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Prerequisite Information for All Users 

All users should review the PeopleSoft 8.0 Tutorial to familiarize yourself with the terminology and navigation you will experience.  Information on the tutorial and other general navigation information is located at http://www.uscg.mil/hq/psc/cghrms

In the following lessons, we present each process in two ways.  First, there is the summary information for the experienced user, someone who is comfortable navigating around the PeopleSoft environment.  The summary outlines the steps, without going into details about what you see or how to navigate.  For someone with less familiarity with PeopleSoft, we provide detailed instructions following the summary.  These instructions take you through the steps, provide screen shots to help you identify the processes, and give other informative information.

· Note:  Your view of any menu or page is dependent on your access to PeopleSoft and the security settings associated with that access.  Your operator ID may not have access to all the pages we include in our user aid documentation.  Or we may show a field as editable, but your setting is "view only". 

Entering an Employee Review for an Enlisted Member 

Introduction:
This section will guide you through the process to enter or review an enlisted member reviews. 

Security is in place to ensure users have appropriate access to view, create, edit, or approve an employee review (e.g. some users have access only from their worklist).

Before you begin:
If possible, have the employee ID number.  If you do not have the employee ID, you may perform a search and select from the available list returned. 

Detailed Directions:

	Step
	Description

	1
	Select from the home menu bar Develop Workforce, Plan Careers, Use, and Employee Review. 

Enter an employee ID number and press the Enter button.  Or perform a search and select from the available list.  Since an employee may have multiple records reflecting various stages in their career (e.g., military, civilian, and reservist), it is important to select the correct record.

	2
	On the employee review page, enter the evaluation period end date in the effective date field.  Choose the effective date carefully, as it cannot be updated easily later on (If you change the dates you start the review process over and you will lose any data you have entered).  Leave the from date field blank.  Enter the evaluation period end date in the to date field.  (The effective date and to date fields must be the same.)  Leave the next review date field blank.  Select a review type from the drop-down menu.  Enter the rating scale.  This is the set of dimensions to be evaluated for the member's pay grade.  Select a review rating of E1 through E9 or ASCH for Class "A" School students.  Do not use CPO, PO, NR, unless the effective date and to dates are 7/31/02 or prior. 
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	To be sure that you’ve entered the correct effective date and to date for a regular (annual or semi-annual) employee review, click the Exceptions tab after entering the dates, review type, and rating scale.  Click the 
[image: image2.png]Walidate Employee Review



 button.  If you get a warning message like this “The month of the effective date must match the date in Review Scale Periods Table (CG_REVW_PRD_TBL) for RATING_SCALE=E5, and Empl Class=B, and Grade=E5 Month must be=04 or 10”, you should go back to the employee review tab and check your dates and the rating scale selection before proceeding.

	4
	Here is the drop-down menu for review type:
Here is a sample lookup of a rating scale:
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Note:  The following review types are not used with enlisted employee reviews:

· Concurrent,

· Detach RO,

· Memo, and

· Special.


	5
	Click the Reviewers tab.  Select from the drop-down menu either supervisor, mark/rpt (marking official), or approved (final approval authority) for the evaluation type.  Enter the employee ID of the reviewer (in most cases this is your employee ID).  The competencies listed on this page are based on the rating scale entered on the employee review page.  The factor weight should be left blank. 

In the rating box, enter the mark that you want to assign to each competency (e.g., 6) or click the lookup key to review the available choices.  Use the numeric values to rate all competencies on the list, except for the conduct and advancement recommendation.  For the conduct competency, use satisfactory or unsatisfactory (S or U).  For the advancement recommendation competency, use recommended or not recommended (R or N).  A message will display indicating the alpha characters will not compute for the rating average, click OK.  (If you enter an unsatisfactory or not recommended mark (U or N), enter reviewer comments.)  
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(entire list of competencies NOT shown)


	6
	To review a competency description or enter reviewer comments:

Press the yellow note icon along the right margin.  Review the full description of the competency.  To enter competency-specific comments for this member, type them into the comment box.  The comment box takes the place of Administrative Remarks (CG-3307).  Review the screenshot below for examples of other comments that are entered on this page.  Press OK when you complete each comment.  [image: image6.png]DIRECTING OTHERS
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	7
	Click the Comments tab.  In the comment box, enter comments for others in the rating chain.  These comments will be deleted once the evaluation is saved as "final".
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	Note:  The employee review is routed to the endorser's work list.  To access your work list, select from the home menu bar People Tools, Worklist, Use, and Worklist.  For additional information on using the worklist, see the PeopleSoft help files at http://www.uscg.mil/hq/psc/cghrms  
	


	9
	To create a member counseling report:

Create a member counseling report by clicking the link (upper right-hand corner).  This will open a new window for the report.  Select the language for the report from the drop-down list.  Enter the employee ID number for the member being evaluated.  Press the Run button.  (You may send several member counseling reports at one time by pressing the plus button to add a new row and entering another employee ID.)  
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When the Process Scheduler Request page appears, set the parameters as follows:

· Click the Server Name drop-down menu and select the PSUNX server.

· Click the Type drop-down menu and select Email. 

· Click the Format drop-down menu and select PDF.

Press OK when finished.  This will generate an email to you with the Member Counseling Report attached as a printable PDF file. 
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Close the second window containing the Member Counseling Receipt.  You are returned to the exceptions page.  

	10
	Reminder:  Once the member counseling report is sent, the approving official or his/her representative will click the final checkbox and press the Submit button on the exceptions page. 

	11
	To repeat this function (enter another employee review), select Return to Search.  To perform another function, choose from the menu.  To exit, press the Sign Out link located at the top of the page.


Mass Create Employee Reviews 

Introduction:

This section will guide you through the process to create multiple employee reviews at one time.  

Security is in place to ensure users have appropriate access to view, create, edit, or approve an employee review (e.g. some users have access only from their worklist).

Detailed Directions:

	 Step
	Description

	1
	Select from the home menu bar Self Service, Self Service for Commands, Use, and Enlisted Employee Review.

Enter the department ID and press Search.  You see the following page:
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	2
	Enter the grade.  Check the Include SubDepts box to include employees assigned to any subdepartments.  Press the Get Employees button.  This will populate the page with the requested list of employees.
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	3
	Review the list of employees.  Click the checkbox to select one or more employees.  Enter the supervisor's employee ID and press the Initiate Reviews button.  The employee review is created.
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When the review is created, it is routed to the supervisor's worklist.  The next review date and rating scale fields are cleared on this page.  
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You may enter or edit the next review date, review type, or rating scale for an employee (e.g., interim review, change in duty station).  


	4
	The system allows only one active employee review for a specified employee ID and date.  If there is an employee review for the employee ID and date specified and you attempt to create a new one, you will get the following message:
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	5
	To repeat this function, select Return to Search.  To perform another function, choose from the menu.  To exit, press the Sign Out link located at the top of the page.


Employee Review:  Approve Multiple Reviews on Worklist

Introduction:

This section will guide you through the process to approve multiple employee reviews at one time.  

Security is in place to ensure users have appropriate access to view, create, edit, or approve an employee review (e.g. some users have access only from their worklist).  

Detailed Directions:

	 Step
	Description

	1
	Currently, you use the worklist function to work/approve an employee review one review at a time. To access your worklist, select the Worklist link (alternate path:  from the home menu bar PeopleTools, Worklist, Use, and Worklist).  Select the worklist type (Employee Review Worklist) and the page populates with any reviews on your list.  Select an employee, click on the link to the Employee Review page, and then go through the steps in order to approve a single review (sample graphic below).
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	2
	The Employee Review Queue allows a user to approve multiple Employee Reviews at the same time.  To access this page, select from the home menu bar Self Service, Self Service for Commands, Use, and Employee Review Queue.  By accessing the Employee Review Queue, you may select employee reviews for approval.  Select one review, several reviews, or all of the reviews on the worklist.  The below graphic shows 3 of the 25 rows of employee reviews awaiting approval.  
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	3
	Use the following guidance when working this page.
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	4
	To repeat this function, select Return to Search.  To perform another function, choose from the menu.  To exit, press the Sign Out link located at the top of the page.


Employee Self-Service:  View Completed Employee Reviews 

Introduction:

This section will guide you through the process to view your completed employee reviews.  

Detailed Directions:

	Step
	Description

	1
	Select from the home menu bar Self-Service, Employee, View, and Employee Review. 

Your employee ID number is selected by default.  

	2
	View your completed employee reviews.  If a review is currently routing, it becomes available for viewing once it is complete.  
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(sample screenshot for an enlisted member)

Note:  Use the arrow button to see the next item or press the View All link to show the available information.  Our sample graphic indicates this review is 1 of 20 completed reviews for this member.  


	3
	Click the Reviewers tab.  Review the information. 
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(sample screenshot for an enlisted member)

	4
	To perform another function, choose from the menu.  To exit, press the Sign Out link located at the top of the page.


	extra
	Sample screenshots for an officer:

The employee review page.
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The reviewers page.
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Queries

Introduction:

This section will guide you through the process to run queries on training. (Your user ID must have security for applicable employee review roles).

Before you begin:

If possible, have the query name and applicable query criteria.  If you do not have the query name, you may perform a lookup and select from the available list returned. 

Detailed Directions:

	Step
	Description

	1
	Select from the home menu bar People Tools, Query Manager, Use, and Query Manager. 

Enter CG in the Search for box and press Search.  Select the query/report you are looking for in the list and press the link

	2
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(The query list above is partial.  The list evolves quickly and what you see is dependant on security issues.)

The query appears in a new window.  Enter any requested criteria for the query and press the View Results button.  To download a report/query to Excel, press the An Excel Spreadsheet link.  

Note:  To run another query, select the query from the list, press the Run link, enter any requested criteria, and press the View Results button.  To perform another function, choose the item from the menu.  To exit, press the Sign Out link located at the top of the page.


Here are samples of available review-related queries:  

	Board Gap Report

How to run the query: 

Enter the board type code, active duty reserve indicator, and sequence number.  Press the View Results button.
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	Blank Final Inactive Employee Reviews 

How to run the query:

Select the query and it runs automatically.
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	Employee Review Waiver Query 

How to run the query:

Enter the date criteria.  Press the View Results button.
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	Employee Review Tracking 

How to run the query:
Enter AUSCG as the set ID, the department, and the date criteria.  Press the View Results button.
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	Employee Reviews Waiting Approval 

How to run the query:

Enter the batch user ID.  Press the View Results button.
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	Count Employees by Department Type 

How to run the query:

Select the query and it runs automatically.
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	Active Duty Regular Enlisted Count 

How to run the query:

Select the query and it runs automatically.  
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	Count Positions by Department Type 

How to run the query:

Select the query and it runs automatically.
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	Enlisted Employee Reviews by Status 

How to run the query:

Enter the date criteria and the review status.  Press the View Results button.
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	Active Duty Regular Enlisted Count 

How to run the query:

Enter the date criteria and the review status.  Press the View Results button.
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more columns:
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more columns:
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	Gap Report by Individual

How to run the query:

Enter the board type code, active duty reserve indicator, sequence number, and date criteria.  Press the View Results button.
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	Officer Employee Reviews by Employee

How to run the query:

Enter the employee ID.  Press the View Results button.
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	Officer Employee Review Status

How to run the query:

Enter the review status and the employee classification.  Press the View Results button.
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	Officer Employee Review Waiting Approval

How to run the query:

Enter the batch user ID.  Press the View Results button.
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	Universal Gap Report

How to run the query:

Enter the date criteria and the active duty/reserve indicator. 

Press the View Results button.
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