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Ground Rules

Be on time

Turn off your cell
I phones when in class

Participate actively in
class; refrain from
email and internet use

Attendance

Take breaks as needed

Feel free to ask
guestions




Course Overview

Course Description This course provides a comprehensive review of the ePerformance
processes.

This course consists of the following modules:

e Module 1: Course Introduction
e Module 2: ePerformance

o Administrative Tasks

o Completing evaluation

o Reports and Queries
e Module 3: Course Summary

Training Audiences e Department Personnel Representatives (DPRs)

Prerequisites e ERP 101 — Overview of INFORMS
e ERP 102 — INFORMS Navigation, Reporting, and Online Help
e HR 101 — Human Resources Fundamentals




Course Overview, Continued

Other Related Participants can attend the other related courses to Departmental HR:
Courses 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

Estimated Duration e 5 hours




Module 1: Course Introduction

Module Topics

Course Administration and Logistics
Learning Objectives

Roles and Responsibilities
Navigation

Key Changes to the Business Process
The End-to-End Business Process

Introduction to Demonstrations, Activities, and Exercises




Course Administration and Logistics

-
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Users must record your ' checking email and the
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Take Breaks at scheduled
times

Actively participate in (o T
class

Ask questions; this is
your time to learn

Be back from Breaks on
time




Learning Objectives

At the conclusion of this course, participants will be able to:
* Perform Administrative Tasks

5  Complete a Performance Evaluation

* Understand Performance Reports and Queries




Roles and Responsibilities

Responsibilities

Department Personnel The Department Personnel Representative is responsible for reviewing and
Representative (DPR) approving Employee Self-Service and Manager Self Service transactions.
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Navigation

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

)

Finance / Supply Chain (FSCM)

K, X
Kal

Employee Self-Service

8-,
(2 P |
COMING SOON
Analytics (OBIA)
i

£3

COMING SOON

Approvals

Manager Self-Service

D o l.ll
@

COMING SOON

Capital
1=,

COMING SOON

1]

inferms
oo a4 Qm =
Budget Scorecard
® o
G@ 3 l o
O 1l
COMING SOON COMING SOON
0
Human Resources (HCM) Leaming (ELM)
(& ) -
@ =
COMING SOON COMING SOON
Security Request Form About

= inferms

COMING SOON




Purpose and Benefits to Business Process

* Automation of County workforce performance evaluation business process

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

* 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

 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

* 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




Purpose and Benefits to Business Process
(connnued)

* Improve workforce efficiency via collaborative processing — reviewers and approvers

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

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

» 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

» 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 s |




End-to-End Business Process

Absence = Benefits
eManagement ' Administration
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Introduction to Activities and Exercises

* You will take part in two types of hands-on learning throughout this course.

g

Training Training
Activities Exercises
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Module 1: Course Introduction Summary

Module Topics

Course Administration and Logistics
Learning Objectives

Roles and Responsibilities
Navigation

Key Changes to the Business Process
The End-to-End Business Process

Introduction to Demonstrations, Activities, and Exercises




Module 2: ePerformance

Module Topics

Module introduction

Lesson 1: Administrative Tasks

e Lecture 1: Manually Create Documents
e Lecture 2: Cancel Evaluation

* Lecture 3: Transfer Evaluation

* Lecture 4: Re-Open Evaluation

Lesson 2: Completing Evaluation
* Lecture 1: Initiate Merit Increase

Lesson 3: Reports and Queries
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Lesson 1: Administrative Tasks

At the conclusion of this Lesson, you will be able to:
* Manually Create Performance Documents

* Cancel Performance Evaluation Documents

* Transfer Performance Evaluation Documents

* Re-Open Performance Evaluation Documents

Only DPRs perform Administrative Tasks in INFORMS.




Lesson 1: Key Terms

Term Definition

The current state of an Evaluation - Acknowledged, Available for
Document Status

Document Review Type varies based upon which Employee will be

Review ME (for Senior Manager Evaluation).

Review, Cancelled, Completed, In Progress, Not Started, or Review Held.
Document Review Type refers to the format used to generate Performance

Document Type reviewed: MDC SR. MANAGEMENT MX (for Management Evaluation), MDC-
Annual Review EE (for Employee Evaluation), or MDC-Prof/Supervisory
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Lesson 1: New Terms, Continued

Term Definition

Performance Improvement
Plan (PIP)

Create

Transfer

Re-Open

Cancel

A performance document generated in INFORMS by the DPR at a
Manager's request. Managers use PIPs to set specific performance
goals/benchmarks to help improve their employee’s performance when
applicable.

The process of generating an Employee's performance document.

The process of re-assigning responsibility for an Employee's performance
evaluation document from one Supervisor to another Supervisor within
their Business Unit.

The process of re-opening a performance evaluation document's Document
Status from "Completed" to "Evaluation In Progress".

The process of updating a performance evaluation document's Document
Status to "Cancelled". A Cancelled performance evaluation document is no
longer visible to the Supervisor or the Employee.

18
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Lesson 1: Administrative Tasks
PERFORMANCE ADMINISTRATION

BUSINESS PROGECSS
Request Performance Document Task Fulfill Performance Document Generate Performance Document
(Create, Transfer, Cancel, Re-Open) Request

(Create, Transfer, Cancel, Re-Open)

»14- =) &

MANAGER DEPARTMENT PERSONNEL
REPRESENTATIVE (DPR)
The Manager is responsible for reviewing The Department Personnel Representative is
and approving HCM Module transaction responsible for reviewing and approving Employee
types (Time & Labor, Absence, LOA, Self-Service and Manager Self Service
ePerformance, Retirement, Terminations, transactions.

etc.) through Manager self-service
functionality.
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Lecture 1: Manually Create Evaluation

Navigate to Performance Administration: Human Resources (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 Exisling \Value Add a New Value

Run Controd 10 [ 2022eval
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Lecture 1: Manually Create Evaluation Continued

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

5 Date field.

*Group ID A OF Dats Daseription Langusge Code
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Lecture 1: Manually Create Evaluation Continued

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

< MWuman Resources (HOM) Performance Administration

Naw Window
3 Performance Doouments
Create Documents
Create Documents
flun Controd I 2022evad Report Marager Svooesa Morstor Run
Detste Dooument
Reopen Document Hun Qeguest Parameters
Transfer Document Perod Begn Date G302 = Pervod End Oate 930%023 o
Cancel Docurmesd Document Type Teveplate 1D v
Manager Selection Method MOC SR MGT SA2
Temglate Definition I3
1 Oevetopment Docunents
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Lecture 1: Manually Create Evaluation Continued

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

Performance Administration

b ki

Create Documents

Ruin Contrgd i 203 2eval gt blmr mgeer Frocess Morsicr R

Hum Heguesi Farameiers

Period Begn Duie (m, L [y w ) r::l Peniod Erud Date 0301/ 2023 H

Daeiunmsnl Typs | MEC-AANuE Risdsss EE ™1 Tasraglads: 1D

WA gEr e hErhom b thod o




Lecture 1: Manually Create Evaluation Continued
8. Select the Manager list and select By Part Posn Mgmt Supervisor.
< Human Resources [HCM) Pertormance Administration . LKL W :
. Create Documents R ) P
Create Documents
Run Controd 1D 2022eval Report Manager Process Monitos Run
Desete Document
Reopen Document Run Request Parameters
Transfer Document Period Begin Date 0390172022 [t Period End Date 020172023 it
Cancel Document Docusment Type | MDC-Annuasl Review EE v Teenplate 1D Emgioyee Pedccrmance Eval v
Yemolsts Deliton Manager Selection Method
] Develcpmant Documaents
Auto Transfer Document Status Create Documents Using
b ® Group ID O Employee 10
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Lecture 1: Manually Create Evaluation Continued

9. Select the Employee ID option.

10. Select the Empl ID field, then enter the Employee's ID.

11. Select the Save button.

Create Documents

Langesje Cote
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Lecture 1: Manually Create Evaluation Continued

12. Select the Run button.

Performance Administration -~ - =
Naw Wandow Help Personaize Page
Create Documents
Run Control 10 2022evel Hoepcet Mar moer Erocess Mondoe
Run Request Parameters
Period Begn Date  030V2022 (=] Pweiod Erwd Duate ov023 fe
Docunent Type  MOC-Arvrusl Revew EE - Termplate 10 Employee Performance Evel v
Marager Selection Method By Part Posn Mgme Supenvisor ~
13. Select the OK button.
Process Scheduler Request »
Help
UserlD TO140835 Run Control 1D 2022eval
Server Name Run Date |0320/2022
Recurmrence ] Run Time | §:42:45PM Reset to Current Date/Time
Time Fore cl.,
Process List
Select  Description Process Name Frocess Type “Type «Format Distribution
=] Mass Create Employes Documents EP_MGRDOC Application Engine Web v TXT | Disstribusticn
=
MIAM
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Lecture 1: Manually Create Evaluation Continued

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

Performance Administration iy

oot SRy R el Hadpi
Create Documents

Run Control I 2022eval Feport Manager Process Mondor Run

Prooass Ingbenca: 207200

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

Performance Administration

M Window | Halg Parianaiss Pags
Prooess List Sarver List
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St
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Lecture 1: Manually Create Evaluation Continued

16. Select the Refresh button.
17. Repeat the previous step occasionally until Distribution Status displays
“Posted”.

Perfomance Administration

Pdiras AR Chorey Hexrlp P saonidiorn s
Proocess List Saniar List
View Process Reguest For
User i | TO1A0835 a Type [we] Last | 1 Dhrys I | Fefresh |
TP 'u"I Mame =} Irysbmrece From batance To Aeport Msnager
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% LT
Process List
5 [ 1=1 of 1[% proe
Dristribusticn ;
Select  Instance Say. Process Type Process M Usar Riuir Diabe T Fun Status Stadrs Dwrtadlz
ZeTanh Application Engire BEPF_pAERDOC T &0Ea5 A 20r20Z2 §42- 4880 EDT S Pozsed Lazenils

28 %




Lecture 2: Cancel Evaluation

Navigate to Performance Administration: Human Resources (HCM) > Performance
Administration > Performance Documents > Cancel Document

5 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.

4 3. Select the Search button.

l_—_l Perormance Administration

E— Cancel Documaint

T fanend 5 perfvasnee dirieresn | acsct the chechbos b2 e Ermiiyes S en aslest e Darieie paah lerion Al ios
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Lecture 2: Cancel Evaluation Continue

4. Find and select the desired Evaluation row option.
5. Scroll down (if necessary) and select the Continue button
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Lecture 2: Cancel Evaluation Continued

6. Select the Save button.

Performance Adminisiration -

Fhma Y b beny [T

Cantel Documaend

Confirm Cancelintion
P i 71 i e DhaZaiimiae vl s
[ B
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7. Select the OK button.

Performance Administration

Cancel Document

Cowate Docummes Save Confirmation

Detem Docirrent ¢ The Save wee succosshs

Templne Defertion
W Devebcanmert Docunmide
" Ao Teaneter Docurment Stasss

43 Protime

¥’ Objecives
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Lecture 3: Transfer Evaluation

Navigate to Performance Administration: Human Resources (HCM) > Performance
Administration > Performance Documents > Transfer Document

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

s Transfer Document
Create Documents To tarafer 3 peciormance document select the checkion for e Empioyee 30d T select e Cortrue puh Sution

Reopen Document v Search for Docusnents

|
|
|
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Lecture 3: Transfer Evaluation Continued

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

l Performanc = Documents

= Q 1-2 of 2[]

Employes 1D MName Document Type Document Status Pericd Begin Period End Jo Tithe Manager
| - : S - Darector, Hurman -
L BA] CDOITRD1 Davaughn Liang MDC-Annaal Review EE Evaluation in Progress QFIA2018 OT022 Chrigting Kochar
Resouwrces Dept
O D3 1ez68 Les Chatham NICCinnual Review EE Evalzation in Frogress olod2021 002 Apdountant 7 Moemi Brockewany
Safecd All Desalast A
Continue
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Lecture 3: Transfer Evaluation Continued

7. Select the Select a Manager link.

Vo hew chosen 1o Farater Bhe documert macEmd O BNOTr TRnAGR!

43 Profies St T recarerG marager by o e Sewct 3 Manage hypednk then seect the Save btion io compiete e Tarster

N Marage i

=/

Leve

8. Select in the Manager’s Last Name in the Last Name field
9. Select the Search button.

Search Crnitena

Name

Last Name ‘STDCKER

Second Last Name |

First Name

ACName

Retumn to Praviois Pane




Lecture 3: Transfer Evaluation Continued

10. Select the desired option.
11. Select the OK button.

Search Resulis

Q Domitila Stocker a
[M  Kivondra Stocker 0
(&) Ron Lee Stocker (1]

@

& Wangie Stocker

.

Retum to Previous Page

12. Select the Save option.

€ Muman Resources (10CM)

Performance Administration

.4 Performance Documents
Franster Document

Create Documents Confirm Transfer

Performance Doouments

Reopen Cocument
m Q ettfv]
Transfer Document
Employee 10 Name Document Type Document Status Peviod Begn Perod End Job Title Manager
Cancel Document
» DOirecser, Human
! 23 00017801 Devanghn Liang MDC-Arnual Reven EE Evalustion in Progress 07012018 07012022 Rescurces Dept Christng Kocher
You have chosen 1o ransfer the Socumant Indkcaned 10 ancther
4 Profles Y Selact the receiving manager by using the “Salect & Manager” hypednk. then seiect the Save Dutton 10 corplets the ¥ansier

New Manager 0. Kivondra Stocker
Seect 8 Marager

E Retum 0 Prevous Page
D
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Lecture 3: Transfer Evaluation Continued

13. Select the OK button.

Perlormance Adminiztration

Transier Cocumeient

Save Confirmation

U Tha Save wnn puccsspiul

K

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.

Performance Docuaments

Employes 1D  Name Document Type Document Status Pariod Bagin Period End Job Title Manager
C] 00017001 Cuevaughn Lang MOC-Annual Review EE Evaluaton in Prograss Q7012018 OTON2022 g"“*"- *:“6".':“ Kivendra Saachar
1 00310258 Les Cratham WOC-Arnyal Revew EE Evalaation in Progress Q102021 010V2022 Accountant 2 Noerms Brockway
Continue
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Lecture 4: Re-Open Evaluation

Navigate to Performance Administration: Human Resources (HCM) > Performance
Administration > Performance Documents > Reopen Documents

1. Select the Employee field.

2. Enter the Employee's Employee Number into the Employee field.

3. Select the Search button.

Performance Administration

Reopen Document

To change & parfcemance decumant's status back 10 "Evaluation”, select the chackbax naxd 1o the Ervgioyed’s Name and than salect the
Continue push bution

¥ Search for Documents

First Nane
Manager | rat Name Last Namwe
Document ype e | 1 Stat
Period Betweon F: CT Employee | 00031100
| Search l Cleas

vl
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Lecture 4: Re-Open Evaluation Continued

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.

o

Select the Continue button.

Ferfoemancs Locumenis

Employes Il Hams Dercrarewerst Type Destusmeen? Shafurs Perusd Bagin Pericstl Efcl Jals Tirtke
] CRMEET TN Aulelirug [anreeT -l oaupeer vy Rvaras LWE g DR AR T " S m sy e ] Liosmputier Techreoipn 2
D003 108 N WD Prell Tt vrksry R WE Tl D247 2018 2200 Compiies Tachrcian 2
CIORCE T T AThplirag (DT B -l Taaper vy P WE g Ea g i m gk a2 B [ v g - Ciomputiesr Teohreoinn 2
D Q0031 108 Sciehme Coromies WPl Ty sy Blevaras WE - G T T 11208 Compuier Techrician 2

it B -
Contre _|
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Lecture 4: Re-Open Evaluation Continued

7. Select the OK button.

Reopen Document

Sawve Confirmation
! """l Thel Somrvse WS SLACOE RN

el

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”.

W O
Employes 10 Mams Doimrnent Typss Deozummiend Sdatug Peviced Begen Perbod Erd Jobr Tithe
[ D003 108 Aspliren Gonzalez RCC-Prod Supandsary Resrs ME = ] 22010 DO 202020 Coaprtier Taeshndoian 2
L 0O031108 Aoalivg Gonzslas MDC-Prof Supandseny Rrdes ME ol D242018 D220 0 Coungatr Tashnisian 2
O o003 1Hs Aslire Jonrsles D -Prob S upsrascry B LWL Complsted R i2a0E g ] Compuses Technician 2
Caontanus
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Lesson 1: Activities and Exercises




Lesson 1: Lesson Summary

You have now learned how to perform the following Administrative

5 Tasks in INFORMS:

* Manually Create Evaluations

-  Cancel Evaluations

* Transfer Evaluations

* Re-Open Evaluations




Lesson 2: Completing Evaluation

At the conclusion of this lesson, participants will be able to:

5  Complete an Evaluation
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Generate Performance
Evaluation

&

J ,5‘

L] A

Complete Self-
Evaluation (Optional)

— |
—
— | A

EMPLOYEE

The Employee is responsible
for Self-Service functions (i.e.,
Life Events, Benefits
enrollment, Timesheets,
Paycheck, W-2, Direct Deposit,
request leave, review
evaluations, add accredited
Licenses/Certifications).

Prepare
Performance
Evaluation

A

MANAGER

The Manager is responsible for
reviewing and approving HCM
Module transaction types
(Time & Labor, Absence, LOA,
ePerformance, Retirement,
Terminations, etc.) through
Manager self-service
functionality.

Lesson 2: Completing Evaluation (

PERFORMANGE REVIEW
BUSINESS PROCESS

Review Performance
Evaluation
(Manager's Supervisor)

O]

MANAGER

The Manager is responsible for
reviewing and approving HCM
Module transaction types
(Time & Labor, Absence, LOA,
ePerformance, Retirement,
Terminations, etc.) through
Manager self-service
functionality.

Schedule
& Deliver Performance
Review

-
-

a
MANAGER

The Manager is responsible
for reviewing and approving
HCM Module transaction
types (Time & Labor, Absence,
LOA, ePerformance,
Retirement, Terminations,
etc.) through Manager self-
service functionality.

Acknowledge
Performance
Evaluation

EMPLOYEE

The Employee is responsible
for Self-Service functions (i.e.,
Life Events, Benefits
enrollment, Timesheets,
Paycheck, W-2, Direct Deposit,
request leave, review
evaluations, add accredited
Licenses/Certifications).

Continue

Initiate Merit
Increase Request

-

The Department Personnel Representative is
responsible for reviewing and approving Employee

Self-Service and Manager Self Service transactions.
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Lesson 2: Key Terms

Term Definition

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

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

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

Merit Increase

Overall Rating
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Lesson 2: Completing Evaluations (Continued)

DPRs perform the following Performance Evaluation activities in INFORMS:

* Initiate the Merit Increase process (if applicable)

DPR use INFORMS' Salary Change tool to initiate a merit increase

percentage or to move to the next Step.




Lecture 1: Complete Evaluation

Navigate to DPR Self Service: HOME > DPR Self Service > DPR Salary Change

1. Select the Row for the desired Employee.

¢ DPR Self Service DPR Salary Change

b Search Options
i |
l___] Oy 300 employess showing, use search o find other employees
Sekecl Employed 300 rows
Wamae | Tithe [ 10 - Record Status | Typs D pariment
. M Jonathan List A
fctive
Firg Lisulana - HORTH AREA COMMAND - FRO3ID0100 }
00187376 - 0 mphyel
AARerto ADwr
Police Officer Aclive HAMMOCKS DISTRICT . LAW ENF . PDO2170100
ADC14552 . 0 Emgliyes
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Lecture 1: Complete Evaluation Continued

2
3.
4.
5

Validate the Transaction Date of the salary increase request.
Select the Merit list item in the Reason list.
Enter the desired percentage into the Change Percent field.

Pay Componest

Edecaton Incemive Pay

Fia-B. &

Fire Paramedic [Prolocol Cerb

Fal: Hazardions

D Bivesekdy

Change Pearent

DPR Salary Change
® ()
NI Compendaaton Detail M0 Reveew & Sabanil

Change Amoun  Hew Amount Current Amount
19207 1111
s077 5077
141000 24000
125.00 12500
4 4B TE 4 METE

Currency Code

U5D

usD

LS50

UsD

Type

Flal Ayt

Flal Arveusl

Fregeency

Enserily

Edwdukly

Envssily

Erustrily

Ewsukly

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

LI

47




Lecture 1: Complete Evaluation Continued

6. Select the Calculate Compensation button.
7. Select the Next button.

Salary Grade 35

Lhmourts EConbol Chhanges Clonmvesrsan Showr Al
"Rate Code Seq Comp Rate Currency Fregeenty  Percent Rae Code Group

1 |CROVZ @ ] 13 46TUED B

FILE TR0 5500 MDCREAX
FRPEL SIFSD 000 MDChLAX
MDBELY soFusD
11 TS0

Calculaly Compeneation
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Lecture 1: Complete Evaluation Continued

8. Enter a commentin the Comments field.
9. Select the Submit button.

¢ DPR Seil Service DPR Salary Change
A Jonathan Lin
Fue Lisulenast @ °
MD Compensation Detail W} Review 4 Submit

Review and Submi

Transaction Cste 0105222
Hesson Ml
Mew Information Current Information
Breeekly Salarg® 1 TH.59 USD 355985 UsD
Arwymal Rated 08 71551 USD A2 55000 UShD

Comanents

Thes Emphryee Rk BEnS v dgnd [N Camanmancs riv e JOCumEn] The Empicyss Juaihes Tor s Wet ncresss
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Lesson 2: Activities and Exercises




Lesson 2: Lesson Summary

You have now learned how to:

5 * Complete a Performance Evaluation in INFORMS
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Lesson 3: Reports and Queries

At the conclusion of this lesson, participants will:

5 * Understand the list of INFORMS reports used by DPRs
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Lesson 3: Reports and Queries (continued)

Late Evaluations Report

This report documents employee performance evaluation information

including days evaluation is overdue.

MIAM




Lesson 3: Reports and Queries (continued)

Performance Evaluation Completed for Merit Increase Due

This report helps DPRs determine which completed evaluations are

eligible for a merit increase.




Lesson 3: Lesson Summary

You have now learned about Performance Reporting capabilities in

5 INFORMS:

e Late Evaluations

. * Performance Evaluation Completed for Merit Increase Due
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Module 3: Course Summary

Module Topics

Course Content Summary

Additional Training and Job Aids
Course Summary

i
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Course Content Summary

Congratulations on completing the ePerformance Management.

You now understand:

e Administrative Tasks (Manually creating documents, Canceling

Evaluations, Transferring Evaluations, Re-opening Evaluations)
e Completing evaluation as a DPR (Initiate a Merit Increase)

e Performance Reporting (Late Evaluations, Merit Increase)

For more information on INFORMS, please visit www.miamidade.gov/informs



http://www.miamidade.gov/informs

Additional Training and Job Aids

Users may be eligible to take the following training courses based on their INFORMS roles:
* Time Management

* Personnel Changes

* Recruitment

e Updating Team Information

For additional information, be sure to visit:

www.miamidade.gov/informs



http://www.miamidade.gov/informs

CONGRATULATIONS

Congratulations on successfully completing the ePerformance
Management course!

DPR 302 — Departmental HR - ePerformance Management (Employee
Performance Evaluation) "
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