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Issue Description:

Human Resources purchased Halogen e-Appraisal to manage the performance appraisal process and eliminate the use of
paper performance evaluation forms. Ames Laboratory has run two cycles of annual performance appraisals having less
issues each time. However, two major issues continue to impede the process: 1) Issues with the performance of the form
itself, and the lack of scoring data from the form creates an lack of information for managers and HR to adequately
propose and evaluate annual salary increases; and 2) access to the system, which is web based, is achieved by two
methods depending on the location of the user's computer.

Maintenance of users requires manual file uploads into the two processes and no clear tie has been established to the
employee database to keep the e-Appraisal system updated and current so employees may utilize other tools within the
system. All maintenance is done through manual upload or through individual changes to records. Because of this, all
routing must be individually verified prior to an annual process launch.

Countermeasures:

HR has contracted with Halogen to provide Implementation Consulting to work through a list of issues that the teal
compiled during the 2012 Performance Review process. The consultant has solved some of the issues by explainin,
changes to several form settings. HR is currently in the process of evaluating and testing these changes to improve
experience.

Halogen has proposed a web-ex and conference call with HR and IS to demonstrate the use of HRIS Connect to autt
upload user information and changes to the User Center in e-Appraisal to eliminate the manual intervention currer

HR provides separate training sessions for employees and supervisors after launching the annual process. The sess
through every step of the process and provide an opportunity for questions and examples to be show. Other tools

Halogen suite are demonstrated (journal, documents, etc).

Step by step instructions for employees and supervisors are posted on the HR website at:
https://www.ameslab.gov/operations/human-resources/training/halogen

Access instructions from IS are also available on the site.

Goal: Implementation:

#1: To change the performance appraisal form to show required fields, provide edits and utilize scoring; #2: Need ltem #: Description Who
partnership with IS to make improvements on access or will remain as is; or change access to the Halogen software to 112011 Annual Performance Review Launched Diane/Rhonda
either cloud based or have Halogen host our site so all employees and supervisors could access the process easily, and in 2|Performed troubleshooting during process and compiled list of issues Diane/Rhonda
Root Cause Analysis: 3[3 Month New Hire Performance Appraisal Launched Mallory/Rhonda
Form Issues: Many of the form issues we are having are due to the form design. Upon implementation, a paper form 4|Single Sign On (SSO) implemented IS

design was converted and loaded into Halogen e-Appraisal. After the first year of use, it was discovered that the form did 5(2012 Annual Performance Review re-launch Mallory/Rhonda
not yield the desired results and did not function as expected. Changes were made with the assistance of Halogen 6|Begin work with Halogen Implementation Consultant Mallory/Rhonda
support on numerous issues and occasions that helped in some areas of the process. Just prior to the second year of 7|Complete testing of form changes prior to 2013 re-launch Rhonda/Mallory
using Halogen e-Appraisal, a support technician stated that our issues with the scoring were due to the type of question 8

that was used in the initial form set up and the form would need reworked to address the issues. Our Customer Account
Manager then contacted us and stated we were spending far too much time solving issues and needed to get
implementation consulting to solve our issues so we could use the process more efficiently. Access Issues:
The designation of the Performance Appraisal as Pll results in the Halogen server being accessible only through the Ames
Lab Moderate Enclave. Employees who have workstations that are in the moderate enclave must access e-Appraisal
through remote access to the sPortal2 computer; Employees and supervisors who are not in Ames Lab buildings or space
must have active VPN accounts and first VPN to Ames Lab, then connect via remote access to the sPortal2 server to get to
Halogen. Additional issues arise with this type of connection in that scientific programs require uploading of vita,
publications, or invited talks to employee profiles. These profiles are normally only kept on the individual's PC which is
not accessible in sPortal2 or easily transferrable when using sPortal2 and VPN sessions. A number of our faculty
supervisors meet the criteria for having to use a VPN connection and have extreme difficulty because: 1) they only access
Ames Lab system for the annual performance appraisal process and their VPN account password is expired; and 2) they




cannot get connected due to various different computer settings they may have.
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