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JOB AID
Employee — ePerformance Tool Step 1

Employee Inputs Goals

	The DHS ePerformance Tool (eTool) processes by which goals are entered and acknowledged are outlined below.
Rating Officials and employees
work together to establish goals prior to inputting goals in the eTool.
During the performance planning process, employees and Rating Officials complete the employees’ performance plan by following eTool Steps 1, 2 and 3.
· In Step 1, employees input their goals. NOTE: The Rating Official may opt to start the performance plan process at Step 2.  See Set Initial Plan Step job aid.
· In Step 2, Rating Officials review and/or modify the goals input by the employee; or if the Rating Official opted to start the performance plan process at Step 2, the Rating Official inputs the employee’s goals.
·  In Step 3, employees acknowledge their performance plans.



	STEP 1 — Employee Inputs Goals

	Log in to the DHS ePerformance Tool

a. Enter the following URL into your web browser: https://eperformance.dhs.gov
b. Enter your User Name

c. Enter your Password
d. Click the Login button
Upon logging in, your Home Dashboard will display.

	Complete the Activities Requiring Attention on the Home Dashboard

· Click <Year> Cycle: Input Your Goals, <Your Name> to access the task.
NOTE:    General Information displays your profile.
General Instructions display a high-level description of the three phases of eTool Performance Management Plan Process.  Also displayed in the General Instructions is a link to a more detailed description of each step as well as links to the individual job aids.  

The Workflow graphic depicts the 8 steps of the Performance Management and Annual Appraisal process in the eTool with the current step highlighted.

The remainder of the web page includes four sections: Achieving Results, Core Competencies, Progress Reviews and Approvals.


	Review Core Competencies

Review your core competencies and their performance standards.  You will be expected to perform according to the performance standards listed for each competency.

	Input Goals 

Enter your goals by typing or cutting and pasting goal outcomes and results in the box titled “Goal.” Targets and measures are entered in the boxes titled “Achieved Expectations” and “Achieved Excellence.” You may also assign weights to goals and align with organizational goals.  Any elements left blank will be completed by the Rating Official.  The Rating Official may make modifications to your entries.

a. Align the goal with an organizational goal by clicking the link titled Align with Organizational Goal.  Find the organizational goal for which you wish to align.  Click on LINK to link to the Organizational Goal or Copy and Link to link to the Organizational Goal as well as copy the contents of the goal into the goal boxes provided.
b. Align the goal with the Rating Official’s goal by clicking the link titled Align to “Rating OFFICIAL’S” goal.  Rating Official’s goals will be available after the Rating Official has an approved plan. Find the Rating Official’s goal for which you wish to align.  Click on LINK to link to the Rating Official’s Goal or Copy and Link to link to the Rating Official’s Goal as well as copy the contents of the goal into the goal boxes provided.
c. Input the goal outcomes/results in the box provided.

d. Input the weight of this goal.
e. Input the targets/measures for Achieved Expectations in the box provided.
f. Input the targets/measures for Achieved Excellence in the box provided.
g. You may delete the goal by clicking on the REMOVE THIS GOAL button.

h. You may add another goal by clicking on the ADD NEW GOAL button.

Save your work by clicking on the SAVE DRAFT button at the bottom of the form.

You may print your performance plan by clicking on the PRINT PREVIEW button at the bottom of the form.  The form will be formatted for printing.  Click the PRINT button at the bottom of the form to send the formatted form to the printer.

	Submit

a. When complete, click the SUBMIT button at the bottom of the form.

b. A pop-up message box will display, “Are you sure you want to submit this?” Click OK. 

You will receive a message on the screen that states, “The information you entered was successfully submitted.” Click RETURN TO HOME.

	Step 2 — Rating Official Completes Performance Plan/Conducts Progress Reviews

	Step 3 — Employee Acknowledges Plan/Provides Progress Review


	Please contact your component point of contact for assistance.  Click on the following link to find a list of your component POCs:  https://dhsonline.dhs.gov/portal/jhtml/dc/sf.jhtml?doid=110077  























Performance Management








Step 3





Employee Acknowledges Plan / Provides Progress Review





Step 1





Employee Inputs Goals








Step 2





Rating Official Issues Plan / Conducts Progress Review 

















Job Aid - Employee Inputs Goals (eTool) Step 1
1 of 2

