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DRAFT                                                                                                     NSPS Appraisal Administration for Pay Pool 

Sep 07


NSPS APPRAISAL ADMINISTRATION

FOR

PAY POOL RESPONSIBILITIES

A new menu item named “NSPS Appraisal Administration” has been added to users that have pay pool responsibilities to provide them the capability to maintain certain aspects of the Performance Appraisal Application (PAA) records associated with the pay pool ID for which the user has been assigned a pay pool role.
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The following pay pool responsibilities will have the new menu item:

· CIV Pay Pool Manager

· Alternate Pay Pool Manager

· Pay Pool Administrator

· Alternate Pay Pool Administrator

NSPS Appraisal Administration will allow the user to: 

· Changing the Rating Official

· Change Appraisal System Status
· Activate Closed or Deleted performance plans and appraisals

· Identify the ownership of the performance plan or appraisal (to include ex-employees)

Access to the PAA records will be restricted as follows:

· The user must be currently assigned as a Pay Pool Manager, Alternate Pay Pool Manager, Pay Pool Administrator, or Alternate Pay Pool Administrator

· The user will only have access to employee PAA records that are associated with the pay pool ID for which the user has been assigned a pay pool role.

· The user will not have access to their PAA record.

How to Search

1.  Select NSPS Appraisal Administration from the menu items.
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2.  To search on the current rating official or employee, the user may use one of the following options:

The search criteria cannot begin “%” or “_”.  Searches are not case sensitive.

Option 1.  Enter the complete name (last name, first, MI) and select the “Find” button.  The name can be entered for the Rating Official or Employee Name or both.
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Option 2.  Enter a partial last name using the wildcard (%); e.g., Smi%, and click the  
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 icon.  The name can be entered for the Rating Official or Employee Name. 

After clicking the 
[image: image5.png]


 icon, the results display information on the Search and Select page matching the search criteria.
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 to select the appropriate person.
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The system returns you to the search screen.  Click the “Find” button for search results. 

Option 3.  Enter the Employee ID number.  You must enter the “exact” number.  The name can be entered for the Rating Official or Employee or both.
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3. After selecting “Find” on the List of Plan/Appraisals page, the results are displayed based on the search criteria.  
List of Plans/Appraisals Area
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Column:  Plan Phase
	Plan Phase
	Description

	Initiated
	Performance plan has been initiated by either the rating official or employee but has not been approved.

	Pending
	Performance plan initiated, saved during the creation but has not been transferred to employee/manager and has not been approved.

	Pending HLR Approval
	Performance plan has been routed to the Higher Level Reviewer but has not been approved.

	Return for Review by HLR
	Performance plan has been reviewed by the Higher Level Reviewer and returned to the Rating Official for modifications.

	Approved by HLR
	Performance plan has been approved by the Higher Level Reviewer and returned to the Rating Official. 

	Approved
	Performance plan approved by rating official

	Modified
	Performance plan has an approved status and a subsequent change since approval has occurred.  


Column:  Appraisal Status

	Appraisal Status
	Description

	Planned
	Performance plan initiated, saved during the creation but has not been transferred to the employee/rating official and has not been approved.

	Saved
	Performance plan has been initiated.  The user exited the build process at step 1 of 3 steps.

	Transferred
	Performance plan/appraisal has been transferred to the employee.

	Ongoing
	Performance plan/appraisal has been initiated and routed, but has not been routed to the higher level reviewer for approval.

	Pending IR HLR Approval
	Interim Review has been forwarded to the Higher Level Reviewer but has not been approved.

	IR Return for Review by HLR
	Interim Review was reviewed by the Higher Level Reviewer and returned to the Rating Official for Review.

	IR Approved by HLR
	Interim Review has been approved by the Higher Level Reviewer

	Pending Approval
	Recommended rating of record has been routed to the higher level reviewer for approval.

	Returned for Review
	Higher level reviewer has returned the appraisal to the rating official for modification

	Pending PPM Approval
	Higher level reviewer approved the recommended rating of record.

	PPM Returned for Review
	Pay pool manager has returned the appraisal for correction.

	Deleted
	An unapproved performance plan has been deleted by rating official.

	Closed
	The rating official has closed an approved performance plan/appraisal (i.e., due to employee getting a new performance plan, changing positions or separation prior to the end of the rating cycle).


Column:  Delete     
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Selecting this (if available) will:

Allow the user to delete the plan/appraisal if the plan phase does not equal “Approved” or “Modified” and the Appraisal Status does not equal “Pending Approval”, “Pending PPM Approval”, “PPM Return for Review” or “Approved by PPM”.

NOTE:  When a user deletes a plan and the Plan Phase equals "Initiated" and the Appraisal Status equals "Planned" or "Saved", when the user clicks "Yes" to delete, it deletes the plan in it’s entirety from the application.  This only happens for plans that have an Appraisal Status of "Planned" or "Saved".  All other statuses when deleted will appear under “NSPS Appraisal Administration as "Deleted".
Column:  Close   
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Selecting this (if available) will:

Allow the user to close the plan/appraisal if the plan phase does not equal “Initiated” or “Pending” and the Appraisal Status does not equal “Pending Approval”, “Pending PPM Approval”, “PPM Return for Review”, or “Approved by PPM”.
Column:  Update  
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By selecting the “Update” column, the following items can be changed on the Change Plan/Appraisal page:  

· * Rating Official

· Appraisal Effective Date

· Rating Cycle Start Date

· Rating Cycle End Date

· * Appraisal Status

· * Plan Phase
Change Plan/Appraisal
Any open field on the Change Plan/Appraisal page can be changed.  After updating the field, select the “Update” button.
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More information is provided for the following fields:

* Rating Official

The system returns the list of employees still under the “old” rating official.  To confirm the change was successful, search for the “new” Rating Official to verify.  

*Appraisal Status

	If the current Appraisal Status reads:
	Then the Appraisal Status can be updated to:

	Pending Approval
	Return for Review

	Return for Review 
	Pending Approval 

	Pending PPM Approval
	PPM Return for Review

	PPM Return for Review
	Pending PPM Approval

	Closed
	Ongoing

	Deleted
	Ongoing


NOTE:  If the incorrect status is selected, an error message will appear upon “Update.”
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To confirm the change was successful, review the status on the list following the click of the Update button. 
* Plan Phase
	If the current Plan Status reads:
	Then the Plan Status can be updated to:

	Pending HLR Approval
	Return for Review by HLR

	Return for Review by HLR
	Pending HLR Approval


NOTE:  If the incorrect status is selected, an error message will appear upon “Update.”
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