Write your self-appraisal instructions - Employee Full Self Appraisal
This document provides an overview for employees whose Supervisor/Manager or Program Director requires completion of a full self-appraisal.  You will receive instructions directly from your Supervisor or Program Director specifying their preferences.  Be sure to read their instructions carefully so you include the items they need.  
STEP 1:  Review the introductory e-mail you received on the e-Appraisal process regarding access to Halogen and use the link appropriate for your workstation.  If you access Halogen via Sportal2, log onto Sportal2, open a supported browser, and copy the link into the address area.  Bookmark the site in your browser for your future use.  You may also e-mail hr

HYPERLINK "mailto:appraisal@ameslab.gov"appraisal@ameslab.gov if you have questions on the appraisal process.
STEP 2:  Enter your username and password specified in the e-mail you received to login.  You will be prompted to change your password after your initial log on.
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STEP 3:  Click on the My Performance tab, then Goals from the submenu.  Enter your goals from your 2011 Performance Appraisal.  If you did not have any goals, enter “Did not have goals”.  When entering goals, the system allows you to note due dates, progress, set flags, and also link goals to the overall Ames Laboratory organizational goals.  You may use as much or as little as you or your Supervisor/Manager desires.  (Note:  Previous year’s goals will automatically populate after the 2012 process runs; this step is only necessary for the 2012 process).
Note:  Click on the Save button frequently to safeguard your work while you are filling out the various sections of the appraisal.  Do not click on Complete until you wish you submit your completed appraisal to your Supervisor.  If you wish to stop work on your appraisal and come back to it at a later time, Save your work, then click on the Red “X” in the upper right hand corner of the Performance Evaluation form.  You may return to work on your appraisal at any time by logging on and clicking on the Write your self-appraisal link again.
STEP 4:  Click on the Home tab.  (Note: D and K base employees do not have a Position Description to access; you must manually enter your duties).   To view your current Position Description on the ISU system, click on:  “Accessing P&E Base Position Descriptions” in the Useful Links section at the bottom of the page.  A second browser window will open showing the login page for the ISU Classification and Hiring System.  Follow the instructions on the page for logging in.  First time users will use their 9 digit university id number for both the username and password.   You may change them once you have logged on.  If you have been on the system before as an “employee” and do not know your logon information, call the number listed on the screen to have your credentials reset.
Click on the View PD Library link on the left.  Click the ling to “Get Reports List” under your job title.  Select the appropriate PD (Merit or P&S) for your classification and open your Position Description.  Read through the Duties and Responsibilities listed on your job description.  Leave the window open containing your Position Description and toggle back to the Halogen homepage.  Open the link Write your self-appraisal.  The Performance Evaluation form will open on the screen.  Either scroll down the page or use the quick links on the left side to navigate to Part 1, in the Duties and Responsibilities section of the form.  Copy and paste your duties and responsibilities and percentage of time for each into the performance appraisal form sections by toggling back and forth between the ISU Position Description and the performance appraisal form.  For each duty, you must click one of the radio buttons specifying a rating.  Your Supervisor/Manager or Program Director will instruct you on their preferences for completing the form.

STEP 5:  Answer Y or N to the question regarding the accuracy of your Position Description.  All answers of N (No) will receive follow-up by Human Resources after the appraisal process is completed for the year.
STEP 6:  For the remaining sections of the self-appraisal form refer to your Supervisor/Manager or Program Director’s instructions for specific details.  The following information highlights the sections and their general use.  Note:  Be sure to SAVE your work frequently to avoid loss of information in the event of computer events.  Do not click on Complete until you are finished entering all the information on your evaluation form and wish to send it on to your supervisor.
Provide an overall evaluation summary:   This section is normally used to describe the employee’s overall performance during the specified performance period.   
Part 2: Significant Accomplishments:  Read the narrative and enter your information.  You may also attach a separate document at the end of the process.  (see section on Attaching Documents for more information).  

Part 3:  Performance Factors:  There are six general factors that every employee is rated on.  Additionally, there is a Supervisory Skills section for employee’s who supervise others.  The competencies are self explanatory, and the rating scale is explained in detail in the instruction narrative at the beginning of the section.  Comments should support the ratings, and any rating of “Exceeds Expectations”  or “Unacceptable” requires a comment.  
Part 4: Performance Plan – Past Goals will populate from Step 3 above.  If you entered on the Goals submenu in Step 3 and they did not transfer to the performance evaluation form, click on the double window icon and copy each goal into the section.

Establishing New Goals:  Describe 1-4 goals for the upcoming performance year.  See the narrative for tips on establishing goals.  You may use the timelines and other options within each goal as you desire.
Professional Development and Training Compliance:  See the narrative instructions for completing this section.  For information on Cybertrain and training requirements, see section below in Attaching Documents.
Once you have completed your self-appraisal and saved your final changes, click on Complete.  You will no longer be able to make any changes to your evaluation and the form will immediately route to your supervisor for their input.  Click the red X to close the form and return to your Halogen page.  If you were instructed to attach documents to your self-appraisal, follow the directions in the section below to attach the required documents.

Attaching Documents

Your Supervisor/Manager or Program Director may instruct you to attach certain documents to your performance appraisal (list of significant accomplishments, current vitae, list of recent publications, etc.).   From the Home page click on the My Performance tab, then the Documents tab.  The screen below appears.
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The 2011 Training document is the summary of your safety training needs based on the Cybertrain system.  Please leave this document in place and your supervisor will review it with you at the time they conduct the face-to-face review.  Use the Add button to add your documents.   Be sure to use a naming convention which allows you to easily identify your documents.  The list will grow over time, so you should include the year in the document name to help identify the most current documents.
Once you are finished adding your documents, you may log out of the Halogen system.  If you accessed Halogen through Sportal2, be sure to log off of that server also.

Halogen 911


If you have questions or issues with the Halogen system, please don’t hesitate to e-mail �HYPERLINK "mailto:hrappraisal@ameslab.gov"�hrappraisal@ameslab.gov� or call 4-2680.  All HR staff members receive these e-mails, so someone will be able to assist you.  Additionally, staff from the implementation team will come to your office to assist you if necessary.  HR will facilitate access and server issues with IS staff.








