Review Type varies based upon which Employee will
be reviewed: MDC SR. MANAGEMENT MX (for Management
Evaluation), MDC-Annual Review EE (for Employee Evaluation),
or MDC-Prof/Supervisory Review ME (for Senior Manager
Evaluation).

A performance document generated in INFORMS by the DPR at

Performance , e
a Manager's request. Managers use PIPs to set specific
Improvement . .
Plan (PIP) performance goals/benchmarks to help improve their
employee’s performance when applicable.
The process of generating an Employee's performance
Create p g g ploy p
document.
The process of re-assigning responsibility for an Employee's
Transfer performance evaluation document from one Supervisor to
another Supervisor within their Business Unit.
The process of re-opening a performance evaluation
Re-Open document's Document Status from "Completed" to "Evaluation
In Progress".
The process of updating a performance evaluation
Cancel document's Document Status to "Cancelled". A Cancelled

performance evaluation document is no longer visible to the
Supervisor or the Employee.

16



inferms

End-User Training Guide — DPR 301: Departmental HR - ePerformance Management " nm

Lecture 1:
Administrative
Tasks (Manually
Create
Evaluation)

Lesson 1: Administrative Task
At the conclusion of this lesson, you will be able to:

Create Performance Documents

Cancel Performance Evaluation Documents
Transfer Performance Evaluation Documents
e Re-Open Performance Evaluation Documents

Only DPRs perform Administrative Tasks in INFORMS.

Performance Improvement Plan (PIP) is a new function in 9.2 over the old system.

The Performance Improvement Plan is a new feature the INFORMS HCM-
ePerformance Module. This new functionality allows the DPR to create an electronic
performance improvement document leveraging existing workflow functionality and
consolidating all performance evaluation activities into one source. This document
allows the manager to set specific performance goals/benchmarks to help improve the
employee’s performance in their job. Please note these documents are generated on
an as needed basis in cooperation with your Department Personnel Representative
and Departmental Management.

17
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Lecture 1:
Administrative
Tasks
(Manually
Create
Evaluation)

Lesson 1: Administrative Task

tnferms

This Lecture will review how to generate performance documents manually. As with all
Performance Administrative Tasks, this Performance Administrative task must be

fulfilled by a DPR.

Navigation: Human Resource (HCM) > Performance Administration > Performance

Documents > Create Documents

1. Select the Add a New Value tab.
2. Enter a name in the Run Control ID field.
3. Select the Add button.

Performance Administration

Create Documents

Find an Existing 'Value Add a New Value

Hunﬁ-c-rrlrollDlZJZZe‘rH’

4. Enter the date that the Employee’s evaluation period began in the Period Begin Date

field.

5. Enter the date that the Employee’s evaluation period ended in the Period End Date

field.

Performance Administration

< Human Resources (HEM)

" Create Documents

Run Conrol 10 20Z2evm Faspoat M R

Run Request Parameters

Posiad Begin Date [[03012022 [=7]

Document Type: ~ Template 10

Manager Selection Method ~

) Employes 1D

Period End Dt

P Window | Help | Personsioe Page

18
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Lecture 1:
Administrativ
e Tasks
(Manually
Create
Evaluation)

Lesson 1: Administrative Task
Depending on the Employee, the DPR should select one of the following types of

evaluation documents:

inferms

Document Type

MDC SR. MANAGEMENT MX

MDC-Annual Review EE

MDC-Prof/Supervisory Review ME

Description
Senior Management/Executive Evaluation

Employee Evaluation

Professional/Management Evaluation

6. Select the Document Type list and select the desired Performance Document.

Performance Administration

< Vhsman Resousces [HCM)

Ganoel Document Dowumrt

Documents Using Group 10

1
Typa Temnplate 1D
Pertormance Improvement B
Managor Selection Mathod | MOG SR MET 54 2
wary
MDC-Er. Mgt Prof, 84
Partcrmanca Documant
s Usi

Naw Véndow | Hip | Farsonaize Page |

Fieport Manager

Period End Date 9302023 fi2

Process Maritor Run

View Al

19
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Lecture 1:

Administrative

Tasks
(Manually
Create
Evaluation)

Lesson 1: Administrative Task

tnferms

INFORMS uses a default Template ID Type based upon which Performance Document

was selected in the previous step.

7. Select the Template ID list and select the desired list item.

Performance Administration

" Create Documents

. Fiegrort Manager P Worstor Run
Dwiete Document

110t View Al

*Group ID A3 OF Dt Language Code

a| |oxzomozz =

20
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Lecture 1:
Administrative
Tasks
(Manually
Create
Evaluation)

Lesson 1: Administrative Task
8. Select the Manager list and select By Part Posn Mgmt Supervisor.

Performance Administration

< Human Resoarces (HCM)

¥ Developemant Documents

Auto Transfer Document Status

A) Profiles

~ Create Documents

FRun Control 1D 2022eval Report Manager

Run Request Parameters
Period Begin Date (03012022 (i)

Document Type | MDC-Anusl Review EE 2

Manager Selection Method

Create Documents Using

® Group 10 Employee 10

Process Monior

Period End Date 03012023 fiiF

Template ID | Empioyes Padormance Eval v/

9. Select the Employee ID option.
10. Select the Empl ID field, then enter the Employee's ID.
11. Select the Save button.

Performance Administration

Create Documents

Run Control 1D 20&2eval Riaport Mansger

Run Request Parameters
Pesiod Begin Date 03072022 1]
Dooument Type | MDC-Annual Review EE ]

Manager Selection Method | By Part Posn Mgt Supendscr [+

Documents Using Employes 1D

Employees to Process

moa
— PSS
| P 0@ Tame asmvay

= e

Process Monitor

Period End Oate | 03012023 {55

Tempiate 10 | Empsoyes Pertcmance Evas (]

11 o015 T—
Language Code
|l -
Add Updateispiay

e Whndow | Help | Personalize Page

21
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Lecture 1:
Administrative

Lesson 1: Administrative Task

12. Select the Run button.

Performance Administration

TaSkS =k Ehgemns Dens " Create Documents
Ereate Documents
M | I Dte Dot Run Control D 2022eval Fieport Mansger Process Maondor E
(Manually e
Create R s —— i =1
Canosl Dogument Document Type | MDC-Arnusl Review EE 1~ Tempiate 10 | Employse Performance Eval ]
Evaluation) e e L —————=
T Devalopmant Documents ~
) Auto Create using
= = O Group D @ Employes I
o et " | Decuments Using Emplayes ID
Employees to Process
"5 a a1 View Al
*Empl i Empi Record Name Language Cooe
1 |oozroons a 00 Tamie Asisway el -
IR Ac || Upduteisplay
13. Select the OK button.
Process Scheduler Request »x
Help
UserID  TO140835 Run Control 1D 2022eval
SeverMame [ ..E_] Run Dste 027202022
Recurrence ~ Run Time | 6:42:45PM Reset to Current Date/Time ]
Time Zone Q
Process List
Select  Description Process Name Process Type “Type «Format Distribution
=] Mass Creste Employee Documents EP_MGRDOC Application Engine Wweb  [v| TXT  [v] Diistribution
| ok | cancer

22
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Lecture 1:
Administrative
Tasks
(Manually
Create
Evaluation)

Lesson 1: Administrative Task

tnferms

14. Note the Process Instance number, then select the Process Monitor link.

Eanoel Document

Template Definition

Create Documents

Fun Control i 2022eval

Run Request Parameters
Pericd Begin Date
Document Type

Manager Selection Methad

Documents Using Employes 1D

Employees to Process

B Q
*Empl 10

1 looz1008s

AT

Performance Administration

Feport Manager

covez
MDG-Arrusl Review EE ~
By Part Fosn Mgmé Superdsor ||

| Auto Transfer Create using
O Group 10 ®En o
2 ~ oup H—
L~ Otjectivas v

Tamia Attsway

Frooass Instance 207300

Period End Date |030U2023 [

Template ID  Emplcyee Performance Bval ]

inferms

HMew \Window | Help | Fersonaize Page

15. Recall the Process Instance number in order to identify the correct row.

Performance Administration

Prooess List

View Process Request For

UseriD [TOT00825 Q@
Servec [~
Run =
Status
Process List
m q
Select [ Instance | Seq.
207308

Server List

Type
Msras

Dindribution Status

Appheation Engine

E Last ! 1 Days a| Rafresh
——
Q| instance From Instance To [rp—
~ H Save On Fefresh
110t1[%] View
Process Name  User Fun Date/Time Run Status D“"'s?‘*""‘ Dtails
EF_MGRDOC TO140835  OWI002T 8.4Z45PM EDT Success A il

23
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Lesson 1: Administrative Task

Lecture 1: 16.Select the Refresh button.

Administrative 17. Repeat the previous step occasionally until Distribution Status displays “Posted”.

TaSkS e, ] inferms

Performance Administration

(Manually
Create
Evaluation)

Select  Instance  Seq. Process Type Process Name  User Run Date/Time Run Status i Detaits
Postes

207208 Application Engine EP_MGROOC TO140836 0202022 8:4245PM EDT Sucoess

Select  Instance  Seq. Process Type Process Name  User Run Date/Time Run Status

207308 Apglication Engire EP_MGRDOC TO140836 03202022 642 45PM EDT Sucoess Posted Oetars

>

<

The DPR has generated a Performance Evaluation document manually and
should navigate in INFORMS to validate and view the document.
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Lesson 1: Administrative Task

Lecture 1: After generating a performance evaluation manually, the DPR may validate their results
Administrative @s follows:

Tasks

(Manually e To view the results of running the process to generate performance documents
Create manually, navigate to NavBar > Navigator > Human Resources (HCM) > Workforce

Development > Performance Management > View Document Creation Results.

e To view all performance evaluation documents, navigate to NavBar > Navigator >
Human Resources (HCM) > Workforce Development > Performance Management >
Performance Documents > View Documents.

Evaluation)

25
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Lecture 2:
Administrative
Task - Cancel
Performance
Evaluation
Documents

Lesson 1: Administrative Task

From time to time, Performance Evaluation Documents may need to be cancelled in

INFORMS. As with all Performance Administrative Tasks, this Performance
Administrative task must be fulfilled by a DPR.

Navigation: Human Resource (HCM) > Performance Administration > Performance

Documents > Cancel Document

There are many different ways to search for the Evaluation. Here is one example:

1. Enter the Manager’s First Name of the Manager who requested the cancellation.

2. Enter the Last Name of the Manager who requested the cancellation.
3. Select the Search button.

e —

Performance Administration

Cartious push Iastnn A¥ documenes can be

tnferms

4. Find and select the desired Evaluation row option.
5. Scroll down (if necessary) and select the Continue button.

Performance Administration

26
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Lecture 2:
Administrative
Task - Cancel
Performance
Evaluation
Documents

6. Select the Save button.

7. Select the OK button.

Lesson 1: Administrative Task

Performance Administration

earman Farsoorces (HCM)

" Cancel Document
Confirm Cancellation

Defoss Docxmant Performance Documents

8 a ]
Reagen Document
Employsa 1D Name Documant Type Document status Perioa Bagin PoriodEna  Joo Tite Manager
arwter Docurmern
Cometemd 1200 142010 G Serkor Doveboper  Michaol Ky
Termplate Deteiton

4 Osjecsvas

Performance Administration

* Asta Tearwder Docament Stas

43 Profie

i Otjecives

8. Select the Home button to return to the INFORMS homepage.

Vo Roscurces (HCM) Performance Administration
3 Pertormance Documests ~
Cancel Document
Crew Oosemess T canet 8 pestormsance docurment. sefoct e chechban fr e Emgiopee v then select he Cortnee tuh buson. Al oanents can be
Yo sy Comeied” friey
Detete Docserere
Reopan Docursen Pirst Naeme Last Hame
Manager First Mams [MICHAEL Laot dame [KRUS
Oocument Type >l Oocursent Status ~
Pecion Betwsen & [2:4 Eempioyse
Search Clear
Pertormance Documents
" |
Employes 1D Name Docemaent Type Document status Period Begin Porod Ena  Job Title Manager
0 00021408 Mysom Sandevom  MOG-ProtSupanvieory Riew MG Comgimet oanraon 03042012 Gy Secunty Adminisee 3 Mchan Ky

The DPR validates that the Performance Evaluation document was canceled by
searching by the same criteria as before and confirming that the Evaluation is no
longer in the list.

27
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Lesson 1: Administrative Task
From time to time, responsibility for completing an Employee’s Performance Evaluation

Lecture 3: . .

ec u ? 3 . Document may need to be reassigned from one Manager to another Manager in the
Administrative same Business Unit. In that case, a DPR must perform the Transfer in INFORMS.
Task —
Transfer Navigation: Human Resource (HCM) > Performance Administration > Performance
Performance  Documents > Transfer Document
Evaluation . . .

There are many different ways to search for the Evaluation. Here is one example:

Documents

1. Select the Document Status list.
2. Select the Evaluation in Progress list item.
3. Select the Search button.

< Mumen Rescerces (HCM) Performance Administration Qe : =
New Window | Help | Personaize Page
30 Transfer Document
Creae Documents To ansfer 8 pacformance document. select the chackbaor for the Employee and then select the Continue push buon
Reopen Document ~ Search for Documents
Transter Document
Cancel Documant

1 Ceveicgrrant Documants.

43 Profies

4. Select the desired Employee ID's option.
5. Note the name displayed in the Manager field.
6. Select the Continue button.

Performance Administration

[Transfer Document

o tranafer a performance docurnent, select the checkbon: for the Empioyee and then select the Consnue push bution
~ Search for Documents
First Name Last Name
Manager First Name

Last Name

Document Type | Documant Status | Evaluation in Progress

¢

Period Between | . & Employee
Search Clear
Performance Documents
= Qa 12062
Employee 1D Name Document Type Document Status Period Begin Period End Job Titke:
0001701 Davaughn Liang MOC-Annyal Review EE Evakuation in Progress OTR12016 0TOv2022 R Degt Christing Kiochar

O |oo31ezse Les Chatham MOC-Annual Review EE Evahasion in Frogress o1z0Z1 ouou0ZZ Apcountant 2

Selact All Deselect AR

28
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Lesson 1: Administrative Task

Lecture 3:
Administrative 7. Select the Select a Manager link.
Task - M & Performance Administration
Transfer S Jlore
Performance —— O

. P Employee 10 Mame Document Type Document Satu: Periad Regin
Evaluatlon T — Q00170 Dwvanghn Liang MODC-Annual Review EE Evaluation in Prograss om0
Documents 3 ts B B e et . v e i s

New Manages 10

tnferms

Next, transfer responsibility to a different Manager in the same Business Unit:

8. Select in the Manager’s Last Name in the Last Name field.

9. Select the Search button.

Person Search

Select a Manager

Search Criteria and Results
» Instructions

Search Criteria

Name

Last Name |STDCKER |

Second Last Name | |

First Name

ACName

Return to Previous Page

Help

29
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Lesson 1: Administrative Task

LeCtgr? 3 . 10. Select the Kilvondra Stocker option.
Administrative 11 select the OK button.

TaSk - Person Search X
Transfer Help
Performance Select a Manager
. Search Criteria and Resulis
Evaluation » Instructions
Documents Search Criteria
Mame

Last Mame | STOCKER
Second Last Name
First Name
ACHame

Search Resulis

[ Domitila Stocker i ]
[F]  Kivondra Stocker i}
(e Ron Lee Stocker L]

e

O Vangie Stocker

[ ]

Retum to Previous Page

12. Select the Save button.

Performance Administration

" Transfer Document
Confirm Transfer

Performance Doouments

Reopen Cocument
m Q o1y
Transter Document
Empioyee D Name Document Type Document Status Period Begin PeriodEnd  Job Title Manager
Cancel Dosument
7 Deveicpmant Documents 00017601 Devewghaling  MOCAcruslRevewSE  Evakiaton in Progress 07012018 orovacez  Qrwckr Haman Civisins Kocher
You have chosen t transfer tha document indicated 1 ancther manager.
43 Profies ¥ Select the receiving Manager by using e “Select 3 Manager hypednk then seiect the Save button 10 complete the Yansler

New Manager I Kivondra.

Stocker
Managed
E Rewrm 1o Prevous Page
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Lecture 3:

tnferms

Lesson 1: Administrative Task

The message confirms that responsibility for the Performance Evaluation has been

transferred from the original Manager to the Manager that the DPR selected.

Administrative
Task —
Transfer
Performance
Evaluation
Documents

13. Select the OK button.

Perfonmance Administration

Transfer Document
Save Confirmation

+ The Sawe s sucoesstul

14. Note that the Manager field displays the name of the Manager that the Performance
Management document was transferred to. This validates that the Transfer was

successful.

* Transfer Document
Towanster a . forthe & seioct e
Search for Doeum
=) o)
2l l
Search Clear
Pestormance Documents
= Q 12e02
Employes 1D Name Document Type Document Status Period Bagin Peciod End  Job Title Manager
Dewector, Human
C1 00017001  Devasghn Liang o o7012018 ooz D e Kivendra Sseckar
0 00310288 Lus Chatham MOC-Annusl Revew EE Evataation in Progress 01012021 0ov022 Accountant 2 Noems Brockwary
soct Al Seseiect AL
Continue

Performance Administration

Performance Administration

Transfer Document
o transtar 2 performance documant, ekt e checkbaox for the Egioyee and then select the Contiaua push buton

~ Search for Documents
First Name Name
Manager Fiest Name Name
Document Type ] Document Status | Evakiation in Progress. =)
Period Between = Baptoyes
Search Clear
Pectormance Documents
= a 1225
Employee 10 Name Document Type Document Status. Period Begin Period End Job Title Manager
{1 00017601  DevaugheLiang MDC-Annal Review EE vaiuaton n Progress o208 orownze Deector "“j..";‘ Kivondra Siecier
0O oo3te2se Los Chasham MOC-Anecal Review EE Evakiason n Progress o010t OMOVZ2 Accountam2 Noem Brockwary
Select A3 Desesect A¥
Continue

The DPR has transferred responsibility for a Performance Evaluation document
from one Manager to another Manager and validated that the transfer was

successful.
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Lesson 1: Administrative Task

In this Scenario, a Manager has informed their DPR that an Employee’s Performance

o . Evaluation Document needs to be re-opened. The DPR must re-open the Performance

Administrative Evaluation Document in INFORMS.

Lecture 4:

Task — Re-
Open Navigation: Human Resource (HCM) > Performance Administration > Performance
Performance  Documents > Reopen Documents
Evaluation . . .

There are many different ways to search for the Evaluation. Here is one example:
Documents

1. Select the Employee field.
2. Enter the Employee's Employee Number into the Employee field.
3. Select the Search button.

P ——— Performance Administration N Qe : =
Mew Window | Help | Parsonaize Page
3 Performance Documents »
Reopen Document
Create Documents To change & pertormance documants status back 10 "Evakuation”, select the checkbax naxt 1o the Empicyes’s Nama and then select the
Continue push buion.
Delate Dooument
~ Search for Documents
Reopen Document First Name Name
arisher Documment Manage: 2ene ame
’ Document Type i scument Status v
B —— E
it 3 Employee | 00031100
ote rploy

| Otjectives

4. Note that four evaluation documents for this Employee display a Document Status of
“Completed”. These four evaluation documents are closed.

5. Select the evaluation to be re-opened.

6. Select the Continue button.

< Human Resources (HCM) Performance Administration

Reopen Document
Ta charge 8 performance Scuments Status back o Evaluatonr. sect Eve Chackics rest 16 the Ermplayse's Mtme ard ther sesect the
Cantinus push bussn

~ Search for Documents

vl Docusment Status ~]

Emgloyes 1D Name Decument Type Document Status. Period Begin Pericd End b Tithe
[ 00631108  Adeline Gorzsler  MOC-ProfiSupervisory Review ME Comglated 06232010 00202020 Computer Technicien 2
O 00031108 Aceline Gerzshez  MDC-PrelSuparnvisary Raview ME Camplated coRezote 00220 Computer Techrician 2

[ 00031108  Aceine Gorzsier  MDC-ProfSupardsory Reveew ME Camglated canzzoe 03102010 Computer Technician 2

B 0631108 | Adeine Gorzslez | MOC-ProfSupervisory Raview ME Complated VAT 0112018 Computer Tachricien 2

et Dassloct All
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Lecture 4:
Administrativ
e Task — Re-
Open
Performance
Evaluation
Documents

Lesson 1: Administrative Task

7. Select the OK button.

, Performance Documents
e Reopen Document

Crauts Documarnts. Save Confirmation

& The Save was successhi
Transfer Dosmant
Cancsl Documant

Tanplute Defniicn

Performance Administration

Note: The performance evaluation document has now been re-opened.

8. Earlier, the search returned four Evaluations. Note that only three Evaluations now
display a Document Status of “Completed”.

Performance Administration

« Human Resources (HCM)
- Reopen Document

Continue push buthon.

~| Swarch for Documents

Prront Bxtrren
Terrgiate Definicn
Search Claa

Il Developmant Documents —_—

st Transter Cocument Stseus

Pedformance Docu
i3 Profles
= a

" Objechives -

Employee I Mame

O 00031100 Adeline Gonzsiez
O  cooation Agalire Gonzsiez
0O cocaiios Agalrs Gonzsies
Select A1
Contin.

T change & parformance documents status back to “Evahusson”, sskec

]

Document Type
MDC-ProtSuperdsory Raview ME
MOC-PrefSupansery Ravsew ME

MOC-PrefSuparascry Fwnes ML

[SS—]

Last Hame
Lant Hame

Document Status

Employes |00031108

Document Status Period Begin
‘Compisted CWZHR019
‘Complated DUZAE0TE
Complatad e

Hew Vildow | Help

(]

0eRUR00
0022200

0000

Personakze Page

Computer Technigian 2

Compnter Tachnician 2

Computer Tachnician 2

33



End-User Training Guide — DPR 301: Departmental HR - ePerformance Management

Lecture 4:
Administrative
Task — Re-
Open
Performance
Evaluation
Documents

Lesson 1: Administrative Task
9. Select the Home button to return to the INFORMS homepage.

¢ Human Resouress [HOM) Performance Administration

B Reopen Document

Craste Documents T changs & parkermance decuments it back s “Erahston” & e the
Continue push button.

= Seareh for Documents

Taerpiate DafiniScn
I Developmant Documents.
) st Transter Document Status.

4} Profies

Empioyee I Mame Document Type: Document Status Period Begin FerodEnd  Job Title

O 00031100 NDCH i ME Comgiated [t OURHE020  Computer Teshnican 2

O cooanto0 MO s mE ‘Comgiated o201 OGRZTOWE  Computer Technican 2

0 cocanee MO henen M Campietec 2N 0302016 Compraer Technician 2

Sedect A1 [es——

The DPR has re-opened a performance evaluation document.

Note: Use the following navigation to validate whether the desired Evaluation
has been re-opened:

Nav bar > Navigator button > Human Resources (HCM) > Workforce
Development > Performance Management menu > Performance Documents
menu > View Documents

Use Search Criteria to find open Performance Evaluations documents for the
same Employee entered earlier.

¢ Performance Administration View Performance Documents w Q = : =

View Performance Documents

Use the Search copabiiies 1o find 8 specific document or documents 1o view. Afler searching. oll the Goouments for which you have socess.
within that criteria wal be listed.

~ Search for Documents

1]

Employee 1D Name Document Type Document Status. Period Begin Periocd End  Job Title NextDue Date  Manager

00031108 Adeline Gonzsie: MDC-ProfSupanvisory Review ME Evahuation in Progress 03132017 0112018 Computer Techician2 03042018 Banta Martel

Validate that the evaluation document displays a Document Status of “Evaluation
In Progress”.

Note: A Document Status of “Evaluation In Progress” means that the

performance evaluation document is open. The DPR has validated that the
performance evaluation document has been re-opened.
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Lesson 1: Training Activity 1

Demonstration The Instructor will now demonstrate how to execute the business process through

Scenario

Instructions

the INFORMS training environment.

A DPR manually generates a Performance Evaluation Document for an Employee in
their Business Unit.

This activity is to be performed individually; you must complete it on your classroom
workstation using the INFORMS training environment. Your Instructor will tell you
how to log into INFORMS.

You will determine how to perform the activity by following the data sheet, and by
using the training materials as reference tools. There are Instructors in the room to
assist if you have questions.
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Debrief

Lesson 1: Training Exercise

1. Who can create Performance Evaluation documents?
a) Managers
b) Reviewers
c) DPRs

2. Can a DPR create a Performance Improvement Plan?
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Lesson
Summary

v

i

Lesson 1: Lesson Summary
Now that you have completed the lesson, you should be able to:

e Create Performance Evaluation Documents
e Cancel Performance Evaluation Documents
e Transfer Performance Evaluation Documents
e Re-Open Performance Evaluation Documents
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Lesson 2: Completing Evaluation
Lesson 2: At the conclusion of this lesson, you will be able to:

Overview e Complete a Performance Evaluation as a DPR
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Lesson 2: Completing Evaluation

PERFORMANCE REVIEW
Lesson 2: » BUSINESS PROCESS »
. Generate Perf Complete Self- Review Performance Schedule Acknowledge Initiate Meri
Introduction (Managers Superviser) 4 Do Pecformance eenon Incresse Request
=5 |—' ama |
‘y = @) = -»

® C

|
- - -
- - -~ a3
EMPLOYEE MANAGER MAMAGER MANACER ENPLOYEE
The Enlepee 1 sesporidie The Mansge i Iespieadie for The Masages i resporaie oo Tow Uarager 1 setposatie The Engiayee 4 tesgosatie The Dipuietrvest Pevscenel brgresmtymve i
fou Sal-Savvice fanctons e fox raviwnng 400 33503ven; Lreployee

v Selt Sarvice fumenons (1 ¢ Neviewing and appeoweg HOM ewwng 5 W oG WM b Svawng ot aprveq e
Ute Fraris, Beseting Modue D500 s Mocile SN0 Iypes MM Wodle 1 Bvsachen e Cents, Bevefes Seit-Service 3ad Masager Sell Servce Uarsactons
rohmen Tevesheets, (Tomse § Labor, Absence. LA, {Teve & Laboe, Absance, (04, tyoes {Tve § Labie, bsence erenimens, Tneshoets
Parcheck, W-2, Drect Bepos, aPertiomrance, Petenrent, etcresecs, Setzeeon, LOA, ePertomance, Paychech, -2, Disect Depost,
Inguril iesve, evew Tarmnaion, olc ) Beouh Tavminatons, ¢ ) heoogh Petoement, Tomaratons, ey eare rere
erahutons, 330 Kereoted Murage 167 serce Warugo 1e-servce e } Bvough Manager uett epartonn w3 s retind
Uotroes Conficasons) furctomuiay Crchonsity eevce rcsonsity LeersersCestemon’

This lesson will review Completing an Evaluation as a DPR.

Managers, Reviewers, Employees and Department Personnel Representatives (DPRs)
use INFORMS for performance administration. Managers use INFORMS’ Manager Self
Service tile to develop, approve and deliver Performance Evaluations to Employees.
Reviewers navigate to their Worklist to approve Performance Evaluations. Employees
use INFORMS’ Employee Self Service tile to perform self-evaluations (optional) and
acknowledge Performance Evaluations. DPRs use INFORMS to generate Performance
documents, address administrative tasks as needed, and initiate Merit Increases when

applicable.
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Key Terms
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Lesson 2: Completing Evaluation

The following key terms are used in this module:

Term Definition

Merit Increase

A base salary increase that Employees may be eligible for if
their Overall Rating is “Satisfactory” (or above) based on their
salary plan.

Overall Rating

The average of the Individual Ratings on an Employee’s
performance evaluation.

Performance
Evaluation

An annual evaluation conducted by a Manager that rates the
Employee in various individual Categories and is the basis for
the employee performance based Merit Increase.
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Lesson 2: Completing Evaluation

Lecture 1: Initiate a Merit Increase (DPR)

Completing While preparing their Evaluation, the Manager rates their Employee's performance in
Evaluation individual Rating Categories according to the following scale:

(DPR) e Unsatisfactory

o Needs Improvement
e Satisfactory

e Above Satisfactory

e Qutstanding

e Does not apply

The overall rating is an average of the individual ratings.

The Employee may be eligible for a Merit Increase if the Employee's overall
Performance Evaluation Score is "Satisfactory" or above.

INFORMS routes a Performance Evaluation completion notification to the DPR. The
DPR responds to the notification by reviewing the Employee’s record to see whether
the Employee is eligible for a merit increase.

While initiating the Employee's Merit Increase process in INFORMS, the DPR will
perform the following:

e Validate the Employee's merit eligibility based upon the salary plan that
corresponds to the Employee's Job Code.

o Change the Employee's salary using the DPR salary change tool to move to the next
pay step, add/remove components of pay, and increase by percentage the
Employee’s base salary through workflow approval and attachment functionality if
applicable.

If employees are on a stepped salary plan the DPR will navigate to the lower portion of
the page and select the new salary step from the drop down. Then they click on the
calculate compensation button to refresh the employee's new base salary rate.
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Lesson 2: Completing Evaluation

Lecture 1:
Completing
Evaluation

1. Select the Row for the desired Employee.

Navigation: HOME > DPR Self Service > DPR Salary Change

tnferms

¢ DPR Self Service DPR Salary Change

¥ Search Dptions

Onlly 300 employees showing, use search to find ather employees
Sebect Employes

Name | Title /10 - Record Status | Type Department
A Jonathan Litt
Active
Fire Lieulenan HORTH AREA COMMAND « FRU3010100 »
001873760 Empleyee
Aiberto ADisz
Act
Police Gffioer - HAMMOCKS DISTRICT - LAW ENF . PDO2170100
AB214S52. 0 Emplapee

2. Validate the Transaction Date of the salary increase request.

3. Select the Merit list item in the Reason list.

4. Enter the desired percentage into the Change Percent field.

Note: Enter a whole number for a percent (e.g. if the DPR is entering a five percent

merit increase, enter “5”).

5. Press the “Tab” key on the keyboard to refresh the compensation calculations.

(7)

MD Review & Ssbmit

4 DPR Sell Service. DPR Salary Change
A Jonaman Lin
Fire Lieutenant
MO Compensation Detail

Compensation Details
Pay Componest Change Percent Change Amosnt Kew Amount Curment Amount
Edscaton Incenive Pay 18807 19807
Fire-B.A 5077 s
Fire Paramedic (Protocol Cert 24000 20000
Fare Hazarsows 12500 1250
e— C— ven  oun

Cumency Code

usp

usp

usp

usp

L

Note: If the Employee were on a stepped salary plan, the DPR would navigate to the
lower portion of the page and select the new salary step from the drop down and
then click the Calculate Compensation button to refresh the Employee’s new base

salary rate.
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Lecture 1:

Lesson 2: Completing Evaluation

Completing 6. Select the Calculate Compensation button.

Evaluation

7. Select the Next button.

If necessary, scroll down to view the Calculate Compensation button.

tnferms

Review and Submit
Transaction Date 01032022

Resson  Merl

Mew Information

Current Information

Biweekly Salary® 3TH5 USD 355965 USD
Anrrsal Rate® BTN UsD 25508 UsSD
Comanenis
This e document cubies Tor b Mt ncremse

& DPR Seil Service DPR Salary Change -
A sumaman Lny i
Fiee Liewtenant . \2)
MD Compengation Detsil MO Review & Subm
* Cuunges Mgt
* Fegured Fitid L
Salary Plan
Salary Admin Plan STEP Sieg
Salary Grade 345 5
Geads Eniry Date DETI2008
Siep |01 Q
Step Entry Date 0211902021
Detault Pay Compoasnts
Pay Components 5 rows
i Q
BAmounts | &Conbok | Cihanges | Comesson | Show Al
"Rate Code Seq CompRaie Currency Fregeency  Percent Flade Code Geoup
1 [crovz a 0 CTT- ] [=
2 FoE Q 0 MNASD B 5500 MOCMAX + -
3 |FRPEA [ [] 167 S2TUSD [ 5000 MOGMAY + =
4 mpgny [ 0 amEsPUsD 8 + -
5 MGTZ Q ] 20 EUSD B | -
[ cotvee Comperssion | v
8. Enter a comment in the Comments field.
9. Select the Submit button.
< DPR Selt Service DPR Salary Change L
A Jonathan Litt
Fire Lisutenant @'
MO Compensation Detsil M Review & Submit
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Lesson 2: Completing Evaluation

Lecture 1: The DPR has submitted the Employee’s Merit Increase request.

Completing central HR receives a notification and reviews the Salary Change request. Once Central HR

Evaluation approves and processes the merit increase request, the DPR will receive a confirmation
notification that the Employee’s Salary Change is complete.

10. Select the Home button to return to the INFORMS home page.

a
(5]

inferms

DPR Salary Change

A Jonathan Litt
Fire Liewlenant

Submit Confirmation

DPR Salary Change Approval

: Pending Ve Comranty

[

Retum & DPR Reguest

44



inferms

End-User Training Guide — DPR 301: Departmental HR - ePerformance Management " nm

Demonstration

Scenario

Instructions

Lesson 2: Training Activity 1

The Instructor will now demonstrate how to execute the business process through the
INFORMS training environment.

INFORMS has notified you that an Employee’s performance review has been completed
and you have determined that the Employee is eligible for a Merit Increase. Log into
INFORMS as a DPR in the Employee’s Business Unit and initiate a 5% Merit Increase
request for the Employee.

This activity will be performed individually; you must complete it on your classroom
workstation using the INFORMS training environment. Your Instructor will tell you how
to log into INFORMS.

You will determine how to perform the activity by following the data sheet, and by
using the training materials as reference tools.

There are Instructors in the room to assist if you have questions.
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Debrief

Lesson 2: Training Exercise

1. (True or False) An Employees with one Individual Rating of “Needs Improvement” is
eligible for a Merit Increase if their Overall Rating is above “Satisfactory”.
2. (True or False) The Comments Field is used for special instructions for Central HR.
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Lesson 2: Completing Evaluation
Lesson Now that you have completed the lesson, you should be able to:

Summary e Complete a Performance Evaluation as a DPR

i

v
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Lesson 3: Reports and Queries
Lesson 3: At the conclusion of this lesson, you will be able to:
Overview e Understand the list of Reports:
o RPT-HR-479: Late Evaluations

o RPT-HR-604: Performance Evaluation Completed for Merit Increase Due

48



/ [
End-User Training Guide — DPR 301: Departmental HR - ePerformance Management l.’:?’ . rms
Lesson 3: Reports and Queries

Key Terms The following key terms are used in this Lesson.

Term Definition

"y
V& N/A N/A
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Lesson 3: Reports and Queries

Lecture 1:
Reports and
Queries

The following is a list of reports available for Department Personnel Representative
(DPR) to use in INFORMS. DPRs can view the HR Fundamentals course to review detail
instructions on how to process these reports in INFORMS.

Report Name Report Description

RPT-HR-479: Late Evaluations

This report documents employee
performance evaluation information
including days evaluation is overdue.

RPT-HR-604: Performance
Evaluation Completed for Merit
Increase Due

This reports documents performance
evaluation completion data to help DPRs
determine if a merit increase is appropriate.

50



inferms

End-User Training Guide — DPR 301: Departmental HR - ePerformance Management " nm

Objectives
Achieved

v

Lesson 3: Lesson Summary

Now that you have completed the Report and Queries lesson, you should be able to:

e Understand the list of Reports:
o RPT-HR-479: Late Evaluations

o RPT-HR-604: Performance Evaluation Completed for Merit Increase Due

51



inferms

End-User Training Guide — DPR 301: Departmental HR - ePerformance Management " nm

Objectives
Achieved

v

Module 3: Course Summary

Congratulations! You have completed the ePerformance course. You now should be
able to:

1. Perform Administrative Tasks
2. Complete Performance Evaluations
3. Understand INFORMS Performance Report and Query capabilities
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Next Steps Now that you have completed the course, please make sure to complete the following
tasks:

1. Course assessment (tests your knowledge of the content)
2. Course evaluation (collects course feedback)
3. Log off your workstation
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Reference
Materials

Reference Materials

If you have further questions about any of the topics presented in this course, use the
following resources:

User Productivity Kits

Manually Create a Performance Evaluation Document
Reopen a Performance Evaluation Document

Cancel a Performance Evaluation Document

Transfer a Performance Evaluation Document

Initiate a Merit Increase

Run Performance Reports

S
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Reference Materials
For additional Information:

Reference . .
www.miamidade.gov/informs

Materials

inferms
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Key Terms
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Glossary

The following key terms are used in this course:

Term

Document Status

Definition

The current state of the Evaluation - Acknowledged,
Available for Review, Cancelled, Completed, In Progress,
Not Started, or Review Held.

Document Type

Document Review Type varies based upon which Employee
will be reviewed: MDC SR. MANAGEMENT MX (for
Management Evaluation), MDC-Annual Review EE (for
Employee Evaluation), or MDC-Prof/Supervisory Review ME
(for Senior Manager Evaluation).

Merit Increase

A base salary increase that Employees may be eligible for if
their Overall Rating is “Satisfactory” (or above) based on
their salary plan.

Overall Rating

The average of the Individual Ratings on an Employee’s
performance evaluation.

Performance
Evaluation

An annual evaluation conducted by a Manager that rates the
Employee in various individual Categories and is the basis for
the employee performance based Merit Increase.

56



