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ePerformance Overview

ePerformance is the statewide tool that is used to create and manage Performance Evaluations
(Probationary, Annual, and Ad hoc), Performance Improvement Plans (PIPs), and Career Development
Plans (CDPs). ePerformance is accessed using myOhio.gov. PIPs and CDPs are grouped collectively as
Development Documents. Links found within ePerformance function the same way as other links within
myOhio; however, they have their own navigation menu.

NoOTE: At the beginning of the performance evaluation period, Manager
(Rater)s and employees should meet to discuss the employee’s
competencies, goals and performance expectations for the upcoming
evaluation period. At the completion of the meeting, the Manager (Rater)
will then add the performance criteria into the system. At the end of the
performance review period, the Manager (Rater) will then rate how well
the employee met the expectations using the State’s standardized rating
models. The Manager (Rater) will then conduct a face-to-face meeting
with the employee to review the evaluation, allowing the employee to
provide his/her input before ending the evaluation period. As you can
see, the overall performance management process itself has not changed,
only the tool used to perform the associated tasks.

The following sections will show you how to navigate the system, find specific documents, and provide

some helpful hints for working within ePerformance.
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Getting Started

Logging In

To view a performance or development document, you begin by logging into myOhio.

1. Navigate to myOhio: https://myohio.oaks.ohio.gov.

2. Login by entering your myOhio UserID an

d Password.

Password:

User ID: |

[Sunin |

3. Click the Sign In button.

4. You will arrive at your myOhio homepage.

NOTE: Based upon your security access in
myOhio, your homepage may look different.

®hio

Home Mylinfo w Health & Benefits ¥ Career Resources W
Wal ePerf Employ
Cyber security tips for families, students

Students now are back in school throughout Ohio. Use of
computers, smartphones and tablsts increases as students
perform research, practice spelling words and keep in touch
with their friends and peers. The Departrent of Administrative
Senvice's Office of Information Security & Privacy wants
families to be aware of the online risks and the precautionary
steps to be safe when online

1 2@4

Bead More ....

Employee Phone Search

. You last signed in on Wednesday, November 07, 2012 at01:39 PM | Sign out

Self Service Quick Access

[Gearch:

| [myohio.gov

Help ¥  Ohio.gov

@ myBenefits

OAKS Quick Access

| Business Intelligence
»Bl Home
J‘ Customer Relationship Mgmt
M&"" vCrM Home

= Enterprise Learning Management

f

= »ELM Home

>
OAKS System Alerts My Events Fi il
inancials
EIN System Alerts © November 2012 o @ »EIN Home
- CRITICAL PLEASE NOTE: FOR ALL Sun | Mon | Tue | Wed | Thu | Fri | Sat =
VOUCHER PROCESSORS 1 2 3 .' “  Human Capital Management
- DAKS BPM is available far FY 20142015 4 g g 7 8 9.0 u +HCM Home
Biennium 11 12 13 14 15 16 T
- 18 149 20 2 22 23 24
FIN System Alerts Archive 25 26 27 28 29 30 Hot Links
Subscrib Click Customize to select Calendars =
hscrihe Full Page View Commuter Choice
N N Deferred Compensation
VO e IS Employee Assistance Prograrm
. Health Bensfits
B Howto-Access Cognas ar Business Intelligence Learming and Professional Development
® Howto - Downlnad documents in myOhio.qov - e
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Employee Navigation

Employee Performance Evaluation
To view Probationary, Annual, or Ad hoc Performance documents, the navigation is the same.
Employees have view only access; only supervisors and managers can modify the document.

1. Navigate to your performance review: myOhio > Career Resources > My Performance
Documents.

2. On the My Performance Documents page, you can choose to view Current Documents or
Historical Documents by clicking the associated hyperlinks.

Perfarmance hManagement

My Performance Documents

Creste, updsate, or vieny your performance documents.

E" Current Documents E Historical Documents
Upidate or views your performance documents for the current period. Wiy your completed performance documents.

Employee Development Documents
To view or modify Career Development Plans or Performance Improvement Plans, the navigation is the

same.

1. Navigate to your development documents: myOhio > Career Resources > My Development
Documents.

2. Onthe My Development Documents page, you can choose to Create Documents, or
view/modify Current Documents or Historical Documents by clicking the associated hyperlinks.

Self Service

My Development Documents

Creste, updste, and viewy your development documents.

E" Create Documents E Current Documents E Historical Documents

Create your development document . Upchate ar views your development documents for the current ey your completed development documents .
period.

NOTE: Historical documents created prior to
ePerformance’s implementation will not be
available electronically. Documents completed
moving forward will become historical
documents.
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Manager (Rater) Navigation

Manager (Rater) - Performance Evaluation Documents

To create, view, or modify Probationary, Annual, or Ad hoc Performance documents, the navigation is
the same. Administrative tasks, such as canceling a document, are also available. The Manager (Rater)
will only have access to documents of direct reports, transferred documents, and documents the
Manager (Rater) has been nominated to evaluate. They can also view the evaluation documents of their
employees’ direct reports using the View-Only Documents link.

1. Navigate to the employee’s performance review: myOhio > Career Resources > Manager Tasks
> ePerformance Performance Documents.

2. On the Performance Documents page, you can choose to view/modify Current Documents or
Historical Documents, Create Documents, View Only Documents and perform certain
Administrative Tasks by clicking the associated hyperlinks.

Manager Self Service

Performance Documents

Create, update, and view performance documents for your workforce.

E" Create Documents E Current Documents E Historical Documents
Create performance documents for wour direct reports. Update or wiew your emplovees' performance documents for Wiewy your employvess' completed performance documerts.
the current period.
View-Only Documents Administrative Tasks
ey performance documents for direct and indirect reports . Perform warious administrative tazks on your performance

documents.

[= Cancel Documert

Manager (Rater) - Development Documents

To create, view or modify Career Development Plans or Performance Improvement Plans, the
navigation is the same except instead of Performance documents, Manager (Rater)s navigate to
Development documents. Certain Administrative Tasks, such as canceling a document, are available
also. The Manager (Rater) will only have access to documents of direct reports and transferred
documents. They can also view the evaluation documents of their employees’ direct reports using the
View-Only Documents link.

1. Navigate to the employee’s performance review: myOhio > Career Resources > Manager Tasks
> ePerformance Development Documents.
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2. On the Development Documents page, you can choose to view/modify Current Documents or
Historical Documents, Create Documents, View Only Documents and perform Administrative
Tasks by clicking the associated hyperlinks.

Manager Self Service

ﬁ Development Documents

Create, update, and view development documernts for your workforce,

E" Create Documents E Current Documents E Historical Documents
Create development documents for your direct reports. Update or wiew vour employess' development documents for Wiewy your employees' completed devvelopment documents.
the current perioc

E" View-Only Documents Administrative Tasks
Wiewy development documents for direct and indirect reports. Perform various administrative tasks on your developmental

documents.

= Cancel Document

NOTE: Historical documents created prior to
ePerformance’s implementation will not be
available electronically. Documents completed
moving forward will become historical
documents.

Finding a Document

Choosing a Document

Sometimes an employee or Manager (Rater) will find him/herself creating, viewing, or modifying
different types of performance or development documents at the same time. The following shows a
way to help make sure the document selected is the intended document.

1. Look at the Document Type column. From here, you can tell what type the document is.

Document Type Begin Date End Date Job Title Status Mentor

CAREER DEVELOPMENT MGR 1101/2012 1203172013 E::it:t;”nﬁrfemce In Progress LISA Baker

PERFORMANCE IMPROVEMENT PLAN 10i01/2012 1203142012 g::it:t;”nﬁrfemce In Progress LISA Baker
State of Ohio 6/17/2016
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2. Look at the Begin Date and End Date. This is the time period that has been assigned to

complete the processes. The dates in the illustration are assigned to a Career Development Plan
and a Performance Improvement Plan.

Development Documents

customize | Find | B | 3 First B a7 0f7 O st

Document Type

Begin Date End Date Job Title Status Managertor
CAREER DEVELOPMENT MGR 1012012 1203102013 g::it:t;”n‘irfemw In Pragress LISA Baker
PERFORMANCE IMPROVEMENT PLAN 100172012 1213172012 E::f:t;”net"femce In Pragress LISA Baker

3. Use the Job Title column to identify employees who have held multiple jobs. Here you can
identify what job is associated with the document.

Development Documents

Customize | Fing | BY | 35 Fiet K047 or7 1 Last
Document Type Begin Date End Date Job Title Status Manager
CAREER DEVELOPMENT MGR 110012012 1203102013 g::it:t;”n‘irfe”'ce In Pragress LISA Baker
PERFORMANCE IMPROVEMERT PLAN 100012012 1203102012 g:;t:t;”n'irfemce In Pragress LISA Baker

4. Use the Status column to identify the status of the associated document

Development Documents

ze |Find | BV | #8 Fiat D47 0f 7 1 Lost
Document Type Begin Date End Date Job Title Status Manager
CAREER DEVELOFMENT MGR 11012012 12031720132 gsu:itsat;”nﬁrfemce In Progress LISA Baker
PERFORMANCE IMPROVEMENT PLAN 1000172012 123172012 g;':it;t;”nﬁrfemce In Progress LISA Baker

5. Use the Manager column to identify who created the document.

Development Documents

customize | Find | B | % Frot K47 oF 7 D Last
Document Type Begin Date End Date Job Title Status Manager
CAREER DEVELOPMEMNT MGR MEM2  1sema | oustomer Service In Progress LISa Baker
Assistant 1
PERF ORMANCE IMPROVEMELT PLAN 10/01/2012 1203142012 g;::;;n;rfemee In Progress LISa Baker
State of Ohio 6/17/2016
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Understanding the Status of your Documents

To understand where you are in the process, use the Performance Document Details page. Every step

will have an associated Status. Monitoring the Status is very helpful when tracking progress of your
documents.

1. Notice that each Step has an associated Status. There are three statuses available for the steps:
Not Started, In Progress, and Completed, as illustrated below.

Performance Document Details

Employee: DIEDRE Ferris Joh Title: Customer Service Assistant 1
Document Type: ARMUAL REVIEYY Period: T2z 42z
Template: ARMUAL PERFORMAMNCE Document 1D: T30
REWIEWY

Manager: LISA Baker Status: In Progress

Document Progress
Step Status Due Date Action Hext Action
Estahlizh BEvaluation Criteria + Completed 0151452012 Wie

Complete Self Evaluation O Mot Started 101852012 Start

Feview Manager Evaluation O Frogress 1003052012
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