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ePerformance Quarterly Metrics

From both the statewide and agency perspectives, performance evaluation metrics are important
indicators of the organization’s ePerformance system use and quality of performance management.
Because of this, DAS requiresall agencies to report upon three major ePerformance metrics:

1. Completion Rates: indicates how many documentsareinagivenstatusat a pointintime.

2. Timeliness: indicates how many documents have been acknowledgedinatimely manner. For
purposes of the ePerformance Quarterly Metrics workbook, timelinessis derived based upona
document’s acknowledgement date. Atimely documentis one thatwas acknowledged nolater
than 30 calendardays afterthe noted review period end date.

3. RatingsTrend: displays the performance rating distribution.

In orderto uniformly gatherthisinformation from all agencies, boards, and commissions, DAS has
developed an Excel workbook entitled ePerformance Quarterly Metrics Template. The workbook
contains raw data as well asdisplaying the datain charts. By includingboth raw information and charts,
you and your agency’s leaders can easily gauge areas of strengths and opportunities forimprovement.

Because evaluations are notrequired to be marked as “Complete” inthe system until 30days afterthe
review period end date, report submissions will not follow the typical quarterly timelines. Belowisa
chart outlining what reporting period should be used, when the report should be generated, and when it
should be submitted to DAS for the four quarterly cycles.

Annual Review Period Review Period Bl Report | DAS Submission
Cycle End Date Date Range Bl Prompts* | Run Datet Deadlinet
January 12/31 10/1-12/31 2/1 2/7
April 3/31 1/1-3/31 5/2 5/9
July 6/30 4/1-6/30 8/1 8/7
October 9/30 7/1-9/30 11/1 11/7

*Entered on Bl Prompt Page’s From and To date fields

tif either the Bl Report Run Date or the DAS Submission Deadline falls on a weekend, shift the
Run Date or Submission Deadline to the next Monday (e.q., if 2/1is a Saturday, run the reports
on Monday, 2/3).
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STEP 1 - Obtaining Information from OAKS BI

To begin, two reports must be . .
NOTE: Only employees with the OAKS HCMssecurity role of

ePerformance HR Administrator will be able to successfully
access and generate the below-outlined reports.

generated fromBI.

1. ePerformance HR Administrator logsin to myOhio.

2. Click Bl's Launch Application hyperlink located on the right side of the page.

OAKS Quick Access

Business Int
»Bl Home »Launch Applicati

Once you have successfully launched OAKS BI, you will arrive at the Operational Dashboard.

3. Fromthe Operational Dashboard screen, you can access PM-77 Percentage Complete Report
by followingthe path: Public Folders > Bl Reporting Folders > Bl Standard Reports > HCM >
ePerformance. Choose the PM-77 Percentage Complete Report.

4. You willthenarrive atthe Percentage Complete Report Prompt Page. The report provides
users with multiplesearch options. Depending upon your OAKS security settings, you may be
able to view the entire agency orjust specificdivisions, offices, units, etc. Enterthe applicable
information (e.g. DAS100000, DOT200000, etc.)inthe Department search box if youwishto
view the completion details for aspecific office within youragency. If youwishtoview the
completion details foryourentire agency, simply enteryouragency’s three-letter code (e.g.
CSW, HFA, DAS) inthe Department search box.

Specific Office Search Parameters:

Oth PM-77 Percentage Complete Report

Business Intelligence

Department ID : | |DAS100000 I
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Specific Agency Search Parameters:

Oth PM-77 Percentage Complete Report

Business Intelligence

Department ID : IDHS

5. Selectall performance-related Document Types: Ad Hoc Review, Annual Review, and

Probationary Review.

Document Type

[ AD HOC REVIEW
[ ANNUAL REVIEW

[T CAREER. DEVELOPMENT_MGR.

[ IT Career Development Plan
-

[v PROBATIONARY REVIEW

Select all Deselect all

6. Be sureto selectthe appropriate Review Period Date Range foryourreport. In order to obtain
the most applicable information, select the appropriate review cycle begin and end dates.

NOTE: Refertothe chart belowtodeterminethe appropriate date prompt parameters.

Annual Review Period Review Period
Cycle End Date Date Range Bl Prompts

January 12/31 10/1-12/31

April 3/31 1/1-3/31

July 6/30 4/1-6/30

October 9/30 7/1-9/30

Review Period Date Range From:

@ | Apr1, 2015 B
(" Earliest date
To:
® | Jun 30, 2015 -
(" Latest date

y

7. Afterall search parametersare set, click the Finish button at the bottom of the screen.

Once Bl has finished processing the request, the report will display on yourscreen.
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8. Inorderto utilize the data withinthe Quarterly Metrics workbook, you will need to download
thereportas a CSVfile, asillustrated below. Note that downloadingasaCSV file willopenthe
reportin Excel.

- PM-77 Percentage Complete Report © <[
Keeg this version ¥ P B o % >4 BAdd this report ¥
View in HTML Format
View in PDF Format a3
P4l view in XML Format LA
£ view in Excel 2007 Format I Eil View in Excel Options »
4 view in Excel 2002 Format jw
\,'lew in CSV Format |I
When you beginthe download process, two prompts will likely appear.
From the first prompt, click the Open option.
s B
Windows Internet Explorer ﬂ
What do you want to do with
PM-77 +Percentage+Complete + Report.xls?
Size: 19.9 KB
Type: Microsoft Excel 2003
From: bireportprd.oaks.chio.gov
< Open
The file won't be saved automatically.
< Save
< Save as
Next, open Excel, whereanother promptwillappear; click the Yes button. Note thatthe prompt
on yourscreen may be slightly differentthan the example below.
Microzoft Excel - 2 ]
The file you are trying to apen, PM-77 Percentage Complete Report-2.xs', is in a different format than specified by the file extension. Verify that the file is not corrupted and is from a trusted source
Al  before cpening the fie. Do you want to open the fle now?
- o=
State of Ohio June 25, 2015
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9. Selectall downloaded data, excluding the headerrow, and copy it by right-clickingand selecting

Copy.
. s i s | s i
Agency Review DDef —ini . 11 - ALS %
2 |DAS Acknowle DA — A -
3 |pas Acknowlepat B £ = " 4 7 o 5
4 DAS ACknOWIe DASGN\AA N¥ffirn ~nf 1 DDINGRES T 10NA
5 [pas Acknowle DALE__Cut
6 |DAS Acknowle DA] =2  Copy

10. Paste the copied data of the PM-77, or blue, worksheet of the ePerformance Quarterly Metrics

Template workbook by selecting cell A2, right-clicking and selecting Paste.

Calibi = 11 = A A" % - % 9
B ES-A-[-%%
ABENCY " e ey g |
1
b Cut
53 Copy
Pl aabdste Options:
123 | | |28 %, (e
Paste Special... | »

11. In BI, click the Return icon to view the ePerformance Bl report list.

- PM-77 Percentage Complete Report

(=} keep this version v | P

=

(de iy B~ | v [ Add this report ¥

1N

12. Repeatsteps 3 through 8 above, thistime running PM-80Ratings Trend Analysis Report. Be
sure to use the same Review Period Date Range prompt entries used on PM-77.

If Bl has timed out, log back into myOhio and launch Bl (referto steps 1 and 2 above if needed),

then navigate to Public Folders > Bl Reporting Folders > Bl Standard Reports > HCM >

ePerformance. Choose the PM-80 Ratings Trend An

alysis Report.
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13. Afteryou have obtained the report, selectall downloaded data, excludingthe headerrow, and
copy itby right-clicking and selecting Copy.

Calibri ~ 11 ~ A" Al

Agency B 7 O A~
2 |DAS DAS10100 Administr
3 |DAS % Cut
4 |DAS 43 Copy

14. Paste the copied data, excluding the header row, intothe PM-80, or green, worksheet of the

ePerformance Quarterly Metrics Template workbook by selecting cell A2, right-clicking and
selecting Paste.

Calibi ~ 11 ~ A" A" $ ~ %

1B 7 B DA W0
i ==
& Cut |
=3 Copy l
s Options:
j” B 8 R [=
Paste Special... | »

STEP 2 - Generating the Data Charts

Once the preceding steps have been completed, the Excel pivot tables and charts on the Completion
Rates, Timeliness, and Ratings Trend tabs can be refreshed.

1. Onthe Completion Rates worksheet, click withinthe existing Pivot Table to activate Excel’s
PivotTable Tools ribbon group.

LR TS

PivotTable Tools

Insert Page Layout Formulas Data Review

Options Design
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From the Options sub-ribbon, click the Change Data Source button.

R R - PivotTable Tools

ome Insert Page Layout Formulas Data Review

93 Expand Entire Field é Group Selection 2 l

PivotTable Name: Active Field:

The PM-77 worksheet willactivate and the Change PivotTable Data Source window willappear.

Ensure that all data, including the headers, on the PM-77 worksheet is surrounded by the
flashing marquis outline by selecting all data with your mouse, then click the OK button.

- '
Move PivotTable ? =

Choose the data that you want to analyze
@) Select a table or range
Table/Range: |'PM-771$A$1:$Y$47
Use an external data source

Connection name:

A
A_ A

NOTE: The Table/Range parametersillustrated above may differwhenyouselectyour
data. Please be sure toselectall available datawhen performingthis step.

The data withinthe Pivot Table as well as the Pivot Chart will update based uponthe revised
selection.
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2. Onthe Timeliness worksheet, click within the existing Pivot Table to activate Excel’s PivotTable
Toolsribbon group.

PivotTable Tools

Options Design

ol R PivotTable Tools

Home Insert Page Layout Formulas Data

The PM-77 worksheet willactivate and the Change PivotTable Data Source window willappear.

Ensure that all data on the PM-77 worksheet is surrounded by the flashing marquis outline by
selectingall datawith your mouse, then click the OKbutton.

.
Move PivotTable ? =

Choose the data that you want to analyze
@ Select a table or range
TableRange: |'PM-771$A$1:$Y$47 3

Use an external data source

Connection name:

NOTE: The Table/Range parametersillustrated above may differwhenyouselectyour
data. Please be sure toselectall available datawhen performing this step.
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The data withinthe Pivot Table as well as the Pivot Chart will update based uponthe revised
selection.

3. Onthe Ratings Trend worksheet, click within the existing Pivot Table to activate Excel’s
PivotTable Toolsribbon group.

PivotTable Tools

Options Design

From the Options sub-ribbon, click the Change Data Source button.

- ” Lo
e DL 3 PivotTable Tools
File Home Insert Page Layout Formulas Data Review { ptions Design
PivotTable Name: Active Field:
PivotTable2 (Agency

g

% Group Selection Q ‘

The PM-80 worksheet willactivate and the Change PivotTable Data Source window willappear.
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Ensure that all data on the PM-80 worksheet is surrounded by the flashing marquis line by
selectingall datawith your mouse, then click the OKbutton.

- |
Change PivotTable Data Source lilé]

Choose the data that you want to analyze

@) Select a table or range
Table/Range: |'PM-80'1$A$1:$AGSS

Use an external data source

Connection name:

The data within the Pivot Table as well as the Pivot Chart will update based upon the revised
selection.

STEP 3 - Providing the Information to NOTE: Refertothe chart belowtodetermine

DAS the appropriate submission deadline.
Once the Excel workbookis updated, senditto
ePerformance @das.ohio.gov no laterthan the seventh Annual | Review Period | DAS Submisiion
. . Cycl End Dat i
calendarday following the end of the reporting e nd —ate Eeatiing
. January 12/31 2/7
period. -
April 3/31 5/9
July 6/30 8/7
October 9/30 11/7
tif either the Bl Report Run Date or the DAS
Submission Deadline falls on a weekend, shift the
Run Date or Submission Deadline to the next
Monday (e.q., if 2/1 is a Saturday, run the reports
on Monday, 2/3).
State of Ohio June 25, 2015
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STEP 4 - Analyzing the Data
Once the data has beensentto DAS, use the in-chart filters to visually understand specificemployee
populations withinyouragency. Click the filterareasto select specificportions of the agency (as

pictured below).

]S-eh

= | Classified/Unclassified Indicator - Job ~ Union Code Description - Job ~ Template Desaiption ~

- (a)
- ]DAS505360
¥/ DAS 101000

~[DAS101100
[ ]DAS101200
|-[1DAS102100
-[JDAS 102310

Performance Review Completion Rates

Review Doc Status Desc »
W Available for Review
W Acknowledged

m Completed

W In Progress

u Review Held

Similarly, the data filters present on both the PM-77 (blue) and PM-80 (green) worksheets will help you
drill down to specificdepartments or supervisors to determine whatimprovements may need made.
Like the chart filterillustrated above, click acolumn title’s filter button to select specificportion s of the

agency.
pview Doc §
L0 Age n 274 Epanm{ : lp&nmembew'lpﬂon I - I
H DAS 7 ot Ato 2 Office of Information Technlgy
EQIDAS 4] satZtoa Office of Information Technigy
L DAS Sart by Color + |Office of Information Technlgy
Sl DAS w« Office of Information Technlgy
B DAS ) N Office of Information Technigy
Pl DAS Office of Information Technigy
Moas Tt * |office of Information Technlgy
9 [ [5earcn P |office of Information Technlgy
Ll DAS ) (Sedect AT} » |Office of Information Technlgy
11 133 ¥IDAS 101000 [ ] |office of Information Technigy
12 [ Cloasio1100 Office of Information Technigy
skl DAS LJoasi01200 Metwork Services
[pas02100
SEN DAS [oas102310 Administrative Support Divisn
15 o253 [pas02350 Administrative Support Divisn
LY DAS Cloasi02400 Administrative Support Divisn
Bl DAS [lpasiasz Administrative Support Divisn
[JDAS 103000 i
SEN DAS e Administrative Support Divisn
1'I DAS l = ] l e ] : dmini Ive Support D!v.lsn
Ul DAS i ive Support Divisn
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Analyzing the datain this manner helps painta picture of youragency’s current performance
management procedures. The questions below are designed to help you think criticallyaboutthe
information contained within the workbook and to help youimprove youragency’s future metrics.

What completion rate improvement opportunities exist?
What timeliness improvement opportunities exist?
What steps should | take to facilitate improvement?

L2 2

How can | encourage those groups that consistently completetheirdocuments ontime to
continue todo so?

Is there a particulardivision ordepartment that needs to work through completing most of their
documents?

v

7

Is there a supervisor who needs extra assistance in working through the system?

Afteryou have completed any necessary follow-up orimprovement tasks, you may find it helpful to run
these reports againto determinewhetheryourefforts were successful.
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