
Department of Human Resources 
Learn… Grow… Lead… Excel                                                                                

Committed to Excellence 

 

INSTRUCTIONS 

Complete this eBook learning by simply clicking through the slides at 
your own pace. To move forward, click the right arrow in the lower 
right corner.  To move backward, click left arrow on the lower left 
corner. 

A Washoe County Learning Center eBook 



Key Topics 

2 

• Overview of the 
Performance 
Management 
Process 

 

• The key components 
of performance 

 • Preparing periodic performance evaluations 
using SAP-Performance Management 

 



• Define and use the performance 
management process to manage 
your direct reports. 

• Explain the key elements that 
contribute to performance. 

• Set and communicate clear 
expectations for performance to 
your direct reports. 

• Prepare for and deliver effective 
performance evaluations using 
SAP online. 

AT THE END OF THIS eBOOK 
YOU WILL BE ABLE TO… 



U.S. workers are dissatisfied with their performance reviews. 
2009 Reuters Poll 
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Because…. 



Performance Management is a Cycle 
NOT an Event 

Performance 
Planning 

Performance 
Execution 

Performance 
Review 

PERFORMANCE 
MANAGEMENT 

CYCLE 
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 Performance goals & expectations are set and communicated 

 Development goals are established for employee to acquire new 

skills/knowledge and/or improve enhance proficiency 

 Proficiency standards for performing job related tasks are 

communicated 

 How competencies will contribute to success during the upcoming 

review period are communicated 
 
 

Performance Management 
Requires… 

     
  

Performance 
Planning

Performance 
Execution

Performance 
Review

PERFORMANCE 
MANAGEMENT 

CYCLE

PLANNING 



9 

Performance Management 
Requires… 
EXECUTION 

 Work is performed; tasks, duties, & responsibilities carried out 

COACHING, DEVELOPING, MONITORING 

 Performance & behavior observed and documented 

 Feedback, coaching and mentoring provided 

 Opportunities for development  provided 

REVIEW 

 Evaluate goal achievement measured against results expected 

 Assess proficiency in competencies used to achieve results 

 Assess development needs 

 Measure and rate performance; summarize feedback 

     
  

Performance 
Planning

Performance 
Execution

Performance 
Review

PERFORMANCE 
MANAGEMENT 

CYCLE

http://www.sap.com/index.epx


Why Manage Performance? 

• Give direction to employees.  
• Give feedback to employees.  
• Identify obstacles to performance and formulate 

strategies for addressing them.  
• Identify development needs.  
• Foster on-going, open communication.  
• Provide a basis for compensation decisions.  
• Serve as a basis and legal defense for promotion, 

discipline and dismissal. 



What is 

The execution or 
accomplishment of a given task 
measured against preset known 

STANDARDS. 



The “WHAT” 

What knowledge, 
skills, & abilities are 
used to get the job 

done? 
What behaviors 

contribute to success 
in the position? 

Performance is dependent upon 2 
interlocking factors  

The “HOW” 

How does this position 
contribute to the achievement of 

strategic objectives? 
What are the value-added 

results of the work done by 
those in this position? 

What specific functions and 
tasks must be accomplished by 

incumbents? 



The Performance Puzzle 
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The “WHAT” 

Accomplishment of Goals 
Value-Added Results 
Achievements 
Execution of Tasks, Duties, Responsibilities 



The Performance Puzzle 

Knowledge 
Skills 
Abilities 
Behaviors 

The “HOW” 



The “HOW”  = Competencies 

Competency 

Knowledge, 
Information, 

Understanding 

Behaviors, 
Characteristics,  
Attitudes, Traits 

Skill/Experience, 
Abilities,  

Proficiencies, 
Expertise 

Job Performance 
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 Functional/Technical Proficiency 
• Knowledge, Skills, & Abilities 
• Organizational/Departmental 

Knowledge 
 

 Interpersonal Effectiveness  
• Communication 
• Customer Service 
• Personal Relationships 
• Teamwork 

 

 Organizational Systems Awareness 
• Action and Results 
• County Knowledge 
• Ethics and Integrity 
• Quality Improvement 

Personal Development 
• Accountability 
• Adaptability 
• Continuous Learning 
 

Managing Others  
(for Supervisors & Managers) 
• Decision Making 
• Developing Organizational Talent 
• Financial and Resource 

Management 
• Leading and Inspiring Others 
• Planning and Organizing 
• Values and Leverages Diversity 

Washoe County Core Competencies 



Performance 
Planning 

Performance 
Execution 

PERFORMANCE 
MANAGEMENT 

CYCLE 

Performance 
Review 

http://www.sap.com/index.epx


Begin Review Enter Goals, Ratings 
& Comments 

Attend Annual 
Meeting 

Modify/Complete 
as Needed 

Outlook 
Notification to 

Employee 

Employee 
Comments & 

Acknowledgement 

Outlook 
Notification to High 

Level Manager 

Review Evaluation 
& Finalize 
Document 

Outlook 
Notification to 
Supervisor & 

Employee 

Update Infotypes 
0019 & 0025 

http://www.sap.com/index.epx
http://www.sap.com/index.epx
http://www.sap.com/index.epx
http://www.sap.com/index.epx
http://www.sap.com/index.epx
http://www.sap.com/index.epx
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Log onto ESS 

Enter your USER ID 

Enter your 
Network Password Click Log On 

or hit “Enter” 



Go to MSS 

Click “Manager Self Service” 
Tab 



View Evaluations Due 

Shows all evaluations due for 
the selected month 

Click “Previous” or “Next” 
to change the month 



Manager Self Service (MSS) 

Click “Performance 
Management” to enter your 
Performance Management 

dashboard 



View all Employee Performance 
Evaluations you have currently in 
process or completed in the past 

View only 
evaluations you have 

newly created 

Manager Self Service 
Dashboard 

View only evaluations 
you have begun but 

not released to 
employees 

View only 
evaluations you have 
completed and sent 

to employees for 
acknowledgement 

View only finalized 
evaluations 



Click “Create” to 
build a new 

Performance 
Evaluation for an 

employee 

Create a new evaluation 



Click Drop Down Arrow 
and select Washoe 

Performance Review 

Create a new document  

“Appraisal Template” 
box will auto-populate 

Enter review period 
beginning and end dates 

Select the employee 
you are reviewing Click “Create” 

for system to 
prepare the 
evaluation 
document 



Document created  

Click on ”Close” 



Manager Self Service Dashboard 

Just created review 
shows in New status 

Click on the applicable 
document 



Complete document creation 

Click on “Add” to add the 
High Level Manager 

Check that all of the 
information is correct 

Make sure you have entered 
the correct review dates 



Add High Level Manager 

Type last name of the 
High Level Manager 

Click on “Start” 



Select the High 
Level Manager 

Click “OK” 

Add High Level Manager 



Verify all 
information 
is correct 

Click “Save and Exit 
Document” to return 

to Manager’s 
Dashboard 

Click “Begin Review” 
to start  employee 

evaluation 
Click “Continue” 

Appraisal Document 



“Pushbuttons” 

Provides a short 
description of the 

Pushbuttons’ 
functionality 

Click “Save and Exit Document” 
to end this session: enables you 

to re-open and continue at 
another time 

Appraisal Document 

Tabs for each part 
of the Review 



Provide feedback on accomplishment of 
goals and other achievements that 
occurred during the review period 

Click “Save” Click “Core 
Competencies” 

Begin Performance Review: Goals & Achievements 



Provide a rating for 
each competency 

if applicable 

Leave at “No Value” 
if not rating that 

competency 

Core Competencies: All Employees 

Click “Core Competencies” 
for  the full descriptions 





Click “Value 
Description” for drop 
down definitions of 

each rating in the scale 

Core Competencies 

Click 
“Close” 



Click  “Add” to open a 
comments box for 
each competency 

family 

Provide comments for 
your ratings as needed  

Core Competencies 



Scroll to bottom of page to add 
additional competencies that 

are unique to your department 

Click “Add” to 
add your own 

Core Competencies 



Type a description of the 
competency and any 
applicable comments 

Provide a rating for 
the added competency 

Core Competencies 



Click “Managing Others” to 
rate competencies for 

Supervisors and Above only 

Rate and provide comments 
as with Core Competencies 

on previous Tab 

Click 
“Comments” Tab 

Click “Save” 

Core Competencies: Supervisors/Managers 



Add additional 
comments for this 

review period and any 
known goals for next 

review period 

Click “Save” Click “Final Rating” 
Tab 

Supervisor Comments 



Select the 
applicable 

overall rating 

Click “Value Description” 
for drop down definitions 

of rating scale 

Final Rating 



Final Rating 

Click “Close” 



Click “Save” 

Final Rating 



Click “Print” to print out or 
print to a PDF for sharing 

Click “Save and Exit 
Document”  and 

schedule a meeting 
with the employee to 
discuss the review. 

Click “Continue” 

Share Review 



Dan headed up the project team to implement the re-designed 
SAP-Performance Management  process.  The project came in 
on time and on budget.  Rollout has begun and is expected to 
be completed by year end. 

Click “Send to Employee 
For Acknowledgement” 

Click “Continue” 

Send for Employee Acknowledgement 

After meeting make 
any changes 

Click “Save” 



Performance Review now shows 
Employee Acknowledgement as 

“Next Step” 

Click “Close” 
and log off  

After employee acknowledges, 
Review will show “Next Step” 
as High Level Manager Review 

Manager Self Service Dashboard 



Rest of the Process 
• Employee receives email to acknowledge review 

• Logs on to ESS and selects Performance 
Management and current Review 

• Reviews document & any attachments 

• Adds comments on Comments Tab and attachments 
if desired 

• Answers ALL mandatory questions on Comments Tab 

• Clicks “I Acknowledge This Review” and sends to 
High Level Manager for final review and completion 
of process 



Additional Information Available 
• To view eBook on Employee Acknowledgement of 

Performance Review click here:                      
Employee Acknowledgement eBook 

• To view eBook on High Level Manager 
Acknowledgement of Performance Review click here: 
High Level Manager Acknowledgement eBook 

• To view SAP User Procedures for these topics or for 
Performance Management Reports and 
Miscellaneous Procedures click here:        
Performance Management User Procedures 

 

http://www.washoecounty.us/humanresources/workforce/development.htm
http://www.washoecounty.us/humanresources/workforce/development.htm
http://wctrain/winnet/User Procedures/Performance Management/PM User Procedures.htm


Need Assistance? 

Email your question to Kathy Hart at 

 khart@washoecounty.us 

or 

Call 328-2093 
 

mailto:khart@washoecounty.us
http://www.washoecounty.us/humanresources/workforce/development.htm
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