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Suggested first Step and general overview:

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

The Summary Rating process is much like the creation of
the plan process, it is not for looking thinking, it was built
for execution of the job of doing a summary rating. As
with the Creation of the Plan process 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.

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 iew Insert  Format  Tools  Actions  Help

§ CRepty | Replytodll | GFosrd [ o] B P B M X]|e-9-a @ f

From: Ra.mdbeltsyi3, AMDC Sent:  Mon 8/13/2007 2:17 PM
To: Walker, Gordie - Belksvile, MD
e

Subject:  Glover, Johnmy L(D46173) did Summary Rating For Murray,Mary C{002736) For the Fiscal wear 2007

h*CAHS has a worklist entry awaiting your action.
Click on the following link to proceed to I®CAM3 login screen.

https://icaws. usda. gov/HRISC/ signon. html

HNote: Please do not respond back to this email

The Reviewer will get an email
and worklist item to review a
plan.
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Agency: AG 16 MRCE Position: 90140852 PayPlan: GS 0201 13

Job Code: 048082 HUmMANM RESOURCES SPECLST (EMPL

smenonnt REVIEWET'S JOD IS tO review the rating
‘Eval Type: | SUneriss given by the supervisor.

[2007-08-13 - Add cammants ar

= - INdRY T3
Supenvisor: |14 )

Eﬁ:‘::l:‘:::t . !summawrating in this area. - Jt
Comments can be made.
s e Click the Elements and Standards Tab
Refused Rating to review the ratings for each elements.

s | mveovens| Enan | FRyg not Click SAVE or Print at this point.

Ferfarmance Appraisal | Elements and Standard..
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Position: 40140882 Sumimary Rating:

Performance Plan end Date:

FULLY SUCCESSFUL OR EQUIVALENT
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08132007

Elements and Standards View 1

First 4l 130tz [F Las

Performance
Measure No:

. "_|
Element Rating: L.O\ Meets Fully Successful

Critical Critical

Indicator: 1 1

et — Review the element ratings. Change
cmanae. [Rosmerasms ot LNE rating if you so desire.

external customers, suUg

a positive and professiao

which consistently derm . .

e g nOt Click SAVE on this page but
Pearformance retu rn tO th e Perfo rm an Ce Ap p ral Sal
Measure No: i:’ Elsmenl Reling

N Tab.
Critical Critical
Indicator:
Element: [Mission Results (Mandatory) |
Standards: Demonstrates support for agency stratedic goals and initiatives that are 4_\-&%
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Leamteal maaldnm tivanbs and affoctive dacicioae and seadoacinn rocolbe throook

&/ X
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Once you review the ratings. Click SAVE T
(If the ratings are prepared in August and early

September you will see this message which you
need to Click OK, then SAVE.)

hews Window | Help | Customize Page | B, #

A II\'IGI N Lt Bl DDETSE
= Worklist B E
— Warklist
— Warklist Details Performagee Plan Start Date:  01/12/2007 Next Performance Plan By: 100142007
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[ Reporting Tools e -
I PeopleTonls Review Type: AN Al Summary Rating: D FULLY BUCCESSFUL OR
— Chanie My Password EQUIMALENT

— My Personalizations
— My System Profile

— My Dictionary Rating Scale:
— EmpowHR Dacumentation

% Felations

Microsoft Internst Explorer

Agency: 152 0201 12
Job Code: !': Action will be tragsmitted to MFC For processing on 2007-10-03 (29999,9997

] takhle Form
Supenvisor: I_ ~—-----J
'Bval Type:

Employee

Reviewer 2007-08-13 - Add comménts on the
Comments: summar\yratmg I jarR gs sl Comment:
Reviewer can add gomments herelll

o
ViewedDiscAssed Created Review Rating Concurred Rating
Rating 0ar 352007 08M 32007
Bl save | B Wiew Worklist J [Z] Matify J _
Ferfarmance Appraisal | Elements and Standards 7
@] Done é @ Trusted sites
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Home Addtio Fa

Mew Window | Help | Custamize P Saved
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Murray Mary C EmpliD: 002736

Performance Plan Start Date:  01/12/2007 Next Performance Plan By: 100142007

Performance Plan End Date:  0330/2007 Perf Plan Reviewed Date: neM 32007

Review Type: |[=1MM ary Rating Sumimary Rating: D FULLY SUCCESSFUL OR
EQUMNALENT

Rating Scale: H 5 Tier Peformance Dept: 914387  Emplovee Relations

Team
Agency: A 16 NRCS Position: 30140332 PayPlan: GS 0201 13
Job Code: 048082 HUMAN RESOURCES SPECLST (EMPL

| Create Printakle Form I

Supervisor: |J46173

GloverJahnny L

'Bval Type:

Reviewer
Comments:

2l Review Process

Comment:

- Completed

ViewedDiscussed Created Review Rating Concurred Rating

Refused Rating 08r 32007 0a/M1aiz2007

B save

Ferfarmance Appraisal | Elements and Standards

= wieww Warklist l [Z] Matify | &
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B Gugulis Katherine C{036319) concurred the Summary Rating for Murray,Mary C(002736) for the fiscal year 2007 - Message {Plain Text)
! Fle Edit ¥ew Insert Format Tools  Actions  Help

aReply | CgReply ol | (QForwerd | 3| B ¥ B X|e-9-x 0f

From: Ra.mdbelksyiz, AMDC Sent:  Mon 8/13f2007 2:21 PM
Tor ‘Walker, Gordie - Beltsville, MD
Co

Subject:  Gugulis,Katherine C{036319) concurred the Summary Rating For Murray,Mary C{002736) for the fiscal year 2007

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

https://ficams. usda. gov/HRISC/ sighnon. html

Note: Please do not respond back to this email

B Gugulis Katherine C(036319) concurred the Summary Rating for Murray,Mary C(002736) for the fiscal year 2007 - Message (Plain Text)

I Fle Edit ‘Miew Insert Format  Tools  Actions  Help

i aReply | CaReptytoall | prorward | 5 |3 ¥ S| X[~ -a @

Fram: RA.mdbelksyi3, AMDC Sent:  Mon 8/13/2007 2:21 PM
To: Walker, Gordie - Beltsville, MD
Cei

Subject:  Gugulis,katherine Ci{036319) concurred the Summary Rating For Murray, Mary C{00Z2736) for the fiscal year 2007

I*CAMS has & worklist entry awaiting your action.
Click on the following link to proceed to I*CAME login screen.

https://icams.usda. gov/HRISC/ signon. html

Mote: Please do not respond back to this email

- Both the employee and the
supervisor will get an email
and worklist item once the
reviewer concurs in the rating.
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From Date From Work ltem Worked By Activity Effective 0Org Structure Link
Date
: : Reviewer =
Guaulis Katherine o 2007 Concurred Rigto Supenvisor Views Rating 167505000702000075 07260, U7
% St Murray Man C

The supervisor will get a
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Menu &

Search: Mew Window | Help  #

l |®

b Wy Favoritas [ Summary Rating {_Elements and Standards |

[> Employee Self Service T~

I Manager Self Sanvice MurrayMary EmplID: 002736
[ PAR Processing

[» Position Management

I Payroll Dacuments Performance Plan Start Date:  01/12/2007 Next Performance Plal CI IC k EI emen tS an d

0 -0 HEG A%0 8B -Unas

Home \Worklist Add to Favorites

e TR e T [SlNdaIS OSES HhE
S ErpowtR Setup Tables _ _ rating by element.
Employee’s purpose is to view the Dept: 914387  Emplayee Relatons
ratlng The employee may aISO add Position: 90140882 PayPlan: GS 0201 13

3 SPECLST (EMPL

a comment on the rating.

Do NOT click SAVE or Create
Printable Form at this time. T Employee |EMIPIcyee can make commeris

]
| Comment: Sl

— My LNCTIOnERy | -«

— EmpowHR Diocurnentation | i

L Create Printalle Form
/

[(viewedDiscussed Created Review Rating Concurred Rating

[IRefused Rating 0g/132007 0gr1 32007

Emploves Fadge

& Save J =y Previous tab | =5 Next tab & Spell Check

Summary Rating | Elements and Standard T

El Done é @ Trusted sites
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Job Code: 048082

40140582

HUMAN RESOURCES SPECLET (EMPL REL)
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Position:
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Performance
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Critical Critical
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Performance elementS retU rn tO the

Measure Ho: Element Rating: D

Summary Rating Tab.

Critical Critical

Indicator: )
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Standards: Demonstrates support for agency stra:

Create Printable Form at
this time.

applicahle to the Employvee & Labor B
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Mew Window | Help  #
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View of
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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 Wiew Inserk  Format  Tools  Acktions  Help

| iaReply | gReplytoal | ipForuard | 4 0| S| ¥ | M X |+ -9 -A@H

Fram: Re&. mdbelksyid, ArMDC

To Walker, Gordie - Beltsville, MD
e
Subject:  Murray,Mary C(002736) added Summary Rating comments For 2007 created by Glover, Jobnny L{046173)

Sent:

Mon /132007 2:29 PM

I*CAM3 has a worklist entrvy awaiting your action.
Click on the following link to proceed to IFCAM3 login screen.

https://icams.usda.gov/HRISC,/ signon. html

HNote: 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
Rating Process
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