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JOB AID—USCG

Update / Verify Profile

	All Employees Update Their Profile — All Employees must update their profile by entering their full USCG email address and selecting a Rating Official.  Coast Guard employees should verify that their email address in their profile is correct.
Rating Officials Verify the Profiles of Individual Direct Reports — Rating Officials verify their Direct Reports.
 


	All Employees

Step 1
Login to the DHS ePerformance Tool, then review actions under Home/Activities Requiring Attention

a. Click Update Your Profile <Employee Name> to access the “Update Your Profile <Employee Name>” task

	The Profile Update page will display General Information about you, including three fields that need to be verified and/or updated. 

Step 2 
Verify and/or Update the following information

a. Verify your first name. This is a read-only field. 

b. Verify your middle name (if applicable). This is a read-only field. 

c. Verify your last name. This is a read-only field. 

d. Verify your full name. This is a read-only field. 
e. Verify your login name. This should be your full USCG email address. This is a read-only field. 
f. If “login name” is blank, enter your full USCG email address. 

g. Re-enter your full USCG email address to confirm your new login name.

h. To select your Rating Official:


1. Click the magnifying glass [image: image1.bmp] to select your Rating Official.

2. A pop up window will appear on the screen. At a minimum, enter your Rating Official’s last name.

3. Click SEARCH.

4. A list of possible Rating Officials will appear in the window. Click on your Rating Official’s name to make your selection. 
5. The pop up window will disappear, and the Rating Official’s name will appear on the Profile Update page.

NOTE: If you do not know your Rating Official, or your Rating Official is not listed, contact your Command Staff Advisor (CSA) or your Servicing Human Resources point-of-contact. 
i. Verify your organization. This is a read-only field. 

         NOTE: If any read-only field is incorrect, contact your CSA or your Servicing Human Resources point-of-   

         contact.

	Step 3 
Submit

a. Once you have verified and/or updated your general information, click SUBMIT (located at the bottom of the page). 

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

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



	Rating Officials – Individual Verification

The Rating Official can verify his/her Direct Reports individually, OR if they have several Direct Reports, the “Verify Direct Reports” function may be used to verify multiple profiles (see “Batch Process to Verify Multiple Direct Reports” instructions below).
After logging in to the DHS ePerformance Tool, your Home Dashboard will display. Review actions under Home/Activities Requiring Attention.

Step 1 
Click  Verify the Profile for <Employee Name> to access the “Verify the Profile for <Employee Name>” task
The Profile Update page will display with General Information. 

	Step 2 
Verify the employee’s profile


	Step 3
If this employee is one of your Direct Reports, click SUBMIT. 

a. The pop up message box will ask, “Are you sure you want to submit this?” Click OK.

b. The message, “The information you entered was successfully submitted” will appear on the screen. Click RETURN TO HOME.

If the employee is not one of your Direct Reports, click SEND BACK. 

a. A pop up window will display, which will allow you to enter Feedback Comments explaining why you are rejecting this employee’s profile.
b. Click “Send Back” to notify the employee that you are not their Rating Official.


	Rating Officials – Batch Process Verification

Batch Process to Verify Multiple Direct Reports

When the Rating Official has several direct reports, the “Verify Direct Reports” function may be used to verify multiple profiles.
Step 1 
Log in to the DHS ePerformance Tool

	Step 2
Click Verify Direct Reports on the left menu bar or the top menu bar
A list of employees who have chosen you as their Rating Official will appear with action options.

	Step 3 
Verify that the Employees listed are your Direct Reports

a. You can reject each employee who is not your Direct Report by clicking the REJECT button.

b. You can approve each employee who is your Direct Report by clicking the APPROVE button.

c. Alternatively, you can click the REJECT ALL button to reject all employees in the list OR click the APPROVE ALL button to approve all employees in the list.

d. The NO ACTION or NO ACTION ON ALL buttons are available if you are not ready to reject or approve the employee(s).

	Step 4 
Submit

a. When you have finished selecting the actions for each employee, click SUBMIT to complete the process.
b. The pop up message box will ask “Are you sure you want to submit this?” Click OK.
c. The message “The information you entered was successfully submitted” will appear on the screen. Click RETURN TO HOME.
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