PES (Performance Evaluation System)
Regeana Arrowood, Atalissa IA 52720 4/21/2011
Hawkeye Dist. SMEs- Mary Newel, Ocheyedan 712-758-3600; Jill Miller, Radcliffe 515-899-2119; 
Lisa Eittreim, Van Meter 515-996-2458; Kathy Juel, OIC Dike 319-989-2077; Sheri Olson, Brooklyn 641-522-9277

Debra Sheldon, Tipton 563-886-2129 
Hawkeye Dist –need assistance? Call Linda Jennings 515-251-2210 or Joyce Campbell-Arnold 515-251-2201. 
Questions? Contact coordinator – http://blue.usps.gov/hrisp/ser/pfpcoordinators.htm 
To view PFP Activity dates & calendar: From Blue pg, under “Employee Resources” > Pay For Performance

> PFP Timeline. Under PFP Activities Calendar > Important Dates OR > Summary Calendar (Printable Version)
> Open. To print: With mouse, highlight calendar months to print > File > Print > Selection >OK. > ( to exit & return to PFP pg.
To enter PES System: http://performance.usps.gov or From Blue page, under “Employee Resources” > Pay For Performance > Link to PES > Enter Application. Enter Ace username & password > Login 
> I Agree (to Certification – Web Page Dialog) > Fiscal year 200_ 
Manage Your Profile. > Manage Your Profile. Manage Profile FY 200_ page will come up. Look at e-mail address 
& tel #.  If not correct, change it & > Update.  If correct: > View PFP Information Look at information about you. (Finance #, Postmaster level, position type, Evaluator.)  If this is correct & you haven’t done any detail work, look on right side; “Are you currently on detail?” Click down arrow & click “yes” or “no.” > Confirm PFP Information. 
Read pop-up screen. > OK.
If you need to change any information, such as Evaluator or Detail Assignment: > Edit/Add Information under Permanent Positions or Detail Position (whichever needs corrected). If adding a Detail position > Add Detail Position.

Click on the information that needs to be changed. Change the information.  > Save PFP Information. 

When finished: > Home.
To enter your Objectives: Hold mouse over “Enter Objectives” & click.  Click in circle next to position you are entering objectives. > Create/Edit Objectives
On objective setting worksheet, type in “I will…” statements in both sections (Leadership & Communication and Fiscal Management.).  If not done, click “Save & finish later” and you can log off and finish another time or day.  You can scroll to bottom of page, click on “View & Print Objectives” to see entire page of statements and print the page. > Print this Window > Print. After printing: > Close Window.  
When done: > Save. “You can now submit your Core Requirements…” > OK.  After saving: > Submit to Evaluator.
Message: “Are you sure you want to submit objectives?” > OK
To continue: > If you would like to continue in PES, click here. 
Mid Year Process:  Hold mouse over “Mid Year Process” until box appears > Enter & submit mid-year Accomplishments. Click in space next to Mid – Year Accomplishments & type your accomplishments under both Leadership and Communication AND Core Requirements – Fiscal Management.
If you don’t finish: >Save & Finish Later. You can then finish another day & time. 
To print: > View & Print your Mid Year Accomplishments. > Print this window (bottom of pg) >Print. 
After printing: > Close window. 
If finished: ( I have reviewed & agree with the above profile information. (top) > Submit to Evaluator/ Executive or VP.  
End of Year Accomplishments: Click on the previous FY. Hold mouse over “End –of-Year Process” until box appears > Enter & submit end-of-year accomplishments. Type your accomplishments in “End-of Year Accomplishments” box in both sections: Leadership & Communication AND Fiscal Management. 

If not done or to save any changes you made or to print pg: > Save & Finish Later. To print: > If you would like to return to review accomplishments click here. At “Enter End-of-Year Accomplishment” pg, scroll to bottom: > View and print End-of-Year Accomplishments. Scroll to bottom. >Print this window > Print > Close window.
When finished: > Save & Finish Later (to save all changes) > To review accomplishments, click here (to go back into End of yr Accomplishments) > View & Print End-of-Year Accomplishments > Submit to Evaluator/Executive or VP.
It now says “Your accomplishments have been successfully submitted to ______ ______ (your MPOO) Hoorah!!!!!!! You’re finished.
To view end-of-year rating (once they’ve been posted) – Enter PES system using above instructions. On Performance Evaluation System pg, click on previous “Fiscal Year _ _ _ _.” (Mouse over) Reports > Print your Position Information. 
> ( Select Position > View Position Information. Scroll down to view comments & rating. To print: > Print this Window (bottom of pg) > Print. To see the breakdown that determined your final percentage rating: > Export ratings calculations to Excel. > Open 
NPA Calculator – http://hrishq.usps.gov/scripts/comp/easpfpcalc_2008.cfm 
EAS Pay Scale – http://blue.usps.gov/hrisp/comp/eas.htm   Thanks to Anne Walker, Houghton IA PM
NPA (National Performance Assessment report card) On “Blue” page: > NPA > NPA Reports 
The Java Applet is loading & takes a few minutes to load.)  >Yes (for security screen) > Report Card Detail (under Reports) > (select most recent month) > Field > Post Office > Western (Area) > Hawkeye > Post Office (Level) (your office).  > Print to print out report. In print box: > Properties >Basics >Landscape >OK>OK. 
To show detailed corporate & unit scores > Enhanced Report card Detail.
Improve your NPA score:  From Blue pg: > NPA (under Essential Links).  NPA Reports menu appears. 
>NPA Improve your score.  

From Quick Links, you can also check your unit’s current standings; get explanations of how NPA indicators are measured & validated, and source data locations.

Scanning Performance Ranking – On Hawkeye Blue Share pg:
Under Links (right) > Performance Reports Download pg. Scroll down. 

Under Scanning Performance: > Express mail YTD. > ( for your MPOO area.

> PM Comb. Delcon.Sigcon. YTD > ( for your MPOO area.
To get your training records – In LMS – Learning Management System:
> Learning Portal > Training Activities (lower left side). Scroll to bottom to view most recent entries.
Small Office Variance Website – On Hawkeye pg: (mouse over) USPS Links > Blue Page > Inside USPS (blue tab) 
> ( Field – Area & District Links (right) > Western > Delivery Programs (left or middle) > Area Features > Western Area Variance (under Programs) > 4E (or your #)> Western Area Variance Programs > ( SOV. 
Choose Scope (  Click down arrow. > HAWKEYE PFC > (your MPOO). Scroll & click (your office). 
To get a report for your office only: > ( Ad Hoc Reports. Click: Available Begin & End Dates needed. 
> Submit Query> ( Back (for another report)  
To get total MPOO offices-Current WK or Rolling weeks: > ( Canned Reports. Click: ( Current WK, or ( Rolling Weeks, or ( FY Wks to Date. > Submit Query > ( Back (for another report) or Home icon to exit.
______________________________________________________________________________________________

PAGE  
1

