HRMN Self-Service Performance Appraisal Instructions for Employees
The appraisal is a 4 step process with at least one face-to-face conversation with your supervisor.  Your supervisor needs to go into HRMN and indicate your objectives and competencies for the upcoming year.  Then you go in and have a look.  Changes can be made.  At this point both you and your supervisor will “Certify the Plan” (Steps 1 and 2).  This is a form of “electronic signature” used in HRMN.  During the year, you both can go in and make Comments to portions of the Plan.  
At the end of the year (or sooner for probationary employees) you and your supervisor can exchange information on how you did.  This information will be entered into HRMN by your supervisor.  You will have a look and meet with your supervisor to talk about the past and plan for the future.  At this point both you and your supervisor go into HRMN and “Certify the Review” (Steps 3 and 4).  Now we will look at the mechanical steps you will take in HRMN to make this happen.

1. You go to HRMN and are on the Main Self Service page.  Click on Employee and then on Performance Management.  Click on Main Menu.  This will take you to the Plan Menu.
2. Then click on “Create or Update an Uncertified Plan”.  If your supervisor has not entered any information HRMN will indicate there is no plan to update or certify.  This HRMN process allows the supervisor to block you from seeing the plan.  If you cannot see the appraisal, but know that your supervisor has one in there for you, you need to ask if they have inadvertently left this block “On”.  
3. Once again, when you click on “Create or Update an Uncertified Plan” the most recent plan will appear.  Click on Objectives.  You will now see in the objectives (the tasks, projects and other assignments) you are expected to accomplish.  Each objective has its own screen.  You can move between them using the “Next” and “Previous” buttons.  You can add Objectives for yourself for your supervisor to consider.
4. Once you have reviewed your Objectives you can click on the “Back to Plan Menu” button and click on Competencies.  There you will see the Competencies your supervisor has selected for you.  You can select with a check mark and add Competencies of your choosing for your supervisor to consider. If you click on the Comments box you can provide additional information to your supervisor. EACH SCREEN HAS A SAVE BUTTON.  USE IT BEFORE YOU LEAVE EACH SCREEN.  
5. When you or your supervisor writes in any narrative in the Plan, a red asterisk (*) will appear next to it on the Plan Menu.  When you do any Comments or other writing on the Plan be sure and put in the message THE DATE WHEN YOU MADE THE ENTRY.  This will help you both understand the timing of the message.  When you are done with the Competencies hit Save. 
6. On the Plan Menu you will see a box for the Employee under “Certification”.  When you check this box and hit Save, this means you Certify the Plan.  Your supervisor will also be certifying.  It does not matter which party certifies first.  The process cannot move forward until you both Certify.  When you or your supervisor certifies a plan, either at the beginning of the period or the final rating, it means you have reviewed and discussed the information.  Anytime either party clicks a certification box an e-mail is generated by HRMN to the other party.
7. THERE IS A PRINT BUTTON ON THE MENU.  YOU MAY WISH TO PRINT THE DOCUMENT.  THIS IS REQUIRED IF THE YOU DO NOT HAVE ACCESS TO HRMN SELF SERVICE.  If this is true you and your supervisor will have to sign the printed copy.  The supervisor will then go in and check the box entitled “Access Override”.  This is your supervisor telling HRMN that you cannot electronically Certify the Plan.
8. During the course of the rating period, both you and your supervisor can go into Self Service and make comments on two screens.  One is called “Development Plan”.  The other is “Progress Review/Comments”.  Be sure to check these before you begin to finalize the plan at the end of the rating period.  You can tell by the red asterisk * that writing has been done in that particular box.  And remember to date your entries.
9. HRMN will send you an e-mail 28 days prior to the end of the rating period.  This is only true if you have entered your e-mail in HRMN.  You do this in HRMN under “Employee, Employment, e-mail address”.  You will need to begin gathering information to assist you in your evaluation.  Your supervisor will be contacting you to schedule a face-to-face meeting.  The supervisor will be getting the same e-mail and will be gathering their information to add to the form and discussion as well. 
10. On the Plan Menu for the employee you will see a button for “Update/Certify/Finalize”.  Once your supervisor has completed the draft Final appraisal you can click this button to see it.  If you do not see the current plan, it means either you or the supervisor has not certified Acceptance of the Plan.  Or that while they are working on the plan the supervisor has turned on the “Prevent Employee Access” block.
11. As you review your final appraisal you can put narrative in the Comments boxes.  If you need assistance in understanding a given competency and the rating scale for that competency, click on the BARS button (upper right hand corner) for that competency. 
12. For your Final Review on the Plan Menu your supervisor will have assigned you an Overall Rating.  Once you have met with your supervisor and have discussed the overall appraisal and the assigned rating, you go to your Plan Menu and check the Certify box.  Your supervisor will do the same.  If you do not have HRMN access, you will have to sign a printed completed form.  If this is the case, the supervisor will go to the Plan Menu form and will check the Access Override box for you.  

13. If you REFUSE to sign the form or to check the Certify box in HRMN Self-Service your supervisor will document that you did meet and discuss the rating with the them, and will check the “Refusal Override” box on the Plan Menu.  

14. If you have questions about the process contact either Sue Prudden pruddesa@michigan.gov Ed Fredericks frederie@michigan.govor your Personnel Liaison.  
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