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JOB AID

Rating Official — Set Initial Plan Step

	The Performance Management Process in the eTool begins with the Employee Inputting their goals at Step 1.  The Rating Official may choose to bypass this step and begin the process at Step 2 with the Rating Official Completes Performance Plan.
Once the update and verify profile processes have been completed, the Rating Official may choose to Set the Initial Plan Step by clicking on the menu item on the left navigation bar.  (For more information on updating and verifying profiles, see the Update Profile job aid).  The Rating Official would be able to Set the Initial Plan Step for all direct reports that have completed their profile.
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.
· In Step 2, Rating Officials review and/or modify the goals the employee input; 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.


	Rating Official
Click on the item Set Initial Plan Step menu located on the left navigation bar.
The Set Initial Plan Step page will display with  general instructions at the top of the page

	Set Initial Plan Step

Each of your direct reports will be listed along with their email address under the General Information heading.  Each employee’s performance plan will default to Step 1.

a. Choose each employee you wish to start their performance plans at Step 2 by clicking on the Step 2 radio button next  to the employee’s name.
b. Click on the Set all to Step 2 button to move all your direct reports’ performance plans at Step 2.

c. Click on the Set all to Step 1 button to move all your direct reports’ performance plans at Step 1.

	Submit

a. Click SUBMIT to complete the action or CANCEL to cancel any changes you made on 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.
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Rating Official Completes Performance Plan / Conducts Progress Review 
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Employee Acknowledges Plan / Provides Progress Review
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