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JOB AID

Employee — ePerformance Tool Step 4
Employee Initiates Annual Appraisal
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· In Step 4 of the ePerformance Tool (eTool), the employee initiates the annual appraisal. The employee enters comments on their performance for the year for both goals and competencies. 
· In Step 5, the Rating Official completes the annual appraisal for the employee. The Rating Official enters comments on the employee’s performance for both goals and competencies. The Rating Official must assign a rating for each performance goal and core competency. The Rating Official must also provide comments in the “Justification for Ratings” box when the overall rating is above or below Achieved Expectations. 

· In Step 6, the Reviewing Official reviews and approves the annual appraisal.
· In Step 7, the Rating Official issues the annual appraisal to the employee.  It is the Rating Official’s responsibility to communicate the annual appraisal and rating to the employee.
· In Step 8, the employee acknowledges the annual appraisal.


	STEP 4 — Employee Initiates Annual Appraisal

	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: Initiate the Annual Appraisal for <Employee Name> to access the details of the task.
NOTE:    General Information displays your profile.
General Instructions display a high-level description of the three phases in the ePerformance Tool.  Also displayed in the General Instructions is a link to a more detailed description of each step as well as links to the job aids.  

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

The remainder of the web page includes two sections: Achieving Results, Core Competencies, Progress Reviews, Summary Ratings, and Approvals


	Progress Review
a. If comments for a previous progress review exist, you may need to add a comments section.  Click on the Add Review button.

b. Enter your comments in the box provided.

c. Identify the review period for which the comments are covered by clicking on the drop down arrow beneath the Category and choose Annual Appraisal
d. Review any progress review comments made by the Rating Official, if applicable.

 

	Submit
a. When comments and the acknowledgement are 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. 

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


	STEP 5 — Rating Official Completes  Annual Appraisal


	STEP 6 — Reviewing Official Reviews/Approves Annual Appraisal


	STEP 7—  Rating Official Issues Annual Appraisal


	STEP 8 -- Employee Acknowledges Annual Appraisal


	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  
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