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Suggested first Step and general overview:

The Summary Rating process is much like the creation of the plan
process.

The module will time out if you take too long.

It is suggested that you cut and past lengthy comments into the
Comments or Standards fields from another document.

The Summary Rating process invokes workflow to the Rating reviewer
upon the clicking of the Save or Create Printable Form buttons. If you
just print a plan after going into Summary Rating then a save of a blank
rating may occur.

If you just want to look at your employee’s existing plan or to print a Plan
prior to doing the rating Go To Manager Self Service, Tasks,
Performance and select Performance Plan, Existing Plan or Progress
Review and print a plan from either of those menu items.

The Summary Rating process will do the mathematical calculations
based upon your ratings for each element. When done the Summary
Rating process will generate a AD-435 and send the rating to NFC in
early October saving your HR staff individual input of ratings.
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B Glover,Johnny L{046173) did Summary Rating for Murray,Mary C{002736) for the fiscal year 2007 - Message [Plain Text)

! Fle  Edit  Miew Insett  Format  Tools  Actions  Help

g Reply | =fReplyto 8l | FForward | < -9 | <& | ¥ [ X | @ - % - A @!

From: Ra.mdbelksyid, AMDC

To: Walker, Gordie - Beltsville, MD
Cc:
Subject:  Glover, Johnmy L{D46173) did Summary R.ating For Murray,Mary C{002736) For the Fiscal vear 2007

Sent:

Mon 8/13/2007 2:17 PM

h*CAHS has a worklist entry awaiting your action.
Click on the following link to proceed to I%CAMS login screen.

httpa://icaws . usda.govw, HRIZC/ 2ignon. htmwl

HNote: Please do not respond back to thizs enmail

The Reviewer will get an email
and worklist item to review a

plan.
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Date

Glover,Johnny L nar 312007 Supervisor Reviewer Concurs Rating 002756.0, 2007
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5
>
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[> Manager Self Service
= Worklist
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1

—\Warklist
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— Navigator Performance Plan End Date: 09307200 Perf Plan Reviewed Date: oan 32007
[> Reparing Tools 1 o Dot -
I PenpleTanls Review Type: | =UMman ~aling Summary Rating: D FULLY SUCCESSFUL OR
— Change by Passward EQUNALENT
— My Personalizations
— My Systerm Profile :
— My Dictionary Rating Scale: H A Tier Petformance Dept: 914387  Emplovee Relations

= EmpowHRE Documentation Team
Agency: AG 16 MRCS Position: 901408532 PayPlan: G5 0201 13

Job Code: 042082 HUMAM RESOURCES SPECLST (EMPL

el REVIEWET'S JOD IS tO review the rating
Eval Type: | Eupereo given by the supervisor.

. izum-nm 3 - Add comments or

| summary rating in this area. - Ji

Supervisor:

Commentss

Comments can be made.

S Click the Elements and Standards Tab
Refused Rating to review the ratings for each elements.

Ferformance Appraisal | Elements and Standard..

Dewe| Bvevwnss| Bw] B ot Click SAVE or Print at this point.
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eneeemenieie: ) Ot Click SAVE on this page but
Performance [ return to the Performance Appraisal
M ) UL Element Rating
easure Mo:
- Tab.
Critical Critical
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applicable to the Emplovee & Labor Relations Team. Contributes to the =)
achievement of
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! ot T B T ST | el affo et ol =i Bl mreacdieine v it themnaeibs b w
@ Dane é & Trusted sites
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Once you review the ratings. First, Check
Concurred Rating. Second, Click SAVE.
(If the ratings are prepared in August and early

Mew Window | Help | Customize Page | [,

September you will see {this message& which you
. - 002736
need to check Concurred Rating, Click OK, then
1osmtrzoo7
SAVE) 081372007
ESZESEEDEDIS Review Type: Sunmary Raging: |:| FULLY SUCCESSFUL OR
— Change My Passward EQUINALENT

— My Personalizations
— My System Profile

— My Dictionary Rating Scale: — < Relations
— EmpowHRE Documentation Microsoft Internet Explorer .
Agency: G5 020113
Job Code:

: [ o]
Employee
Comment:

ewedDiscussed Created Review /Rating Concurred Rating

iEIJIJT-IJE-1 3- Add comments on the
= |summary rating in this area. - JG
' |Reviewer can add commeants herelll

efused Rating 0832007 0a/13i2007

Bl save | [E view Worklist J [=] Matify I

Ferfarmance Appraisal | Elements and Standards 7
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Search:
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= Worklist

— Wyarklist

= wWorklist Details
~ — Mavigator
[ Reporting Tools
[ PeopleTaools
— Change iy Fassword
— My Personalizations
— My System Profile
= My Dictionary
— EmpowHR Documentation

Gugulis, Katherine C US Dept of Agriculture

Home

Mew Window | Help | Customize P Saved &

[/ Performance Appraisal {_Elements and Standards |
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Performance Plan Start Date: 0171252007 Next Performance Plan By: 1000142007

Performance Plan End Date:  09/30/2007 Perf Plan Reviewed Date: ngMa3zony

Review Type: Summary Rating: D FULLY BUCCESSFUL OR
EQUINALENT

CITi L as Ealadliislied

Rating Scale: H 5 Tier Performance Dept: 914387  Employee Relations

Team

Agency: AG 16 MRCE Position: 901408532 PavPlam: &GS 0201 13

Job Code: 048082 HUMAMN RESOURCES SPECLST (EMPL

| Create Printable Form I

Supenasor: GlaverJohnny L
‘Bval Type: | SUpEMIsOr
et S ] 1
Reviewer A1 Employee Review Process
Comments: : Comment:

Completed

ViewedDiscussed Created Review /Rating Concurred Rating

Refused Rating 0832007 0a/13i2007

Bl save

Ferfarmance Appraisal | Elements and Standards
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@‘] Dane
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Do NOT click SAVE or Create e
Printable Form at this time. S 8
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Performance Plan
Next Performance Pl2
Job Code: 04802

Position:

Performance Plan end Date:  09:30/2007
0aM 32007

art Date:  01/12/2007

1 By: 105012007 Perf Plan Reviewed Date:

HUMAN RESOURCES SPECLST (EMPL REL)
Suminary Rating:  FULLY SUCCESSFUL OR EQUIVALENT

90140582

il
"
|

First E-I 13 of 3 i.L Last

Elements and Standards Wi 1

Performance

Measure No: Element Raging: D Meets Fully Successful

Critical Critical

Indicator:

Element: | Contacts - EQIC idatory for all Mon-Superdsory Employees ) |
AN

standards: Routinely displays counteous an}}\tactful behaviar towards internal and £ f@

gxternal customers, superisars, ©

a positive and professional image After reVI ew Of th e
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¥lemr £fi it cd ol o

Performance
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cemen e | OUMMary Rating Tab.

Critical Critical
Indlicator:

Element: |;_-;;' sion Results (Mandator)

stanidards: Demonstrates support for agency $ tab

applicahle to the Employvee & Labo
achievement of

overall agency initiatives. Accepts
Levmomdem] e leivon timeo o smel offioetiue

@ Dane
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.~ That action will save the rating. If you

EE‘;} added a comment a worklist item will go

-# back to the supervisor for review. ——

E E'aRy . . v 1000172007
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[> Ma . . FULLY SUCCESSFUL OR

wo Form a View Document Link should EQUIVALENT
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B Save | (&= Previous tat I = Mext tab I % Spell Check
Summary Ratino | Elements and Standard s
éEl Done é & Trusted sites
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B Murray,Mary C{002736) added Summary Rating comments for 2007 created by Glover, Johnny L{046173) - Message (Plain Text)

! File Edit Wew Insert Format  Tools  Actions  Help

_E-L:Q.R_eplv|-L7§Replvtu.f\.l_||f_%Farﬂard|.;j 23 | b | |l§'|'—3 K| - A¢|@J!

From: R mdbeltswiz, AMDC

To: Walker, Gordie - Beltsville, MD
Co
Subject:  Murray,Mary C{002736) added Summary Rating comments For 2007 created by Glover, Johnny L{D46173)

Sent:

Mon 8/13/2007 2:29 PM

I*CAMS haszs a worklist entry awaiting vour action.
Click on the following link to proceed to IFCAMS login screen.

https://icams.usda.gov/HRISC/=ignon. html

Note: Please do not respond back to this email

If the employee added a

Comment the Supervisor will get

an email and worklist item to
view the comment.
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End of
Summary
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