Performance Management System (Saba/Halogen)
Training Series - 2019
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How to use the Perf Mgmt System

e Introduction to Saba/Halogen for new users

e Refresher for current users
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System Security

e Authentication via NRAO Active Directory (Windows)
— Performed on OUR servers with SSL ("https" in browser URL)

— No passwords sent to, or stored on, Halogen site

* No highly sensitive data on Saba/Halogen site
— We do NOT store SSN's or any other "SECURE" data on their site
— Only the necessary PEP related information stored there

— Data Security Policy levels: Confidential or lower.
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Login using NRAO AD credentials

— Type “pep.aui.edu” into your Internet browser

— Employee Self Service (ESS) — Performance Management
Link =l mEm

Use your NRAO AD
username and password
when prompted to login.




My Tasks

*  When you sign you'll find a “to do” item in “My Tasks”

*

Tasks (2) | All Tasks | £}
9/21/2018 : 11/21/2018

Write your self-appraisal and draft Sign-off your appraisa
new goals.

PEP TEST
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Complete Self Appraisal

3 Required Sections:

I. Key Responsibilities —Vrite short description of overall job
duties/responsibilities.

2. Self Evaluation of Functional Goals — Provide a summary of your
accomplishments and a performance rating for each goal.

3. Establish New Goals — Set 3-5 SMART goals to be accomplished in the next
fiscal year.

Optional Sections:

e Other Significant Achievements — Summarize accomplishment outside of goals.

 Optional Development Goal — Set |-2 goals aimed at expanding your skill set
and furthering your career growth.

 Employee Summary Comments — Room for additional comments not captured
elsewhere.
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Complete Self Appraisal

Save & Exit
allows you
to complete
a little at a
time!
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Werite your el appratal and draft new goat.
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Section 2: Evaluate Functional Goals

e Goals migrate from personal goal page to your self-
evaluation

— |If your goals don’t appear on my PEP form:
* You will need to copy/paste from your last years document.

* If you’re a new employee and you’ve not accessed your “Goals page,’
you will need to add goals that you’ve been working on by selecting
“add goal.”

e Comments migrate from personal goal page if you have
entered goals while tracking progress against your goal on
your personal page.
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Evaluate Functional Goals

Winte your selt-appraisal and drall new goals

Kevin z-halogenEmployeo
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Section 3: Establish New Goals

"’ By Kevin z-halogenEmployee
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Form Navigator

Exempt Annual Performance Evaluafiol
ber 1, 2017 i
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e - n ew o a S nsf ns Please consider these guidelines when you are developing your SMART goals
Section 1: Key Responsibiliies

Secfion 2: Rating of Functional Goals
Functional Goals
Other Significant Achievements (option

[ ) L] Other Significant Achievements - Mana
Overall Rating =
’ Section 3: Establish New Goals
s guidelines when

SMART Goals

Managers - You must copy, paste. edit or replace the goal the employee submits into the boxes provided below. Only the goals in the manager's section wil be
considered the approved goals for the next review pariod and will migrate to the employee’s personal Halogen page

Goal: Flease include a fitle, i dates for each new goal Weight

€ Atlach Feedback

evelopr oals (o
L o o oye ary Go (option
ut specific Description
[ ] Electronic Signature Nofification
< >
Goal: Please include a title, ipti dates for each new goal Weight

Establish due dates. - e
|

& Atlach Feedback

o o _ % Add New Goal
For additional goals, select v.g,,.mmc,mmmwmm:.mpnm-m. |
What, Whera, Why)
“Add New Goal” u
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» Measurable: How will you demonstrate and evaluate the
extent to which the goal has been mat?

Think about Development R —
] ] ..I-&chmﬂhh. strelch and challenging goals within ability to
Goals in relation to future

achieve oulcome, What i the action-oniented verb?

* Rebevant: How does (e goal tie inls your key respansibdilies?
Haow |5 it aligned to objectives?

goals!

+ Time-bound: Set 1 or more target dates, the "oy when” fo
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Optional Development Goal Section

Expand skill set
e Grow toward other opportunities
e Take on increased responsibilities within the Observatory

e Complete D&l trainings

Development Plan X ©0
Exal I l P I e: Details || Learning Activiies | Development Activities
i emovee  SOftware Engineer Employee
Title: Learn more about the Agile process
Description: |Watch P\ura\s_ight S_crumng\Ie development course: https://app.pluralsight. com/library/courses/scrum-
Development Goal [ development.jira-agile/table-of-contents

| Viewing:
Self: N/A
Title: Related Competency: N/A Entered By: DAVID M WHITEHEAD —

S
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| Add Development Activity |
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Finished?

Once you’ve completed your goals and summary
comments, be sure you are done then choose
“Complete”.

— Runs a Spell AND a Language check

— Locks you out of your self appraisal

— Pushes the appraisal to your supervisor

— Green check mark = you are done
[rormuavgwor KT REYe= © compies
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Exempt Annual Performance Appra =
Employee Identification - /]
nstructions &
ey Responsibilties
ating Defintions NRAO
nstructio ating Functional G
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Exempt Annual Performance Appraisal

Employee Identification

Hame: Mancy z-halogenSecondievel Employee ID:  testuser
Job Title:  Director of Support] Department:
Manager: MNoelle z-halogenvicePres Division
Location:
Wanaging Employes Performan
Providing Feedback to Direct R
Confidence The mission of HRAQ is to enable forefront astronomy research at radio wavelengths by the
Bulding Trust .| scien tific communi ty by providing world leading telescopes, instrumentation and expertise,
B ~| training the next generation of scientists and engineers, and promoting astronomy to fostera ¥
< > < >
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Last Steps / Sign off

e Once your manager has completed your PEP, they will
schedule a time to review it with you face-to-face

e After meeting, sign off on your PEP.
e Complete one last review of your appraisal.
e You can add additional “Summary Comments” if appropriate.

e Sign off by selecting “sign off”

Nancy r-halegenSecondlevel

e AND“OK” on pop up box. 0o v

! Employee Identification




Other System Features

* Profile: Enter your education, professional development,
certifications/licenses, professional memberships, skills. Review and update
annually. Helpful for your manager and HR for development and
workforce planning.

* Feedback: Journal Notes (note to self and can copy your manager) &
Recognition (note to others in NRAO recognizing a good deed, will be seen
by employee and their manager)

e Document: Can upload documents pertinent to your performance and
development plans, they will be visible to your manager

 Development Plans — Optional development goals can be added.
Development goals are used to expand your skill set and/or grow towards
other opportunities.

e Evaluations — Access to past evaluations.
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Manager Notes

New Goals for your staff

e Once your staff completes the self-appraisal, you will be tasked with
writing evaluations.

Remember to:
— Review new goals submitted on your staffs’ self-appraisal forms
— You may provide modified or different/additional goals into the fields
provided.
 These goals migrate into your staff’s personal page and into next
year’s PEP!

e Set (at least) quarterly check-in meetings to review process towards
goals. Require staff to update process in Saba/Halogen.
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