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Halogen eAppraisal
(Performance Appraisal/Evaluation Software)

Access

All Employees and Evaluating Supervisor /Managers involved in the performance
appraisal/evaluation process require an Ames Laboratory network logon and password.

On-Site

Employee and/or Evaluating Supervisor/Manager
1 Connect to sportal3.
o For additional assistance, see “‘How do | connect to sportal3?’ located at the end
of this document.
2 Link to the Halogen site with Internet Explorer:
o0 https://halogen2.ameslab.gov/Halogen/welcome.jsp
o For additional assistance, see “‘How do | connect to Halogen once I’m on
sportal3?’ located at the end of this document.

Moderate Workstation
1 Link to the Halogen site with Internet Explorer:
0 https://halogen2.ameslab.gov/Halogen/welcome.jsp
o For additional assistance, see “‘How do | connect to Halogen once I’m on
sportal3?’ located at the end of this document.

Off-Site

Employee and/or Evaluating Supervisor/Manager
1 VPN to vpnO.external.ameslab.gov.
o For additional assistance, see ‘How do | request a VPN account?’ located at the
end of this document.
2 Connect to sportal3.
o For additional assistance, see “‘How do | connect to sportal3?” located at the end
of this document.
3 Link to the Halogen site with Internet Explorer
0 https://halogen2.ameslab.gov/Halogen/welcome.jsp
o For additional assistance, see “‘How do | connect to Halogen once I’m on
sportal3?’ located at the end of this document.
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Moderate Workstation
1 VPN to vpnO0.external.ameslab.gov.
o For additional assistance, see “‘How do | request a VPN account?’ located at the
end of this document.
2 Use Remote Desktop Protocol (RDP) to access your office workstation remotely.
o Send email to is-firewall-admins@ameslab.gov to request a firewall exception for
your desktop, include the IP address of your system and username.
3 Link to the Halogen site with Internet Explorer:
0 https://halogen2.ameslab.gov/Halogen/welcome.jsp
o For additional assistance, see “‘How do | connect to Halogen once I’m on
sportal3?’ located at the end of this document.

How do | connect to sportal3?
How do I connect to sportal3?
Windows based computer
1. Click Start button. From the Start Menu, select:
e All Programs - near bottom in left column.
e Accessories folder - the first folder below any program specific icons
displayed.
e Select ‘Remote Desktop Connection’.
2. The connection screen appears.
3. Enter sportal3.ameslab.gov into the ‘Computer’ field.
e Click *Show Options’ down arrow, lower left corner, to create an icon on user’s local
computer desktop and save settings.

Mac OS X Systems
1. Install the remote desktop software that is available from Microsoft using the following link:
http://www.microsoft.com/en-us/download/details.aspx?id=18140
e Click Download.
e Click *Save’.
2. Click on Downloads to access the saved file to install it.
o If the software is unable to install because it is from an unknown source, follow these
steps to change the download settings:
o Click on *System Preferences’
o Click on ‘Security and Privacy’
0 Under the ‘General’ tab, unlock the page with admin rights, click on the padlock
in the lower left.
o0 Change the *Allow applications downloaded from’ to “anywhere’

3. After install a window prompts for a computer. If not prompted go to ‘finder’ > “applications’
> click on ‘Remote Desktop Connection’
e Enter sportal3.ameslab.gov.
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e Click “Connect’.
4. A window prompts the user for username, password, and domain.
e Enter in the Ames Laboratory username and password
e For the domain, enter AMESLAB-IOWA.
5. A window pops up with a warning that it can’t verify the identity of the computer. Click the
connect button.
6. The computer is connected to sportal3 at this point.
7. Click OK on the banner to continue.
e Click on the blue E icon (Internet Explorer) on the screen or select Firefox as the
browser.
8. The remote desktop screen appears.
9. If system “times out”, click CONTROL and ALT and END keys simultaneously.
10. Terminate the Remote Desktop Connection from the desktop computer (local
workstation) using CONTROL and ALT and END keys and select LogOff.

Information on creating a connection to sportal3 is available on the web. Follow these
steps to find the documentation:
e Use a browser to connect to
O https://www.ameslab.gov/operations/
e Logon to the Ames Laboratory website.
e Select Information Systems from the list on the left hand side of the page.

Click ‘Frequently Asked Questions’ in the middle of the page.

Select “is’ from the *Department’ box.

Select ‘Administrative Applications’ from the ‘Category’ box..

Select “Search’.

Find and select the question “How do | connect to sportal3?’

Select the appropriate version: Windows (contains screen shots) or Mac.

How do | connect to Halogen once I’m on sportal3?
e Click on the IE icon labeled ‘Halogen’.
e If requested, log on using your Ames Lab Network Username and password.

How do | request a VPN account?

e A VPN account is requested by completing a ‘Request for New Account’ form and
selecting the *‘Remote Access (VPN)’ option.

e Ames Laboratory forms are available here:
https://www.ameslab.gov/operations/forms-and-documents

e Logon to the Ames Laboratory website.

e Select ‘Forms’ under Document Type.

e Select ‘Information Systems’ under Document Area and click ‘Select’.

e Locate the “New Account Request’ form.

e Complete the form, obtain appropriate signatures, and submit to the IS office at 334
TASF.
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Who do I contact if I’'m having trouble connecting?

If you continue to have issues connecting to sportal3 or Halogen, contact the IS help desk at 4-
8348 or is@ameslab.gov for assistance.

How do I upload a document using sportal3?

Uploading vita, significant accomplishments, publications, etc. see the following URL.:
https://www.ameslab.gov/operations/fag/how-do-i-transfer-file-the-low-enclave-the-moderate-
enclave

How do I print my performance appraisal?

e Click the Adobe icon to print preview and generate a PDF file. If the printer icon (the
icon to the left of the Adobe icon) is selected, only one page of the appraisal will print.
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e Click the priner button to print the document.
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e Check the printer properties to print using duplex feature.
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