PMS/SCI Process Home Page Instructions

These instructions are to assist you in navigating through the PMS/SCI Integration process website.  From this site you will be able to access all PMS and SCI Documents as well as log in to gain access to the PMS Software Tool and the SCI Software Tool.    

Although the PMS/SCI relationship has been revised, the existing concepts of both programs remain the same. PMS will focus on attainment of basic performance expectations, and will involve up-front communication of performance standards, identification of developmental needs, feedback and coaching throughout the cycle, and a narrative summary of performance at the end of the cycle.  SCI will focus on differentiating levels of performance by recognizing employees who provide superior contributions and accomplishments, above the basic performance expectations.  

However, to address duplication of effort, excessive time consumption, and workload for managers and employees who are under corporate PMS and SCI, the following key features are now available: 

· PMS Software Tool:

· Managers have the option of downloading an employee’s performance summary into the SCI software tool as the SCI narrative summary.

· Employees have the option of providing an overall self-assessment summary as well as self-assessment by outcome and expectation. 

· Employees have the option of downloading the self-assessment summary into the SCI software tool.    

· SCI Software Tool:

· The descriptions of the SCI criteria have been revised into a more concise, easier to understand format, although the criteria themselves have not changed.

· The Contribution Assessment Decision Document (CADA) form has been revised to eliminate the “radio buttons”. 

· Managers will develop one overall narrative summary for an employee’s SCI, instead of addressing each criterion separately.

· Employee self-assessment narrative has been revised into a more concise, easier to understand format, although the criteria themselves have not changed.

· Managers (performance summary) and employees (self-assessment narrative) will also have the option of “pulling” the text from the PMS software tool. 

The basic software operations (entering data, viewing, printing, etc.) and legal requirements (signing, dating, and filing in the EPF and/or OPF) of both tools remain the same. Therefore, the instructions found within each software tool are not repeated in these basic instructions but rather the instructions that are required to use the new PMS/SCI integration process. 

· Basic Instructions:

· Users log-in by entering name and  “password” (and checking the “Supervisor” box if applicable) to obtain access to the transition page.  

· User Name: YYSmithXXXX, where YY is the region (Headquarters = WA, Southern = SA, Western = WP, etc.) and XXXX is the last 4 of the users SSN.

· Password: Defaulted to “test” to enter system for the first time.  Users will have an option of changing the password after entering the system. 

· At this point the Privacy Act Statement will appear.  In order to proceed, you must read and “close” the statement by clicking on the “Close” box.

· At the transition page you can either select the PMS software tool or the SCI software tool in the order you choose. 

NOTE:  Performance summaries and employee self-assessment summaries can be downloaded from the PMS software tool to the SCI software tool but NOT from the SCI software tool to the PMS software tool.  For this reason we recommend you complete the PMS performance summary or PMS employee self-assessment summary first.

· Managers:

· Follow the instructions in the PMS software tool “Quick Start” to develop a performance summary for an employee.  

· Close the PMS software tool, enter the SCI software tool, and initialize a CADA for the same employee.

· During the initialization process you will have the option of pulling the PMS performance summary into the SCI narrative summary box. 

NOTE: If you did not first enter a PMS performance summary into the PMS software tool you will not have this option during initialization. 

· Using employee self-assessment narrative, your observations, and other appropriate input sources, modify, as required, the PMS performance summary text as required for SCI narrative summary purposes. 

· Because an employee’s SCI narrative has been created you will now have an additional option if you choose to modify the PMS performance summary in the PMS software tool: The ability to download the PMS performance summary into the SCI narrative summary.  However, if you choose this option, the text will overwrite ALL the text in the SCI narrative summary.

· Employees:

· Follow the instructions in the PMS software tool “Quick Start” to develop a self-assessment summary. You now have the option of providing an overall self-assessment, a self-assessment by outcome and expectation, or both.

· Close the PMS software tool, enter the SCI software tool, and initialize the self-assessment form.

· During the initialization process you will have the option of pulling your PMS self-assessment summary into the SCI self-assessment narrative.  

NOTE: If you did not first enter a PMS self-assessment summary into the PMS software tool you will not have this option during initialization. 

· Modify, as required, the PMS self-assessment summary text for your self-assessment narrative. 

· Because you have created your SCI self-assessment narrative you will now have an additional option if you choose to modify the PMS self-assessment summary in the PMS software tool: The ability to download the PMS self-assessment summary into the SCI self-assessment narrative. However, if you choose this option, the text will overwrite ALL the text in the SCI self-assessment narrative.
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