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Chapter 1 — Introduction to PMTools

Performance Management Tools (PMTools) was developed by the Georgia Merit System to help supervisors and managers efficiently meet the requirements of the  Performance Management Process.  Utilizing the power of the modern PC, PMTools guides the user through the performance management cycle from performance plan preparation, performance diary maintenance, to the final performance evaluation - all in a secure environment. 

PerformancePlus – the State’s  Performance Management Process is fully supported by PMTools.

The following management tools are available in PMTools to assist in developing performance plans:

· State of Georgia  Job Descriptions containing responsibilities and performance expectations.

· Planning Tools to guide the user thorough each step of the performance cycle.  guiding the user through the performance cycle.

· Coaching Tools to organize performance tracking to provide ongoing feedback to employees.

· Evaluating Tools to assist in assessing the employees performance to expectation.

· Development Tools to guide the supervisor or manager in building upon their employees’ strengths and creating strategies to address improvement opportunities. 
What Can I Do With PMTools? 

PMTools  has more than a dozen programs to assist supervisors and managers in all aspects of the Performance Management Process.  A sample of PMTools program are: 

The Performance Planner
· The Performance Planner provides a quick and convenient way for supervisors to develop performance plans based on job descriptions and statewide responsibilities.  Existing performance plans can be easily converted from their word processing format into the PMTools format using standard Windows cut-and-paste techniques.

The Performance Diary

· The Performance Diary makes it easy for managers to make notes throughout the year about employees’ performance.  Additionally, anything that the supervisor can read or prepare on his or her PC can be copied into the performance diary.

Print Reports

· The Print Reports section makes printing Performance Management Forms (PMFs) a snap.  The entire plan or a single page can be printed in a matter of seconds.

Exports

· Supervisors not connected to central databases or LANs can easily export their performance plans and evaluations for review by their managers.  These exported evaluations can be saved to diskette or forwarded as e-mail.  

This manual is designed to support every user level to effectively utilize PMTools..

PMTools Does Windows

PMTools is a Microsoft Windows application, and it adheres to the interface standards established by Microsoft for 32bit Windows programs.  PMTools takes full advantage of the familiar Windows graphic user interface (GUI), including multiple program windows, dialog boxes, scroll bars and buttons. 

This manual assumes the user is familiar with Windows and basic Windows techniques, such as using the mouse.  If you are new to computers or unfamiliar with Windows, you should spend some time with the Microsoft Windows documentation.  This will allow you to focus on PMTools without basic Windows techniques getting  in the way.

System Requirements

PMTools was designed as a 32 bit Windows  application.  It works equally well under Windows 95, 98, Windows NT 4.0 and 2000 environments.  NT 3.51 is not supported. 

The following are the minimum system requirements for running PMTools.  
· 66 MHz 486 DX or faster processor

· 16 MB of real memory

· 50 MB of free disk space

Installation Instructions

Chapters 15 and 16 provide detailed instructions for installing PMTools.  These chapters also contain more detailed information about minimum system configurations. 

Although PMTools was originally designed as a stand-alone, single- user program, it can be used as a LAN-based application within the limitations described in Chapter 16.

Starting PMTools in Windows 

Once  you have installed PMTools successfully, you should have a new item on your Programs folder called PMTools.  Click on the Start button, then explore Programs.  You should see the PMTools Program folder.

Explore the PMTools folder (Figure 1-1).  Click on the Performance Management Tools icon. 

Figure 1-1
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Common Features of PMTools Programs

All PMTools programs have the following helpful features, for example:.

· The lower portion of each screen contains a Hint/Message line (Figure 1-2).  As you move the cursor over each field, a brief description of the field is displayed.

Figure 1-2
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· The Systems Menu (Figure 1-3) that appears when you click the upper left corner of a Window, contains a Print Screen feature that will send a copy of the current screen to the printer.  This is particularly helpful if you need to communicate with GMS for technical assistance and need to send us a picture of the screen.

Figure 1-3
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Typography

Throughout this book you will find text formatted many different ways.  Each formatting style is used to highlight a different type of information.  The following styles have particular meaning:

	Type
	Normal typeface of this book.

	[image: image194.bmp]
	The name of a button on the screen.

	Type
	An item that is explained in the Glossary.

	Type
	The name of a field on the screen.

	Type
	The name of a section or chapter in this manual


On-line Help

PMTools has an extensive help system that takes full advantage of the built-in Window’s Help facilities.  Every screen has a  Help  button which displays the full text of the corresponding sections of this manual.  
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Chapter 2 — The Toolbar

Summary of Program Functions

The Toolbar is your launching pad for all the programs that are part of PMTools. You cannot start the programs that are part of PMTools directly — you must launch them from the Toolbar. Once you have successfully signed-on, a click on any of the buttons on the Toolbar will start that program.  You can have as many programs open at one time as you need. 

The Toolbar is also the nerve center for PMTools.  As long as any PMTools program is running, the Toolbar must also be running.  Vital information about the signed-on user and the employee being accessed are stored in the Toolbar.  As each program is started, it receives this information from the Toolbar, rather than asking you repeatedly for the same information.

Using the Buttons on the Toolbar

PMTools is a suite of twelve programs.  You will use some of the programs frequently; others you may never use.  The entire PMTools toolkit is presented as a floating Toolbar.  From this Toolbar you can access any PMTools programs. 

The individual programs are described in their own chapters in this manual, but a quick overview of their basic function might be helpful.

[image: image6.bmp]
The Sign-On program protects the privacy of the data you have entered into PMTools. Even if you share a PC with other supervisors, your personal ID and password keep your data safe and secure.

[image: image7.bmp]
The Employee Maintenance program provides you with the ability to maintain a simple database of information about your employees.
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With the Performance Planner you can create and revise performance plans that  comply with the requirements of the Performance Management Process.
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The Performance Diary provides you with a quick and easy way to record information about critical performance incidents during the year.
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Prepare MRF makes preparing the interim review forms a snap.
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Prepare Short Form enables you to prepare a performance management evaluation short form with ease. 
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Print Reports lets you review forms, job descriptions and other reports that may be of interest to you.

[image: image13.bmp]
Verify / Rebuild can be used to test the integrity of your PMTools database and rebuild all or part of the database as needed.  

[image: image14.bmp]
The Import / Export program makes moving data between users easy and safe.
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Use Background Data to change any of the reference data used in PMTools, such as codes, job descriptions and standard texts.
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The Tutorial button provides online help for the Toolbar or any other program.  The entire contents of this manual is available on-line through this and other help facilities.

[image: image17.bmp]
The Close button stops the Toolbar.

Starting Other Programs

Other than the Toolbar, you cannot launch the programs within PMTools directly from Windows — you must launch them from the Toolbar.  As you move the cursor over each button, a short description of that button (Figure 2-1) will display below the Toolbar.

Figure 2-1
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To start any of the programs, click the appropriate Toolbar button once.  You can start as many programs as your PC can support, but you cannot start more than one copy of each program. For example, you can start the Performance Planner and  the Employee Maintenance programs, but you cannot have two versions of the Performance Planner running at the same time.  Your PC must have much more than the minimum amount of memory for you to have several programs open at one time. 

Closing the Toolbar

When you have completed your work with PMTools, the Toolbar must be the last program that you exit.  Simply close the programs you have started and then close the Toolbar by clicking the last button on the Toolbar.

Some Buttons May Be Deactivated

You may notice that one or more buttons on the Toolbar are deactivated — the button(s) contains only a gray image of the icon. 

The programs described here and in the remaining chapters in this manual represent the full suite of PMTools programs.  Users of PMTools who are working independently — not connected to a LAN, for example — may need access to all the programs within PMTools. 

Users of PMTools who are working as part of a large interconnected group, such as on a LAN, share data with dozens if not hundreds of other users.  Many of the support functions described in the later chapters may be performed by LAN support staff or the central Human Resources function.  So if you notice that the icons for the Background Data program described in Chapter 13, or the Backup / Restore function described in Chapter 11 are not activated, don’t worry.  Someone else will do these functions for you.

Moving and Reshaping the Toolbar

Like the floating toolbars in other popular Windows programs, the PMTools Toolbar can be moved, minimized and reshaped to fit your needs. 

To reshape the Toolbar, move the mouse pointer over the right or bottom edge of the Toolbar. The pointer will change to a two-headed arrow.  Click and hold the edge of the Toolbar and then drag it in the appropriate direction.  The outline of the Toolbar will change shape as you move the mouse.  When you have the shape like you want it, release the edge.  The Toolbar will be redrawn, and the buttons will be redistributed within your new Toolbar. You can reshape the Toolbar into any regular rectangular shape (Figure 2-2).

Figure 2-2
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To move the Toolbar, click and hold on the Toolbar’s title bar.  Now you can drag the Toolbar to any location on the screen.  When it’s where you want it, release the title bar.

Any changes you make in the Toolbar’s position or shape will be remembered by PMTools and stored in the INI file.  The next time you start PMTools, the Toolbar with be right where you left it.

Neat Stuff — Who's There?

In some PMTools programs the right mouse button can perform neat tricks.  For example, right-click on the  Close  button.  A pop-up box will display information (Figure 2-3) from the Toolbar’s control center — the Employee ID of the supervisor that is signed-on  and of the employee that is currently being accessed, etc.

Figure 2-3
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[image: image196.wmf]Chapter 3 — The Sign-On Program

Summary of Program Functions

Within PMTools security for performance plans, diaries and employee data is based in part on identifying the individuals who will be using the program.  Normally the users of PMTools will be supervisors and managers within your agency.  Users are identified by their Employee IDs.

Through the Sign-On program, users can initially identify themselves to the PMTools security functions as new users and select individual passwords.  Once identified as authorized users, supervisors and managers must provide their passwords to the Sign-On program before they can access data stored in the PMTools database.

Figure 3-1
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Users can select their own passwords and change them as frequently as they like in order to ensure the security of their data.  Additionally, the program allows users who have forgotten their passwords to gain access to the system with the assistance of the Georgia Merit System.

Starting the Sign-On Program

The Sign-On program starts automatically each time you start PMTools. Once the sign-on process is started, you must successfully complete it or PMTools will terminate the Sign-On program and the Toolbar.  Until you complete the sign-on procedure, you cannot access the programs of PMTools or the data stored in the PMTools database.

Multi-user Environments

In a multi-user environment where a single PC is shared among several users, each user will need a unique User ID (Employee ID) and password.  Because each user’s data is kept separately in PMTools, each user will need to sign-on whenever he/she wants to work with PMTools.  Even if another user has already signed-on to PMTools, you cannot access YOUR data through another user’s sign-on.

You can manually start the PMTools Sign-On program by clicking on the  Sign-On  button on the Toolbar.  In order for you to sign-on when another user is already signed-on, all PMTools programs except for the toolbar must be closed.  

In multi-user environments, such as a LAN, where each user has his or her own PC but a common database is shared among all users, any number of users can access the database at the same time.  Of course, if the LAN is not available, PMTools will indicate it cannot find the database.

First Time Sign-On Process

The sign-on to PMTools is usually a very simple process.  However, the first time that new supervisors use PMTools they must provide some additional information that will permit the program to identify them and their data in the future.  

Figure 3-2
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Rather than entering a Name and Password, click on button labeled Enter New User (Figure 3-2). You do not need to enter any other information on this first screen if you are attempting to sign-on as a new user.  Click on the  OK  button.

Figure 3-3
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A very simple screen (Figure 3-3) will replace this first screen.  You should enter the digits of your PeopleSoft Employee ID in the Supervisor’s EmplId field.  It is important that you use your PeopleSoft Employee ID which links the data from PMTools to Phoenix data .  

Use the mouse or the Tab key to move the cursor to the Supervisor’s Name field.  You must enter at least eight characters for your name and should use the format last-name-first.  

Click on the  OK  button.  If you have made a mistake, the field containing the error will turn red and a message will be displayed at the bottom of this dialog box.

When you have entered everything correctly, the Sign-On program will display a message (Figure 3-4) indicating that the new supervisor was added to the database.  

Figure 3-4
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Click on the  OK  button and the program will display a screen (Figure 3-5) to ask what password you would like to use with PMTools.

Figure 3-5
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The password entry screen requires that you enter your password twice — to make sure that both you and PMTools have remembered it correctly.  As a first-time user, you can ignore the third box on the screen that asks for an Approval Code issued by GMS. 

The password you choose must be between three and 11 characters long — it can contain spaces, numbers or special characters.  As you type, the letters and numbers you enter are not displayed on the screen.  A number sign (#) is displayed for each character you type.  Make sure you enter the same password in both fields.  Passwords are not case-sensitive — the passwords hello and HELLO are considered to be the same.   

Now click on the  OK  button.  If you make a mistake by not entering the same password in both fields, the program will erase both fields and display a message at the bottom of the box.  

When you have entered everything correctly, the Sign-On program will display a message (Figure 3-6) indicating that your password has been changed — in this case from nothing to the password you chose.  Please remember your password! 

Figure 3-6
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Click on the  OK  button and the Sign-On program will return you to the normal sign on screen (Figure 3-7). 

Normal Sign-On Process

Once you have added yourself to the database of supervisors within PMTools, the sign-on procedure is very simple.  Remember that every time you start PMTools, the Sign-On program is automatically  started and the Sign-On screen (Figure 3-7) is displayed.

Select your name from the pull-down menu in the first field.  Use the mouse or Tab key to move the cursor to the Current Password field.  The password you chose originally was between three and 11 characters long — it can contain spaces, numbers or special characters.  As you type your password, a number sign (#) is displayed for each character you type. Passwords are not case- sensitive — the passwords hello and HELLO are considered to be the same.   

Figure 3-7
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Now click on the  OK  button.  If you make a mistake by not entering the same password you set up earlier, the program will display a message at the bottom of the screen.  

If you enter everything correctly, the Sign-On program will disappear and you will have full access to the PMTools Toolbar.

Changing Your Password

In order to change your password, you must be able to sign-on successfully using the normal sign-on process described above.  This means you must select your name from the pull-down menu and enter your current password.  If you do not remember your current password, use the sign-on process in the next section — If You Forget Your Password.

In addition to your name and current password, you must click the button that says Change My Password (Figure 3-8). 

Figure 3-8
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The password change screen (Figure 3-9) requires that you enter your new password twice — to make sure that both you and PMTools have remembered it correctly.  

Figure 3-9
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You can ignore the third box on the screen that asks for an Approval Code issued by GMS.  

The password you choose must be between three and 11 characters long — it can contain spaces, numbers or special characters.  As you type, the letters and number you enter are not displayed on the screen. A number sign (#) is displayed for each character you type.  Make sure you enter the same password in both fields. Passwords are not case-sensitive —  the passwords hello and HELLO are considered to be the same.   

Now click on the  OK  button.  If you make a mistake by not entering the same password in both fields, the program will erase both fields and display a message at the bottom of the box. 

When you have entered everything correctly, the Sign-On program will display a message (Figure 3-10) indicating that your password has been changed — in this case from your old password to your new password.  

Please remember your new password!  Click on the  OK  button and the Sign-On program will return you to the normal sign-on screen.

Figure 3-10
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You must now sign on using your new password.

If You Forget Your Password

If you have forgotten your password, all is not lost.  Your data is safe.  And once you have worked with the Georgia Merit System to re-establish your access to your PMTools database, you will have full access to all of your performance plans and diary entries.

You should begin this process by calling the Systems Help Desk at the Georgia Merit System and requesting an Approval Code for PMTools.  You will be provided with a five-digit number.  Everyone’s Approval Code is different; you cannot use an Approval Code that someone else received from the GMS.

Figure 3-11
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Select your name from the pull-down menu and click on the button that is labeled I Forgot My Password (Figure 3-11). 
Figure 3-12
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The change password screen (Figure 3-12) will be displayed.  It requires that you enter your new password twice — to make sure that both you and PMTools have remembered it correctly.  

The password you choose must be between three and 11 characters long — it can contain spaces, numbers or special characters.  As you type, the letters and number you enter are not displayed on the screen. A number sign (#) is displayed for each character you type.  Passwords are not case-sensitive — the passwords hello and HELLO are considered to be the same. 

Additionally, enter the five-digit Approval Code you received from the Georgia Merit System in the Approval Code issued by GMS box.  A number sign (#) is displayed for each character you type.

Click on the  OK  button.

If you make a mistake by not entering the same password in both fields or by entering an invalid Approval Code, the program will display a message at the bottom of the screen. 

When you have entered everything correctly, the Sign-On program will display a message indicating that your password has been changed—in this case from your old password to your new password.  Please remember your new password!

Figure 3-13
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Click on the  OK  button and the Sign-On program will return you to the initial PMTools Sign-on screen. 

You must now sign-on as described in the section on Normal Sign-on Process, using your new password.

How Is This Data Used in PMTools?

When you sign-on for the first time, an entry is created in the security database of PMTools.  In LAN and shared user environments, this database of supervisors could have the names of dozens of supervisors.  As you add your employees, each employee is connected to your entry in the security database.  The only people who can see your employees are you and any supervisors or managers above you in the organizational structure.  See Chapter 5 – The Employee List Program for an explanation of how others can access your employees, their plans and performance diary entries.

Other Things to Remember

In addition to adding your name to the security database, you must also add yourself to the employee database if your supervisor has not already done so.  At first it may appear that all of this is very complicated.  But if you keep in mind that supervisors are also employees, you’ll find the chapters on the Employee List, Employee Maintenance and Performance Planner programs easier to follow.

Neat Stuff — Tutorial Databases

The PMTools package includes a custom tutorial database with several supervisors, employees, plans and diaries already created.  To access one of these tutorial databases, click on the box marked Switch to Tutorial Database, select the name of a supervisor by clicking on the down arrow of the Name box, then enter the Current Password which is the same for all supervisors in the tutorial databases— it’s PMTOOLS.

Figure 3-14
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For example, use the down arrow to select Frances Davis and enter PMTOOLS into the Current Password field. This will allow you to access the Francis Davis / Chris Abrams examples from the Performance Management Process Training Manual.  You can use this database to see how plans were created, and how diary entries were made and linked back to the plans.

[image: image37.bmp]
Chapter 4 — The Employee Maintenance Program

Summary of Program Functions

This program provides a convenient way for supervisors to maintain a simple database of their employees.  Some of the data you enter here will be useful in preparing performance plans; other data items will be useful in performing analysis of evaluations.

Initial Screen Display 

Figure 4-1
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Whenever you activate the Employee Maintenance program, it remembers the last employee you worked with in any other PMTools program.  For example, if the last action you took was to create an entry using the Performance Diary for John Smith, John Smith would be the employee displayed when Employee Maintenance begins.  Of course, if this is the first time you have used the Employee Maintenance program, the screen will be blank so that you can add your first employee.

When adding a new employee, the Employee ID field will be blank.  When you are updating an employee's record, the Employee ID field will be protected and you cannot change it.  All other basic employee data fields can be changed.  Changes made through the Employee Maintenance program do not change the data in any existing performance plans.  You can update the data in performance plans by using the Performance Planner.

Basic Employee Data 

The data on the left side of the screen is basic demographic information about the employee.  Most of the data fields are self explanatory and most are not required.  The only required field is the Employee ID.  However, PMTools can do more for you if you consider all of these fields to be required.  If you do not know what goes in some of the fields, you can leave them blank.  To help you, some of the fields have a built-in lookup mechanism called a combo-box.

The following information may be helpful in determining how to enter data in these fields:

· Employee ID should be consistent with the PeopleSoft Employee ID.   

· Payroll Name should be entered as last-name-first.

· Familiar Name can be entered in any format.

· Race can be selected from the drop-down list by clicking on the downward arrow or by simply keying the numeric code.

· Sex can be selected from the drop-down list by clicking the downward arrow or by simply keying the alphabetical code.

· Date of Birth should be entered in month-day-year order; for example, 03/19/1955.  This field is Y2K compliant and requires the entry of a full four-digit year.  As you type, the program will automatically insert dashes at the appropriate points.
· Last Review can be used for any purpose you would like, such as, the last schedule performance coaching meeting or the last formal written performance evaluation. It should be entered in month-day-year order; for example, 03/15/1998. This field is Y2K compliant and requires the entry of a full four-digit year.  As you type, the program will automatically insert dashes at the appropriate points.
· Next Review can be used for any purpose you would like, such as, the next scheduled performance coaching meeting or the next formal written performance evaluation. It should be entered in month-day-year order; for example, 06-15-1998. This field is Y2K compliant and requires the entry of a full four-digit year.  As you type, the program will automatically insert dashes at the appropriate points.
Employment Information

The data on the right side of the screen relates to the current status of the employee.  Again the data fields are self explanatory and not required; however, PMTools can do more for you if you consider all of these fields to be required.  If you do not know what goes in some of the fields, you can leave them blank.  To help you, some of the fields have a built-in lookup mechanism called a combo-box.

The following information may be helpful in determining how to enter data in these fields:

· Supervisor by default will contain your name.  Particularly in LAN-based installations, you can use the drop-down list to select another supervisor and transfer the employee to that supervisor.  You cannot enter the name of a supervisor that is not in the database.  Be careful!  Once you transfer an employee to another supervisor, you will not be able to access that employee’s data or any performance plan you have previously prepared.

· Company can be selected from the drop-down list by clicking on the downward arrow or by simply keying the numeric code.  As you make your selection, the name of the agency is displayed beside the code. .

· Department ID can be selected from the drop-down list by clicking on the downward arrow or by simply key in the numeric code.  As you make your selection, the name of the department is displayed beside the code.
· Job Number can be selected from the drop-down list by clicking on the downward arrow or by simply keying the proper numeric or alphanumeric code.  As you make your selection, the Job Title is displayed under the Job Number. 

If you do not know the Job Number, or prefer to look up the Job Number by its Title, click on the small radio button labeled Title.  Now you can use the drop-down list to obtain a list sorted by Job Title.

Figure 4-2
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· Position number can be entered using the correct numeric code.

· Hired can be entered as numerical data in month/day/year order; for example, 08/01/1993. This field is Y2K compliant and requires the entry of a full four-digit year.  As you type, the program will automatically insert dashes at the appropriate points.
· Terminated can be entered as numerical data in months/day/year order; for example, 08/31/1998. This field is Y2K compliant and requires the entry of a full four-digit year.  As you type, the program will automatically insert dashes at the appropriate points.
Other Buttons on the Screen

Once you have entered your changes, you must click on the  Save   button to update the database.  Or you can click on the  Cancel   button to erase your entries.  Any previous data will be restored.

The  List  button with employee faces at the bottom of the screen activates the Employee List program.  From the listing of employees displayed in that program, you can add new employees, update or delete existing employees.

Neat Stuff — Recalling Last Used List

Try using the right mouse button when you click on the  List  button with employee faces.  You should see a pop-up box containing the last six employees you have accessed in any PMTools program.  You can simply click on one of these names rather than calling up the entire employee list.  If you have six or fewer employees, this short list is the complete list of employees.

More Neat Stuff — Using Drop-down Lists

The drop-down lists for Company, Department ID and Job Number are very long — Job Number has more than 6000 entries on the list.  If you think you know the first part of the code you need but are not sure of the exact code, you can combine the use of the edit field and the drop-down list.

Try the following.  

1. Click on the downward arrow to activate the drop-down list.
2. Now begin keying the first part of the code.  As you type, the edit field holds your keystrokes and magically the drop-down list moves to that part of the list.

This trick even works for looking up the Job Number when you have the list sorted by Title.  Just begin typing the first few letters of the title.  As you type, the Job Title list moves to that part of the list.  Once you leave the Job Number field, the job number for the title you have highlighted will be automatically entered into the Job Number field.

[image: image40.bmp]
Chapter 5 — The Employee List Program

Summary of Program Functions

The Employee List program provides a common screen from which you can select employees by name.  You cannot directly access the Employee List program.  It is activated by clicking on the  List  button with faces at the bottom of the Employee Maintenance, Performance Planner, Performance Diary, Prepare MRF, Prepare Short Form and Print Reports programs.

Figure 5-1
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Two slightly different views of this program will be displayed depending on which program activated the list.  For example, when you are using the Employee Maintenance program, the screen (Figure 5-1)  will not contain information about evaluation periods.  When you are using the Performance Plan, Performance Diary, Prepare MRF, Prepare Short Form and Print Reports programs, the screen (Figure 5-2) will display the evaluation period field but the  New  and  Delete  buttons will not be shown.            
Figure 5-2              
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Selecting Employees

Selecting an employee is quite simple — either double-click the employee’s name or highlight the employee’s name and then click on the   Select   button.  Regardless of the program that activated the Employee List, selecting an employee will return you automatically to the program that displayed the Employee List.

The Performance Planner, Performance Diary, Prepare MRF, Prepare Short Form and Print Reports programs also activate the Employee List program.  These programs deal with performance plans, and an employee can have plans for several evaluation periods.  Make sure the evaluation period shown at the bottom of the screen is correct before selecting an employee for these programs.  

Read the section on evaluation periods later in this chapter to get a better understanding of how the evaluation period affects the Employee List screen.

Adding New Employees

Whenever the Employee List screen (Figure 5-1) is activated from the Employee Maintenance program, you will be able to see the  New  button.  If the employee you want to access is not shown on the list, simply click once on the  New  button to be returned to the Employee Maintenance program.  You will be presented with a blank Employee Maintenance screen ready for you to add your new employee.

Deleting Employees

Whenever the Employee List screen is activated from the Employee Maintenance program, you will be able to see the  Delete  button.  If you see an employee on the list that you want to delete, highlight the employee’s name and click once on the  Delete  button to return to the Employee Maintenance program.  The Employee Maintenance program will display the employee’s data to confirm that this is indeed the employee you want to delete. 

Normally you should NOT delete employee data.  In LAN or other shared environments, if you delete an employee from your list, you have deleted that employee and all his/her performance plans and diary entries from the entire database.  If the employee was simply transferring to another supervisor, you have just made the new supervisor’s job much more difficult.  See Chapter 4 — Employee Maintenance Program for an easy way to transfer employees and all existing plans and diary entries to the new supervisor.

If you want to remove employees from your list without deleting their data, consider using a “dummy” supervisor with the name Transferred Supervisor.  Then transfer all terminated employees to this ‘dummy’ supervisor.  That way, when they come back to work (or if they were really transferring) you have not lost any of their data.

Selecting an Evaluation Period

Whenever the Employee List screen is activated by Performance Planner, Performance Diary, Prepare MRF, Prepare Short Form and Print Reports programs, you will be able to see the Evaluation Period box.  PMTools establishes a unique performance plan and diary for each employee for each evaluation period.  You must tell the Employee List program which evaluation period you want.  By default, the evaluation period displayed by the Employee List program is the same period displayed in the calling program.

The names on the Employee List are displayed differently whenever the Evaluation Period box is shown.  The program highlights in red the names of employees that have performance plans for the selected evaluation period.  Those names that are not in red exist in your database, but you have not prepared a plan for them for the selected evaluation period. 

Figure 5-3                 
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To select a different evaluation period, click on the downward arrow in the Evaluation Period box.  A list of other evaluations periods (Figure 5-3) will be displayed.  Click on one of these periods.  The Evaluation Period box will be updated with your new choice, and the names on the list will be checked to see if they have a performance plan for this new evaluation period.  Those that do will be highlighted in red, those that don’t will be displayed in normal black type.

Looking at Levels in Your Organization

The Zoom feature is designed to assist supervisors and managers who have subordinate supervisors reporting to them.  Zooming lets you monitor the performance management activities of these subordinate supervisors.  This feature is particularly useful in reviewing Performance Management Forms that have been completed by subordinate supervisors or for making your own performance diary entries for employees of those supervisors.  

A shared database is required to make effective use of this feature.  Either a multi-user shared PC or a LAN database is necessary.  You can improvise your own shared database by importing data from your subordinate supervisors.  Of course, your copy of their database will not get updated when they make changes unless you frequently import copies of their databases.

The following sections demonstrate the Zoom feature using a -Vehicle Maintenance Shop example .

 “I’m Ready for My Close-up, Mr. DeMille”

The Employee List screen initially displays only those employees that report directly to the signed-on supervisor — you.  In other words, these are your direct reports — at least according to the data that was entered through Employee Maintenance.

The names of any employees on the list that are also supervisors are shown with bold type.   PMTools identifies supervisors by comparing each Employee ID in the security database with the Employee IDs of employees on the screen.  If a match is found, the name is made bold.

To  Zoom In  on a Supervisor and see his/her employees:
1. Click on the name of a supervisor.  Remember a supervisor’s name will be bold. 
2. Click on the  Zoom In  button.  You cannot zoom on an employee that is not a supervisor.
3. The display will change to show the names of employees who report to the supervisor you selected.  The name of the supervisor you zoomed will be shown in the title bar of the screen.  If the screen at this point contains no names, the supervisor has not added any employees through Employee Maintenance.
4. If any of the employees of this zoomed supervisor are also supervisors, they will be displayed in bold.  You can continue with the zoom process described in steps 1 through 3. If you are a senior executive in a large agency, you can continue to zoom  until the lowest level of your organization is displayed.
Let’s look at the Vehicle Maintenance Shop for a few minutes.  Francis Davis runs the Vehicle Maintenance Shop.  Bob Smith is his manager.  Bob also manages Pat Adams in Motor Pool Rentals.

Bob wants to make a Performance Diary entry for one of the mechanics in the Vehicle Maintenance Shop — Chris Abrams.  He knows that Chris works for Francis.  From his Performance Diary program (we’ll get there in Chapter 7) he activates the Employee List.  

Figure 5-4          
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Bob’s Employee List screen (Figure 5-4) contains only his direct reports — Francis Davis and Pat Adams.  He highlights Francis’ name and clicks on the   Zoom In  button.  The screen immediately changes (Figure 5-5) to show the employees that report to Francis.

Figure 5-5          
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Bob can now select Chris Abrams and make the diary entry.  The entry will indicate that Bob Adams made the entry even though he is not the direct supervisor.

Once you have zoomed to a lower level, you can select anyone on the list.  Once you have zoomed on a supervisor, you have the full privileges of that supervisor.  You can create and update Performance Management Forms, make diary entries or add employees to that supervisor’s list. PMTools will record that it was you who made the entries, but the entries will be immediately available to that supervisor.

But I’m A Big Picture Person

In order to return to our own Employee List screen, you will need to zoom out.   Initially the  Zoom Out  button is disabled.  You cannot see the data and plans maintained by your manager.  Once you have used the  Zoom In  button, the   Zoom Out  button will be enabled.

1. Click on the  Zoom Out  button.  The Zoom Out feature does not require that you identify an employee first.  When you request a Zoom Out, you are requesting to see the Employee List screen of the current supervisor’s manager.

2. The display will change to show the name of the previous supervisor’s manager in the title bar.  The name of the supervisor you were just zooming should be in bold on the Employee List.  The employees on the screen will be peers of the previous supervisor.  They report to the same manager — at least according to the data entered through Employee Maintenance. 
Continue with the  Zoom Out  button until you reach the  highest level of your organization that you are authorized to access.  You cannot Zoom Out past yourself in the organization structure.

Neat Stuff

The names on the Employee List are initially displayed in alphabetical order by the Payroll Name of each employee.  You can sort the list by Employee ID or by Name by simply clicking on the column headers.  Clicking column headers in PMTools does different things in each program.

Figure 5-6
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Also, don’t be concerned if it looks like you are about to run out of evaluation periods.  See Chapter 13 — Background Data Program to see how to add new periods or drop very old periods from the list.
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Chapter 6 — The Performance Planner Program

Summary of Program Functions

The Performance Planner is used to create new performance plans and prepare final evaluations.  The complex Performance Management Form is presented as a tabbed notebook with each tab corresponding to a section of the form. 

When developing a new plan, you enter text much as you would in a word processor.  You can also copy the performance plan of  another employee or simply roll-over last year’s plan. Standard Windows techniques, such as cut-and-paste, can be used to transfer text from any other PC program to the plan.  Job responsibilities can be copied from the built-in library of official job descriptions.  Statewide Responsibilities and Terms & Conditions are automatically included in each plan.  

You can review and revise the text in your plans as often as necessary.  Your work can be checked for spelling as you go, or you can wait and check the entire document when you are finished.

As you finalize evaluations, data from the performance diary can be reviewed and included in the evaluation of actual performance.

Selecting an Employee and Evaluation Period

The Performance Planner initially displays the performance plan for the employee and evaluation period you last accessed (Figure 6-1).  For example, if you most recently made a performance diary entry for John Smith, John Smith’s performance plan will be displayed when the Performance Planner is started.  Of course, if this is the first time you have used the Performance Planner, there is no data to display.  See the Where to Begin section that follows in this chapter.

Figure 6-1
          [image: image48.png]Employee.
Job Title

Deptin

Supervisor
Job Title

Reviewing
Authority

Evaluation
Dates

[Bob Snith

formirraes

Evaluation Printing Type

_ Edit

to [oer0nss6. for

& P

===

Coioron  [Reram, s 8
o0 faecranc, sewor Postion 2222222
= [EroLE MATENANCE

ooioiosn oave, Franoe &

o iecanc rorean Postion [iT11111

& o

[ | 71op | @ sponcnd

Employes Info {Plan Comments ZJoh Fesp J5W Fess.

Teims & Conds {FecommendJEval Comments JEmp Dev Plan,

@ 155515 -] @ cese










Carefully examine the Evaluation Period box at the bottom of the screen.  To select a different evaluation period, click on the downward arrow in the Evaluation Period box.  A list of evaluation periods will be displayed (Figure 6-2).

Figure 6-2
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The list will contain only those evaluation periods for which this employee has a performance plan.  If the Performance Planner is currently displaying the only plan for this employee, there will be only one choice — the current one.  Long term employees may have several plans in the PMTools database and consequently several evaluation periods will be shown.  Click on one of these evaluation periods.  The Evaluation Period box will be updated with your new choice.

If you want to access the plan for another employee or to create a plan for another evaluation period, click on the  List  button with faces at the bottom of the screen.  This will activate the Employee List program.  From the listing of employees shown in that program, you can select a different employee or a different evaluation period.

Where to Begin

Let’s start at the beginning.  If you have never used the Performance Planner before, there are no plans to display.  The Performance Planner will activate the Employee List program automatically so that you can choose an employee.  

You can also activate the Employee List program manually by clicking on the  List  button with employee faces at the bottom of the window.

The employees entered through the Employee Maintenance program will be displayed by the Employee List program.  Verifiy that the Evaluation Period on the Employee List screen is set correctly and then select an employee displayed on the Employee List screen. See Chapter 5 — The Employee List Program for additional information on performing these tasks.

Once you have selected an employee and Evaluation Period from the Employee List screen, PMTools will restart the Performance Planner automatically. 

· If you select an employee and evaluation period from the Employee List with an existing performance plan, that plan will be displayed by the Performance Planner (see the next section).

· If you select an employee and Evaluation Period combination from the Employee List for which there is no performance plan, a message (Figure 6-3) will be displayed.  

Figure 6-3
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Review the information in the message carefully.  If you have decided that you do indeed want to create this plan, click on  OK .  Clicking on  the  Cancel  button will stop the plan creation process and restart the Performance Planner.  By canceling the creation of a new plan, the last plan you accessed will be displayed; or if there are no plans on file, the Employee List program will be redisplayed. 

Modern Labor-saving Devices

So you want to create a new Performance Plan! You have identified the target employee — the one for whom you want to build a plan.  The Performance Planner will do a lot of the work for you.  But first you have to tell it what you have in mind.  A small screen (Figure 6-4) will be displayed that provides you with three options for creating the new performance plan.

Figure 6-4
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Click on the radio  button that matches what you want to do:

1. Create a new plan from scratch.  Only the standard items, such as Statewide Responsibilities and Terms & Conditions will be included in your new plan.  The other responsibility and planning areas will be blank.

2. Copy another year’s plan.  You may want to create the plan for this Evaluation Period by copying much of the information from last year’s (or any other year’s) performance plan for the same employee.  All of the responsibility and planning information — job and individual responsibilities, development plans, as well as the standard statewide texts — will be included in the new plan.  Your comments related to Actual Performance in the old plan will not be copied into the new plan.

3. Copy another person’s plan. You may want to create the plan for this Evaluation Period by copying much of the information from the plan of another employee.  This will be particularly helpful if you have several employees who perform similar job functions.  All of the responsibility and planning information — job and individual responsibilities, development plans, as well as the standard statewide texts — will be included in the new plan.  Your comments related to Actual Performance in the other employee’s plan will not be copied into the new plan.

If you choose an option that copies data from an existing plan (options 2 or 3), the right side of the message box will change (Figure 6-5).

Figure 6-5
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The new information shows you a list of employees and the performance plans already in PMTools.   These are the source employees and plans.  If you chose option 2 (copy another year’s plan) , only plans and final evaluations for your target employee would be displayed.  If you chose option 3 (copy a plan from another employee), all existing plans and completed evaluations for all of  your employees will be displayed.

If you have chosen one of the options and decide to choose another, simply click on the radio button for your new choice.  Until you click on  OK  you can change your mind.

Select the employee and evaluation period combination you want to use as the foundation for your new performance plan.  Click on the employee’s name to highlight it.  Click on the  OK  button.

PMTools will create a new performance plan using your selected plan as the foundation.  The new plan will contain basic employee information and supervisor information from your employee database.  The responsibilities and text of the plan will come from the source employee’s plan.

One Step At A Time

The Performance Management Form (PMF) is both a planning document and an evaluation form.  As you know, it contains many sections and different data is required for each section.  In word processing and manual environments, this complexity is a problem.  However, this complexity actually simplifies the storage and display of data for PMTools — and for you as the user.

Each section of the PMF is presented as a separate tab in the Performance Planner notebook.  Initially the notebook is open to the  section that contains information about the employee and the supervisor.  To change to another section, simply click on another tab.

When you are developing a new plan, you should review and edit the information on each tab.  As you move to a new section, the display will change and you will have the opportunity to add or delete information in that section.  

Information is initially presented as either a grayed-out form or as an abbreviated list.  In these formats the screen cannot be changed.  

· When data is initially presented as a grayed-out form, you must click on the  Edit  button to unlock the data fields.   The fields you can change will turn from gray to white.  Once you have completed your updates, click on the  Save  button.

· When data is initially presented as an abbreviated list, you must select an item by double-clicking it on the list, or by highlighting it on the list and clicking the  Select  or  Edit  button.  A different screen will be displayed that contains the full text for the item you selected.

Be ready for some surprises.  PMTools has lots of ways to help make the work go quickly.

Employee Information Section

Figure 6-6
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The first tab (Figure 6-6) contains the information in Section 1 of the Performance Management Form.  The data about the employee and supervisor is initially extracted from the information you provided in the Employee Maintenance program.  The dates for the Evaluation Period were extracted from the Evaluation Period table maintained through the Background Data program.  If you find that Evaluation Period dates do not coincide with planning periods in your agency, use the Background Data program to change these dates.

Three fields on this screen need data that is not in your PMTools employee database.  You must  Edit  the form and provide data for Reviewing Authority, the type of review (e.g. annual or permanent) and the Evaluation Printing Type (e.g. long or short).  

The type of review does not need to be set during the planning phase.  For most employees, the type of review should be marked as Annual.  However, for classified employees who are serving a working test after promotion, Permanent needs to be marked. 

The Evaluation Printing Type automatically defaults to the Long form.  To change this selection simply click on the radio button for your new choice.  You may change your selection at any time, even after you have completed your evaluation.  Please note: Use of  the Performance Management Evaluation Short Form is an option available for agency consideration.  Managers and supervisors who are interested in using the PM Evaluation Short form should contact their agency personnel office or review the agency’s Performance Management Guidelines/Policies before proceeding.  

If you select the Short form, the Performance Planner program can only be used for creating the plan, but not for evaluating the employee’s performance.  Therefore, the Actual performance and Performance Ratings fields in the various sections of the Performance Planner program will be grayed out and cannot be edited.  Instead, evaluation data for these fields must be provided in the Prepare Short Form program.  See Chapter 9 —Complete Short Form Program for additional information.  

As you update the data in the Employee Maintenance program, performance plans are not automatically updated.  If you want to use new information that you have entered through Employee Maintenance in the performance plan, click on the  Info  button in  either the employee or supervisor section.  That will transfer the data from Employee Maintenance to the current performance plan.  Remember to click on the  Edit  button to open this screen to updates.

If you make any changes to the data on this screen and want to save them, you must click on the  Save  button.

Plan Comments Section

The second tab (Figure 6-7) contains the information in Section 2 of the Performance Management Form. This screen contains free form text areas that the supervisor, manager and employee can use to make comments during the performance planning phase.  

Figure 6-7
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Each area can contain as much as 32,000 characters of information — about 8 typed pages.  As you type the text will automatically wrap and flow to the next line.  If you want to expand your view of a particular area while you are working with it, grab and drag the yellow slider between two sections.  If you want to create the maximum area while you are working, double-click the name of the section.  For example, to expand the Supervisor’s Comments area to its maximum, double-click the words Supervisor’s Comments.  The other areas will immediately shrink to a minimum, and Supervisor’s Comments will expand. 

Don’t worry that part of the text for an area scrolls off the screen, or that one area is unreadable while you are working on another.  When you go to print the form under the Print Reports program, the text will be straightened and aligned to fit the form.  Additionally, the next time you return to Plan Comments, the Performance Planner will reposition the text areas to make each area readable.

You may find that the limited text editing capabilities built into PMTools are adequate for small amounts of text.  However, it may be  easier to prepare long statements using your word processing software and then simply cut-and-paste the text from the word processor screen into the proper area.  PMTools accepts text from word processors but does not accept graphics or formatting characteristics, such as bold and underline.

You can check the spelling for these comments as you go, or wait and check the entire performance plan at one time.

Remember to click on the  Edit  button to open this screen to updates. If you make changes to the data on this screen and want to save them, you must click on the  Save  button.

Job Responsibilities Section — The Summary List

The third tab contains summary information about the Job Responsibilities associated with Section 3 of the Performance Management Form (Figure 6-8).  

Figure 6-8
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Responsibilities assigned to employees are the key element of a performance plan.  The Responsibility List provides a summary view of the Job Responsibilities assigned to employees.  PMTools also uses a category of responsibilities called Agency to address the needs of users whose agency has developed responsibilities that should be part of every employee’s plan.

To be a real PMTools pro, you need to be very familiar with the many features of this screen.  

· The radio buttons at the lower left corner are the Responsibility Type selection buttons.  (By the way, they are called radio buttons because, like buttons on a car radio, only one is active at any time.) The Responsibility Type button controls which responsibilities are shown in the list area. By default the program always begins with Job Responsibilities; however, you can click on any other button to change type of responsibilities displayed in the list area.

· The  main feature of the screen is the list of responsibilities. Not all responsibilities are shown at any one time.  The responsibilities shown in the list match the Responsibility Type chosen in the lower left corner.  Only those responsibilities that are the same type as the button are shown.  As you click different buttons, the list is automatically revised to show the corresponding responsibilities. 

· For each responsibility the first few words are shown as a visual reminder of the text.  Responsibilities are numbered based on the sequence in which they were originally added to the plan.  The Importance assigned to each responsibility and the final Rating, if any, are also shown.  Many agencies have expanded the list of Importance codes beyond that described in the Performance Management Process Training manual.  PMTools supports many of these new codes.  Also, be sure to see the Neat Stuff section at the end of this chapter for more information about the summary list screen.

· The buttons below the responsibility list give you the ability to manually  Add ,  Delete  or  Edit  responsibilities.  Whenever you click the Job Responsibility Type button in the lower left corner, the  JD  button is visible in the lower right.  

Deleting a Responsibility From a Plan

To delete a responsibility, simply highlight the desired responsibility on the Summary List and click the  Delete  button.

Figure 6-9
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A confirmation screen (Figure 6-9) will be displayed. The message identifies the type of responsibility and the responsibility number. Click  Yes  to delete the responsibility.   No  will leave the responsibility in the plan.  There is no undo capability.

Be careful when deleting responsibilities — particularly Job responsibilities — from a performance plan.  You may remove responsibilities that are crucial to the current job title.  Your revised performance plan may indicate that the employee should be placed into a different job title.

Responsibilities Section — Job Descriptions

If you want to include responsibilities from an official job description, click on the  JD  button.  A small screen (Figure 6-10) will be displayed.  

This screen contains the complete listing of job titles in your PMTools job description database. The job number you entered in the Employee Information sections of the peformance plan has been used to preset the list to that job or the closest job number. 

Figure 6-10
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If you want to access a job that is not visible on the screen, you can use the scroll bar at the right to scroll to it, or you can simply key-in the correct numeric or alphanumeric code in the box below the list.  If you do not know the number, or prefer to look up the job by its title, click on the Title radio button and then key in the title.  As you type, the list will be updated as it locates matching titles.

Once you have identified the job description you want to include in the plan, highlight its title and then click on the  OK  button.  The responsibilities in the highlighted job description will be automatically included in the performance plan you are developing.  You can include responsiblities from as many jobs descriptions as you need when developing a performance plan.  Later, you can use the delete function to remove those responsibilities that are not needed.

Be careful when adding responsibilities — particularly Job Responsibilities — to a performance plan. Your revised performance plan may indicate the employee should be placed into a different job title.

Remember that your PMTools job description database contains all the official job descriptions submitted by your agency and published by the Georgia Merit System.  Periodically, updates to the list of jobs and jobs descriptions are published on the Georgia Merit System website – www.gms.state.ga.us.
You may want to print a copy of a job description prior to including it in a performance plan.  Simply highlight the desired job title and click on the  Print JD  button.    See Chapter 1 — Introduction to PMTools  for instructions on starting this bonus program or see Chapter 9- The Print Reports Program which may also be used to print job descriptions. For sample job description, visit the Georgia Merit System website at http://www.gms.state.ga.us/agencyservices/pmtools.asp.
Responsibilities Section — Adding and Changing

The information shown on the summary list is just that — a summary, and you will eventually want to add actual performance notes or even new responsibilities.  

· To add a new responsibility, make sure the correct Responsibility Type has been chosen and click on the  Add  button.  

· To change a responsibility that is already part of the plan, first highlight it on the Responsibility List, then click the  Edit  button. 

In either case, the Responsibility Detail screen (Figure 6-11) will be displayed.

The main portion of the Responsibility Detail screen is devoted to the three text areas of the responsibility — the description of the responsibility, the expected performance and the actual performance.  Other areas on the screen provide ways for you to indicate the criticality of the responsibility to successul preformance and the final Performance Rating.  As stated earlier, data for Actual performance and final Performance Rating cannot be entered here if you elected to prepare a Short evaluation form under the Employee Info section.  During the performance planning phase the Actual Performance and Performance Rating should be left blank.  

Figure 6-11
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The three text areas can contain as much as 32,000 characters of information — about 8 typed pages.  As you type the text will automatically wrap and flow to the next line.  If you want to expand your view of a particular area while you are working with it, grab and drag the yellow slider between two sections.  If you want to create the maximum area while you are working, double-click the name of the section.  For example, to expand the Expectation areas to its maximum, double-click the word Expectation.  The Responsibility and Actual areas will immediately shrink to a minimum and Expectation will expand. 

Don’t worry that part of the text for an area scrolls off the screen, or that one area is unreadable while you are working on another.  When you go to print the form under the Print Reports program, the text will be straightened and aligned to fit the form.  Additionally, the next time you return to Responsibility Detail, the Performance Planner will reposition the text areas to make each area readable.

You may find that the limited text editing capabilities built into PMTools are adequate for small amounts of text.   However, it may be easier to prepare long statements using your word processing software and then simply cut-and-paste the text from the word processor screen into the proper area.  PMTools accepts text from word processors but does not accept graphics or formatting characteristics, such as bold and underline.

The Importance to Successful Performance area contains a set of radio buttons (Figure 6-12).  

Figure 6-12 
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When you are developing a performance plan, you will want to select one of the Importance buttons.  If you determine that one of the responsibilities is not applicable during the evaluation period, you have two choices.  You can delete the responsibility (see the previous section on Deleting a Responsibility from the Plan) or you can mark it as Not Applicable.  Marking it as Not Applicable is preferable because the responsibility may become important in a later evaluation period.  Marking a responsibility Not Applicable will cause it to stay a part of the plan database but it will not print on the Performance Management Form or the Management Review Form.

The Performance Rating area also contains a set of radio buttons (Figure 6-13).

Figure 6-13
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Normally this area will be left unmarked until you are ready to prepare the performance evaluation at the end of the evaluation period.

Be careful when changing, deleting or marking responsibilities — particularly Job responsibilities — Not Applicable.  You may modify responsibilities that are crucial to the current job title.  Your performance plan may indicate the employee should be placed into a different job title.

You can check the spelling for this responsibility as you go, or wait and check the entire performance plan at one time.

If you make changes to the data on this screen and want to save them, you must click on the  Save  button.

Statewide Responsibilities  — The Summary List

The fourth tab contains summary information about the Statewide Responsibilities (Figure 6-14) associated with Section 3 of the Performance Management Form. 
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The Statewide Responsibilities List screen (Figure 6-14) is similar to the Responsibilities List screen with a few exceptions (see Figure 6-8).   

· The statewide standard set of responsibilities is shown. The Performance Management Process developed standard responsibilities that should be used to evaluate every employee and a Performance Management responsibility for Supervisors. 

· Responsibility Type and JD buttons is not available. 

· There is no ability to add or delete Statewide Responsibilities.

The Importance column shows the criticality of each responsibility during the planning phase.  The Rating column shows the final rating given to this responsibility during the evaluation phase.

The  main feature of the screen is the list of responsibilities.

· For each responsibility the first few words are shown as a visual reminder of the text.  Responsibilities are numbered based on the sequence in which they were originally added to the plan.  The Importance assigned to each responsibility and the final Rating, if any, are also shown. Also, be sure to see the Neat Stuff section at the end of this chapter for more information about the summary list screen.

· The button below the responsibility list gives you the ability to Edit  responsibilities

Statewide Responsibilities Section — Editing

The information shown on the summary list is just that — a summary, and you will eventually want to add actual performance notes.  To edit a responsibility, first highlight it on the Statewide Responsibility List, then click the  Edit  button. 

Figure 6-15
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The first thing you’ll notice is the similarity to the previous Responsibility Detail screen with a few exceptions (see Figure 6-11 for comparison).  The Responsibility and Expectations text areas are grayed-out – they cannot be changed. 

If you are filling out a Long Evaluation, the Actual text area can be edited and can contain as much as 32,000 characters of information — about 8 typed pages.  As you type, the text will automatically wrap and flow to the next line.  If you want to expand your view of a particular area while you are working with it, grab and drag the yellow slider between two sections.  If you want to create the maximum area while you are working, double-click the name of the section.  For example, to expand the Actual area to its maximum, double-click the word Actual.  The Responsibility and Expectation areas will immediately shrink to a minimum and Actual will expand. 

Don’t worry that part of the text for an area scrolls off the screen, or that one area is unreadable while you are working on another.  When you go to print the form under the Print Reports program, the text will be straightened and aligned to fit the form.  Additionally, the next time you return to Responsibility Detail, the Performance Planner will reposition the text areas to make each area readable.

You may find that the limited text editing capabilities built into PMTools are adequate for small amounts of text.   However, it may be easier to prepare long statements using your word processing software and then simply cut-and-paste the text from the word processor screen into the proper area.  PMTools accepts text from word processors but does not accept graphics or formatting characteristics, such as bold and underline.

The Importance to Successful Performance area contains a set of radio buttons (Figure 6-16).  

Figure 6-16 
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When you are developing a performance plan, you will want to select one of the Importance buttons.  If the employee does not prepare performance evaluations, mark the Performance Management responsibility as Not Applicable. Marking a responsibility Not Applicable will cause it to stay a part of the plan database, but it will not print on the Performance Management Form or the Management Review Form.

The Performance Rating area also contains a set of radio buttons (Figure 6-17).

Figure 6-17
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Normally this area will be left unmarked until you are ready to prepare the performance evaluation at the end of the evaluation period. This area will be grayed out if you have elected to complete a Short evaluation.  

You can check the spelling for this responsibility as you go, or wait and check the entire performance plan at one time.

If you make changes to the data on this screen and want to save them, you must click on the  Save  button.

Terms & Conditions Section — The Summary List

The fifth tab contains summary information about the Terms & Conditions associated with Section 4 of the Performance Management Form.  
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The Terms & Conditions List screen (Figure 6-18) is similar to the Responsibilities List screen with a few exceptions (see Figure 6-8).   

· The statewide standard set of Terms & Conditions are shown. The Performance Management Process developed standard Terms & Conditions that should be used to evaluate every employee. Supervisors are free to set specific expectations for these Terms & Conditions, but the responsibilities are set statewide.

· Responsibility Type and JD buttons are not available. 

· There is no ability to add or delete Terms & Conditions.  Again, supervisors are free to set specific expectations for these Terms & Conditions but the responsibilities are set statewide.  

· The criticality of each Term & Condition is not shown.  All Terms & Conditions are deemed to be critical to successful performance,

Responsibilities are numbered based on the sequence in which they are added to the plan.  The Rating column shows the final rating given to this responsibility during the evaluation phase.

Terms & Conditions Section— Editing 

The information shown on the summary list is just that — a summary, and you will eventually want to add actual performance notes and indicate actual performance.  To change a responsibility, first highlight it on the Terms & Conditions List, then click the  Edit   button. 

The Terms & Conditions Detail screen (Figure 6-19) will be displayed.

The main portion of the Terms & Conditions Detail screen is devoted to the three text areas of the responsibility — the description of the responsibility, the expected performance and the actual performance.  Another area provides a way for you to indicate the final Performance Rating.  (The Actual performance and Performance Rating areas will be grayed out if you have elected to fill out the Short evaluation.)  During the performance planning phase the Actual Performance and Performance Rating should be left blank.  

Figure 6-19
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The first thing you’ll notice is the similarity to the previous Responsibility Detail screen with a few exceptions (see Figure 6-11 for comparison).  The Terms & Conditions responsibility text is grayed-out – it cannot be changed.  Also, there is no area to indicate the importance of each responsibility to successful performance.  All Terms & Conditions are considered critical.

The two text areas available for update can contain as much as 32,000 characters of information — about 8 typed pages.  As you type the text will automatically wrap and flow to the next line.  If you want to expand your view of a particular area while you are working with it, grab and drag the yellow slider between two sections.  If you want to create the maximum area while you are working, double-click the name of the section.  For example, to expand the Expectation areas to its maximum, double-click the word Expectation.  The Responsibility and Actual areas will immediately shrink to a minimum and the Expectation area will expand. 

Don’t worry that part of the text for an area scrolls off the screen, or that one area is unreadable while you are working on another.  When you go to print the form under the Print Reports program, the text will be straightened and aligned to fit the form.  Additionally, the next time you return to Terms & Conditions Detail, the Performance Planner will reposition the text areas to make each area readable.

You may find that the limited text editing capabilities built into PMTools are adequate for small amounts of text.   However, it may be   easier to prepare long statements using your word processing software and then simply cut-and-paste the text from the word processor screen into the proper area.  PMTools accepts text from word processors but does not accept graphics or formatting characteristics, such as bold and underline.

You can check the spelling for Terms & Conditions as you go, or wait and check the entire performance plan at one time.

The Performance Rating area contains a set of radio buttons (Figure 6-20).

Figure 6-20
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Normally this area will be left unmarked until you are ready to prepare the performance evaluation at the end of the evaluation period.

If you make changes to the data on this screen and want to save them, you must click on the  Save  button.

Ratings and Recommendations

The sixth tab in the Performance Planner notebook contains information associated with Section 5 through Section 7 of the Performance Management Form.  This screen (Figure 6-21) is not used during the performance planning phase and cannot be edited if you have elected to complete a Short evaluation.  However, during the evaluation phase, you will want to indicate values in each area on the screen.

Figure 6-21
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During the evaluation phase, you should choose the one value within each group of radio buttons that represents your recommendation for the employee.  You might want to look back at the Responsibility Summary, Statewide Responsibility Summary and the Terms & Conditions Summary screens (Figures 6-8, 6-14 and 6-18) before marking your choices.  These screens provide a quick overview of the employee’s actual performance Rating and the Importance of each responsibility.

Remember to click on the  Edit  button to open this screen to updates.  And if you make changes, remember to click on the  Save  button.

Evaluation Comments Section

The seventh tab (Figure 6-22) contains the information in Section 8 of the Performance Management Form. These are free form text areas that the supervisor, manager and employee can use to make comments during the performance evaluation phase.  

Figure 6-22
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These text areas cannot be edited if you have elected to complete the Short evaluation.  However, for Long evaluations, these areas can be edited and can contain as much as 32,000 characters of information — about 8 typed pages.  As you type the text will automatically wrap and flow to the next line.  If you want to expand your view of a particular area while you are working with it, grab and drag the yellow slider between two sections.  If you want to create the maximum area while you are working, double-click the name of the section. For example, to expand the Supervisor’s Comments area to its maximum, double-click the words Supervisor’s Comments.  The other areas will immediately shrink to a minimum and Supervisor’s Comments will expand. 

Don’t worry that part of the text for an area scrolls off the screen, or that one area is unreadable while you are working on another.  When you go to print the form under the Print Reports program, the text will be straightened and aligned to fit the form.  Additionally, the next time you return to the Evaluation Comment section, the Performance Planner will reposition the text areas to make each area readable.

You may find that the limited text editing capabilities built into PMTools are adequate for small amounts of text.   However, it may be easier to prepare long statements using your word processing software and then simply cut-and-paste the text from the word processor screen into the proper area.  PMTools accepts text from word processors but does not accept graphics or formatting characteristics, such as bold and underline.

You can check the spelling for these comments as you go, or wait and check the entire performance plan at one time.

Remember to click on the  Edit  button to open this screen to updates. If you make changes to the data on this screen and want to save them, you must click on the  Save  button.

Employee Development Section — The Summary List

Figure 6-23
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The eighth tab (Figure 6-23) contains summary information about the Developmental Goals associated with Section 9 of the Performance Management Form. 

The Summary List provides a summary view of the Developmental Goals for this employee.

Unlike Responsibilities and Terms & Conditions, Developmental Goals are not assigned Importance, and they are not evaluated against a Met or Exceeded standard.

The buttons below the Developmental Goals List give you the ability to manually  Add ,  Delete  or  Edit  Developmental Goals. 

Deleting a Goal  From a Plan

To delete a Goal, simply highlight the desired Goal on the summary list and click the  Delete  button.

Figure 6-24


[image: image71.png]Are you sure you want to delete the
responsibility DEV/00000012

Ve |® m





A confirmation screen (Figure 6-24) will be displayed. The message identifies the Goal number. Click  Yes  to delete the Goal.  Clicking the  No  button will leave the Goal as part of  the plan.  There is no undo capability.

Development Section — Adding and Changing

The information shown on the summary list is just that — a summary, and you will eventually want to add actual performance notes or even new Goals.  

· To add a new Developmental Goal, click on the  Add  button.  

· To change a responsibility that is already part of the plan, first highlight it on the summary list, then click the  Edit  button. 

In either case, the Developmental Goal Detail screen (Figure 6-25) will be displayed.

The Developmental Goal Detail screen (Figure 6-25) is devoted to the three text areas of each Goal — the description of the Goal, the Planned Development Activities, and the Actual Progress toward attainment of that Goal.  During the performance planning phase the Actual Progress should be left blank.  
Figure 6-25
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The three text areas can contain as much as 32,000 characters of information — about 8 typed pages.  As you type the text will automatically wrap and flow to the next line.  If you want to expand your view of a particular area while you are working with it, grab and drag the yellow slider between two sections.  If you want to create the maximum area while you are working, double-click the name of the section.  For example, to expand the Planned Development area to its maximum, double-click the words Planned Development.  The Development Goal and Actual Progress areas will immediately shrink to a minimum and Planned Development will expand. 

Don’t worry that part of the text for an area scrolls off the screen, or that one area is unreadable while you are working on another.  When you go to print the form under the Print Reports program, the text will be straightened and aligned to fit the form.    Additionally, the next time you return to Developmental Goal Detail, the Performance Planner will reposition the text areas to make each area readable.

You may find that the limited text editing capabilities built into PMTools are adequate for small amounts of text.   However, it may be easier to prepare long statements using your word processing software and then simply cut-and-paste the text from the word processor screen into the proper area.  PMTools accepts text from word processors but does not accept graphics or formatting characteristics, such as bold and underline.

You can check the spelling for this developmental goal as you go, or wait and check the entire performance plan at one time.

If you make changes to the data on this screen and want to save them, you must click on the  Save  button.

Examining the Performance Diary

In the lower right corner of each of the Detail screens (Responsibility, Statewide Responsibility, Terms & Conditions and Developmental Goals), you may have noticed a small button with a little red book icon (Figure 6-26).  You may also have noticed that the icon is the same as the one used for the Performance Diary. If you have not reviewed Chapter 7 — The Performance Diary Program you will want to do so before continuing with this section.  

Figure 6-26
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As noted in Chapter 7 — The Performance Diary Program, each diary entry can be related to one or more items in the performance plan.  

During the evaluation process the supervisor will want to refer back to notes made throughout the evaluation period.  When considering the narrative for Actual Performance and the Performance Rating, the supervisor can click on the diary icon and have immediate access to all diary entries that are related to the responsibility currently being evaluated.

Here is an example.

Francis Davis at the Vehicle Maintenance Shop is preparing the final evaluation for Chris Abrams, one of the Senior Mechanics.  One of the Responsibility Detail screens is shown in Figure 6-27.

Figure 6-27
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The Performance Diary icon is not grayed-out so Francis clicks on it to see the diary entries that relate to this responsibility.  An abbreviated diary list is displayed (Figure 6-28). 

Figure 6-28
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On the left side of the screen is a list showing the date and type of every diary entry that has been linked to the responsibility.  PMTools has quickly located these two from the dozens that were made during the evaluation period.  At the time these diary entries were made, Francis had indicated that they were related to this responsibility.

At right side of the screen is the complete text of the highlighted diary entry.  By quickly reviewing the diary entries linked to this responsibility, Francis can have instant access to all the critical performance incidents for the entire evaluation period.  

The text of the diary entry can be cut-and-pasted from this small diary window into the Actual Performance area.

Neat Stuff

Unsetting Radio Buttons

The radio buttons used in PMTools are rather unforgiving.  Once you have marked something it is difficult to unmark it.  True, you can mark something else quite easily — but what if you want the area unmarked.  For example, suppose that during the performance planning phase you accidentally marked that an employee Met expectations of a responsibility.  Since this is the planning phase you should not have marked anything.  If you print the form using the PMF Printer program, it will show that the employee has already Met expectations.  Using the regular features of the Performance Planner, you can change the Met to something else but you cannot remove your evaluation. Well, all is not lost — there is hope.  

Try this neat trick. Rather than clicking another button, click the title of the area.  For example, on the Responsibility detail screen, click the words Performance Rating (Figure 6-29). 

Figure 6-29
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Presto!  All the radio buttons are now unmarked.  This trick works on the Ratings area of all Responsibility and Terms & Conditions Detail screens,   and in all areas on the Rating and Recommendations screen.

Rearranging Responsibilities

If you have copied responsibilities from a Job description, you may find that the responsibilities are not in the order you want.  

Here is a neat trick for rearranging the order of responsibilities.  It takes advantage of a Windows technique called drag-and-drop.  This technique was designed to move items on a list from one location to another.

While working with any summary list screen, click and hold the text for the responsibility you want to move. Slowly, move it up or down the list of responsibilities.  The cursor will change to a drag pointer (Figure 6-30). 

Figure 6-30
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The highlighted line indicates which line you are moving and the drag cursor indicates where you want it to go.  Once the pointer is over the correct location, release the mouse button.  The item you were dragging will drop into the list where you want it and everything else will slide down to accommodate it. 

Checking your Spelling

On every screen that allows you to enter text, there is a  Spell Chk    button  (Figure 6-31).  

Figure 6-31
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There is also a  Spell Chk  button on the Employee Info screen even though there is no text on that screen.  If you want to check the spelling in a particular section, simply click the  Spell Chk  button on that page.  It’s quick and easy, and it’s a good idea to check the spelling whenever you make a change.

However, if you want to check the entire document without having to access each screen individually, click on the  Spell Chk  button on the Employee Info screen.  Be prepared — it may take a few minutes!  PMTools will access every screen and spell check each section for you. If an error is found, PMTools will take you directly to the screen that contains the error.

See Chapter 14 — The Spelling Checker if you want to know more about how PMTools checks your spelling.

Deleting a Plan

There is one button on the first screen of the Performance Planner (Figure 6-32) that has not been described — the  Delete  button.  Generally, there is no reason to delete a performance plan.  However, things happen.  You may have created a plan for the wrong evaluation period, or the employee may have terminated before the evaluation period began.

Figure 6-32
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If you need to delete a performance plan, click on the  Delete  button.  A confirmation message (Figure 6-33) will be displayed.  If you do indeed want to delete the performance plan, click on  Yes  and the performance plan and any diary entries for the same evaluation period will be deleted.  

Figure 6-33
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Recalling Last Used List

Try using the right mouse button when you click on the  List  button with employee faces.  You should see a pop-up box (Figure 6-34) containing the last six employees you have accessed in any PMTools program.  You can simply click on one of these names rather than calling up the entire employee list.  If you have six or fewer employees, this short list is the complete list of employees.

Figure 6-34
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Chapter 7 — The Performance Diary Program

Summary of Program Functions

The Performance Diary provides users with a convenient way to record information about critical performance events. Recording events as they happen is important to providing the employee with a wide angle view of his/her performance. The supervisor and, in LANs or other shared database environments, reviewing managers may record performance diary entries for an employee.

There is no limit to the number of diary entries you can make for an employee. Each entry is free form text and it can be linked to any number of responsibilities or development goals on the employee’s performance plan. 

A hard copy of the performance diary is only a click away.

Selecting an Employee and Evaluation Period

The Performance Diary initially displays the list of performance diary entries (Figure 7-1) for the employee and evaluation period you last accessed  through any PMTools program.  For example, if you most recently made a change to the performance plan for John Smith, John Smith’s performance diary will be displayed when the Performance Diary program is started.  Of course, if this is the first time you have used the Performance Diary for that employee, the listing will be empty.

Figure 7-1
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The Performance Diary program was designed to record critical performance events and the links that tie those events back to an employee’s performance plan.  However, the program does not check to see if the employee has a performance plan for the evaluation period indicated by the supervisor.  Caution should be used to make sure that you choose the correct evaluation period. 

Carefully examine the Evaluation Period at the bottom of the screen.  To select a different evaluation period, click on the downward arrow in the Evaluation Period box.  A list of other evaluation periods (Figure 7-2) will be displayed.  Click on one of these periods.  The Evaluation Period box will be updated with your new choice.

Figure 7-2
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If you want to access the performance dairy for another employee, click on the  List  button with faces at the bottom of the screen.  This will activate the Employee List program.  From the listing of employees shown in that program, you can select a different employee.

Remember, you can select an employee / evaluation period combination for which a performance plan does not exist.  You will be able to make diary entries.  But, because no plan exists, you will not be able to link the entry to any responsibilities.

An Open Book

The user that creates a diary entry owns that entry.  Only the owner may edit or delete an entry.  As the supervisor, you can see all entries made to the performance diaries of your employees.  But you cannot change or delete a diary entry made by another manager.  So don’t be surprised if you see a diary entry made by someone else.

You may recall the description of zooming in and out of the organization structure from the section  “I’m Ready for My Close-up, Mr. DeMille” in Chapter 5.  If you have subordinate supervisors, you can add entries to their performance diary or to any  employee who reports to them.  Similarly, your manager can add diary entries to the performance diaries of your employees.

Of course, it takes a LAN and other shared database environment to support this free flow of information about employee performance.

Listing of Diary Entries

The Performance Diary program initially displays the Diary List screen (Figure 7-1).  It provides a summary view of the existing diary entries for the employee you have chosen in the indicated Evaluation Period.

The entries are listed with the most recent Event Date on top.  The first few words are shown as a visual reminder of the text.

Buttons at the bottom of the screen give you the ability to add, delete, change or print diary entries.  Generally, you will be adding diary entries, so we’ll cover that first.

Adding or Changing a Diary Entry

The information shown on the summary list is just that — a summary of existing diary entries.

· To add a new diary entry, click on the  Add  button. You can create multiple events for the same date. 
· To change a diary entry that already exists, first highlight the entry, then click the  Edit  button. 
In either case, the Diary Details screen (Figure 7-3) will be displayed.

Figure 7-3
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The main portion of the Diary Detail screen is devoted to the text area for the entry.  Other areas on the screen provide fields for you to indicate the date and type of the event you are documenting, as well as areas to show how this diary entry relates to the performance plan.  The Date of Event is Y2K compliant and will display the entry with a full four-digit year.

Once an entry has been saved, the entry date and event type cannot be changed by anyone.  More information about the entry date and type are provided in the next two sections.

The text area can contain as much as 32,000 characters of information — about 8 typed pages.  As you type the text will automatically wrap and flow to the next line. 

You may find that the limited text editing capabilities built into PMTools are adequate for small amounts of text.   However, it may be easier to prepare long statements using your word processing software and then simply cut-and-paste the text from the word processor screen into the proper area.  PMTools accepts text from word processors but does not accept graphics or formatting characteristics, such as bold and underline.

You can check the spelling for these comments as you go.

The Diary Calendar

Although the Date of Event is initially set to today’s date, you can change this date to any other date by manually keying a new date.  The date is Y2K compliant and requires the entry of a full four-digit year.

You may find it easier to reference a calendar when making date entries.  To the right of the Date of Event field is a button with a calendar icon (Figure 7-4). 

Figure 7-4
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Click on this calendar button to activate the Dairy Calendar (Figure 7‑5).   By default the Diary Calendar always begins with today’s date highlighted. The scroll buttons in the upper corners of the Diary Calendar will change the calendar to the previous and next months. 

Figure 7-5
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To set the Date of Event for this diary entry, simply click on a date to highlight it and then click on  OK .  If you click  Cancel , the initial date will not be changed.

Diary Entry Type

PMTools includes four basic types of diary entries — Comment, Observation, Feedback and Meeting.  Use and interpretation of these types is left to the individual user.  PMTools has no definitions for them.  

You can assign your diary entry to one of the four types by clicking on the small downward arrow in the Type of Event/Item box.  The drop-down list of valid types will be displayed (Figure 7-6). Click on one of these types.  The Type of Event/Item box will be updated with your new choice.

Figure 7-6




[image: image88.png]Type of Eventitem





What if you want to add your own types to this list?  For example, suppose you want to add a type of diary entry to cover statistics collected in each quarterly report.  Instead of clicking on the downward arrow to select from the list, click in the edit field under Type of Event/Item.  Now type in your new type, such as Qtr Report.  When you save this diary entry, your new type of event will also be saved.  

From now on, the list of valid values displayed in the drop down list will contain the new value you just added.  Be careful when adding new values to the list.  Entries are case sensitive.  That means that Qtr Report and QTR Report are different entries.  Once added a Diary Entry Type cannot be deleted.

Linking a Diary Entry to the Performance Plan

One of the more powerful features of the Performance Dairy program is the ability to link diary entries to an item in the performance plan.  The usefulness of this linkage in preparation of  final evaluations was described in the section Examining the Performance Diary  in Chapter 6.  In this chapter you’ll see how the link between diary entries and performance plans is established.

Before describing how to link a diary entry to responsibilities on a performance plan, let’s review the responsibility linkage area (Figure 7-7).

Figure 7-7
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In addition to the  Link  button (see Figure 7-8),  a table and a text area are present.  The table contains the list of responsibilities to which this diary entry has already been linked.  For each entry, the Responsibility Type and the Responsibility Number are shown.   The text area shows the Responsibility Text for the highlighted responsibility.  In the example, a diary entry has been linked to two responsibilities on the performance plan.  The first is a Job Responsibility (JOB/32004-04) and the second is a Term & Condition.  Because the Job responsibility is highlighted, the text of the Job responsibility is shown in the text box.

The  Link  button (Figure 7-8) begins the linking process.

Figure 7-8
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Click on the  Link  button to access a consolidated list of responsibilities and goals from the performance plan.  The items are displayed from the performance plan for the employee and evaluation is displayed when you began the diary entry.

The List of Responsibilities (Figure 7-9) contains every responsibility in the performance plan — Job, Individual, Statewide, Agency, Terms & Conditions, and Developmental Goals. 

Figure 7-9
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Initially, dairy entries are not linked to any responsiblities.  To link your entry to one or more responsiblities, highlight the responsibility and then click on the  Select  button or simply double-click the responsibility.
The color of the item will change and the name of the  Select  button will change to  Unselect  (Figure 7-10).  You can select as many responsiblities as necessary; there is no limit.  

Figure 7-10
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If you accidentally select the wrong responsibility, highlight it again and click on the  Unselect  button or double-click it again. The color will change back and the text of the button will change to  Select .

If you need more information about a responsibility, highlight it and click on the  Details  button.  

Figure 7-11
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An abbreviated version of the responsibility detail screen will be displayed (Figure 7-11).  Only the Responsibility and Expectation text portions of the highlighted responsibility are shown.

If you want to expand one area, grab and hold the yellow slider between the two sections.  If you want to create the maximum area, double-click the name of the section.  For example, to expand the Expectation area to its maximum, double-click the word Expectation.  The Responsibility area will immediately shrink to a minimum and Expectation will expand.
While looking at this detail display, you may decide this responsibility needs to be linked to the diary entry.  If so, simply click on the     Select  button.  The responsibility list screen will again be redisplayed and the responsibility will now be marked.

Once you have selected the appropriate responsiblities from either the responsibility list or responsibility detail screens, click the  Return . 

Deleting a Diary Entry

To delete a diary entry, simply highlight the desired entry on the summary list and click on the  Delete  button.

Figure 7-12
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A confirmation screen (Figure 7-12) will be displayed. Click on  Yes   and the entry will be deleted.  No  will leave the entry in the diary.

Remember that only the owner of a diary entry may delete it.

Printing the Diary

You may want to print all or part of the performance diary for an employee.  If you want to print the all pages of the performance diary for an employee, click on the  Print  button on the summary list screen (see Figure 7-1) to start the Print/Preview function. To print only a select number of pages, see Chapter 10 – The Print Reports Program. 

Figure 7-13
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The diary entries shown on the report are the same ones that are displayed on the summary list.  In addition, the full text of the entry is shown.

The Preview function is a very powerful tool that lets you see and explore a copy of the printed Performance Diary without having to create a paper copy.  Built into the Preview functions are features that let you expand or contract the report so that you can see as much or as little detail as you would like.  You can also scroll pages within the report — look at the first page, look at the last page or any page in between.  Once you know the report is exactly like you want it, you can print a paper copy.

The quality of the on-screen preview (Figure 7-13) will depend on the quality of hardware you are using.  The Preview function uses information about your printer, the amount of memory in your computer and the quality of your monitor to format the display.  If  you have a large SVGA monitor with very high resolution, lots of computer memory and a laser printer, you will receive the best preview.  If you have a  small VGA monitor with low resolution, very little memory and an older inkjet or matrix printer, you will still be able to preview your report.  However,  some of the features and the quality of what you see will be limited.  The date at the beginning of each diary entry is Y2K compliant and will display the entry as a full four-digit year.

Along the top of the display are several sets of buttons that control the Preview function’s features.  The three buttons at the left control the magnification of the form (Figure 7-14).

Figure 7-14
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The first button will attempt to show you a whole page on the screen.  Because most monitors are smaller than a sheet of paper, the letters will be very small — almost unreadable.  But this view will give you a feeling for how each page will look.  Don’t be concerned if it looks like some lines are missing or the text runs into the next area.  Again, with better equipment even this view is exact. 

The second button (which is the initial view you will see) attempts to show you a page at full size.  On large monitors with 1280x1024 pixels of resolution, this view shows the entire page.  At a lower resolution you may see only the upper left corner.  Use the scroll bars at the right and bottom of the screen to ‘pan’ over the entire page.

The third button attempts to maintain the proportions of the page and scale the page so that the left and right margins of the page match the left and right margins of your screen.  This usually means  the bottom of each page does not show.  Again, you can use the scroll bar at the right to pan down.

Figure 7-15
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The second set of buttons (Figure 7-15) controls which page is on the screen.  The button will show you the first, previous, next and last pages. 

Figure 7-16
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The final button (Figure 7-16) will convert your Preview into a printed report. 

Printing Selected Pages

If you do decide to print the report from the Preview function, you will be able to print all pages or any selected range of pages.  

Figure 7-17
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When printing from the Preview function, PMTools will display the standard printer dialog for your default printer running under your version of Windows.  Yours should look something like the one shown (Figure 7-17).  

If you want to print the entire report, click on the  All  button.  If you want to print just the last page you were viewing, click on  OK .  By default, the page number of the last page you viewed is filled in and the Print Range is set to that one page.  You can print a range of pages by changing the From and To numbers.
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Summary of Program Functions

Once you have prepared the performance plan using the Performance Planner, you may need to create and print a Management Review Form (MRF) for an interim performance review.  The Prepare MRF program provides a convenient way for you to record the employee’s actual performance to-date and prepare the MRF.  

You must have developed a performance plan for the employee using the Performance Planner program before you can prepare and print and MRF.

The Prepare MRF program supports preparing, storing and printing multiple MRFs for an employee in an evaluation period.  You can prepare as many as 365 MRFs per employee within an evaluation period – one per day.  Although you can enter a Date of this Review, MRFs are internally dated and controlled by the date they were created.  You can create only one MRF per day.  

Selecting the Plan to Print 

The Prepare MRF program initially displays (Figure 8-1) the Management Review Form for the employee and evaluation period you last accessed through any PMTools program. The Review Period date range automatically defaults to July to June of the current Evaluation Period located at the bottom of the screen.  To change the date range, simply enter the new dates in the Review Period fields.  For example, if you recently created a performance plan for John Smith, John Smith’s MRF will be displayed when the Prepare MRF program is started and the review period will default to July 1 to June 30 of the Evaluation Period reflected at the bottom of the screen. 

The Management Review Form is not an independent form.  It is based on the Performance Management Form (PMF) which is prepared using the Performance Planner. You cannot prepare and print an MRF for an employee who does not have a performance plan.  Also, because performance plans are for a specific evaluation period, the MRF should be for some portion of that same evaluation period.

Figure 8-1
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Carefully examine the Evaluation Period at the bottom of the screen.  To select a different evaluation period, click on the downward arrow in the Evaluation Period box.  A list of other evaluation periods (Figure 8-2) will be displayed.  The only evaluation periods that will be displayed are those for which this employee has a performance plan. Click on one of these periods.  The Evaluation Period box will be updated with your new choice and the Review Period fields will be updated with a new date range of July to June of the new Evaluation Period.

Figure 8-2
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If you want to access another employee, click on the  List  button with faces at the bottom of the screen.  This will activate the Employee List program.  From the listing of employees shown in that program, you  can select a different employee.

The Prepare MRF program initially displays the most recent MRF for the employee and evaluation period you most recently used in any PMTools program. The navigation buttons with upward and downward arrows at the right can be used to move between MRFs for the current employee.  The buttons are initially grayed-out and disabled.  As you create MRFs, the buttons will automatically become active and permit you to review and print previous MRFs.

If an MRF does not exist for that employee in the evaluation period, a message will be displayed to confirm that you want to create the MRF (Figure 8.3).

Figure 8-3
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Click  Yes  to create an MRF for this employee.  The MRF you create will be identified by the date it was created.   

If you click  No , another message will be displayed that permits you to review/create an MRF for another employee (Figure 8.4).  

[image: image198.wmf]
Figure 8-4

Click  Yes  to display the standard Employee List program as described in Chapter 5.  Clicking  No  will terminate the program.

The  New  button on the screen associated with the Employee Details tab is used to create additional MRFs for the currently displayed employee. You can create a different MRF each day, but you are limited to one per day.  Examine the screen closely as you click   New ; the Created On date, Review Period, Date of this Review and Date of Hire or Promotion will change.

If you attempt to create more than one MRF on the same day, the message shown below will be displayed (Figure 8.5).

Figure 8-5
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Click on  OK  to clear the message. If you want to change the current MRF, click on the Responsibilities or Comment tab.  Or you could delete the current MRF and create a new one. 

The  Delete  button on the screen associated with the Employee Details tab will delete the currently displayed MRF.  

You may notice that there is no Save button.  Your work is saved automatically as you type. The Prepare MRF program will recall the values you entered the next time you access the same employee and evaluation period.

Reviewing Basic Performance Plan Data

The data needed to prepare a Management Review Form is displayed in a tabbed notebook with three tabs.  The information on the first tab is taken directly from the selected performance plan. Only four fields should require an entry at this time — Review Type, Review Period, Date of Hire and Date of Review.  The Prepare MRF program automatically inserts the current date into the Date for Review.

If any other data must be changed, use the Performance Planner to revise the underlying performance plan. 

Short and to the Point 

The second tab (Figure 8-6) displays information about responsibilities found on the underlying performance plan.  The responsibilities are divided into three sections — Statewide Responsibilities, Terms & Conditions, and Job and Individual Responsibilities.   Agency Responsibilities are grouped with the Job and Individual Responsibilities.  Responsibilities marked Not Applicable in the Performance Planner are marked Not Applicable here, also.

[image: image199.wmf]
Figure 8-6



The first few words of each Responsibility are shown as a reminder of the complete text.  If you need to see more information about a responsibility, double-click this shortened wording.  A responsibility detail screen will be displayed (Figure 8-7).  Only the Responsibility text and Expectations text of the selected responsibility are shown.

Figure 8-7
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If you want to expand one area, grab and hold the yellow slider between the two sections.  If you want to create the maximum area, double-click the name of the section.  For example, to expand the Expectations area to its maximum, double-click the word Expectations.  The Responsibility area will immediately shrink to a minimum and Expectations will expand.
When you finish reviewing the text, click the  Return  button.

How to Indicate Progress 

On a Management Review Form you need to indicate one of three Ratings for each responsibility —Needs Improvement, Meets Expectations or has not been evaluated.  Of course, responsibilities that you have marked as Not Applicable do not need to be rated.

Initially, the progress of the employee toward each responsibility is blank.  This is noted by the three blank check boxes (see Figure 8-8).  Responsibilities you have indicated as Not Applicable, will not display these check boxes, but will display the words ‘Not Applicable.’

Figure 8-8
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To mark a choice for a responsibility, click once in the Ratings areas to change the check boxes to a set of radio buttons (Figure 8-9).  

Figure 8-9
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Now click on the button that indicates the Rating you want to assign.  As soon as you leave this responsibility to view another responsibility in detail or mark another Rating, the check boxes will reappear. (Figure 8-10).

Figure 8-10
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Recording Comments

The third tab (Figure 8-11) displays areas for you to enter comments concerning the employee’s performance.   

Each text area can contain as much as 32,000 characters of information — about 8 typed pages.  As you type the text will automatically wrap and flow to the next line. 

You may find that the text editor built into PMTools is adequate for small amounts of text.  However, it may be easier to prepare long statements using your word processing software and then simply cut-and-paste the text from the word processor screen into the proper area.  PMTools accepts text from word processors but does not accept graphics or formatting characteristics, such as bold and underline.

Figure 8-11
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Once you have completed your comments, you may check your spelling using the built-in Spelling Checker.  Note that the  Spell Check  button is only available when you are on this third page of the MRF.
Printing the MRF

You have the option to preview and print the MRF directly from the Prepare MRF program or you may print the MRF from the Print Reports program (see Chapter 10 – Print Reports).  To preview or print the MRF from the Prepare MRF program, simply select the appropriate button at the bottom of the screen.  

The On-Line Preview Function

The Preview function is a very powerful tool that lets you see and explore a copy of the Management Review Form without having a paper copy.  Built into the Preview functions are features that let you expand or contract the form so that you can see as much or as little detail as you would like.  You can also scroll pages within the MRF — look at the first page, look at the last page or any page in between.  Once you know the MRF is exactly like you want it, you can print a paper copy.  The dates displayed are Y2K compliant and will display the entries using full four-digit years.

Figure 8-12
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The quality of the on-screen preview (Figure 8-12) will depend on the quality of hardware you are using.  The Preview function uses information about your printer, the amount of memory in your computer and the quality of your monitor to format the display.  If  you have a large SVGA monitor with very high resolution, lots of computer memory and a laser printer, you will receive the best preview.  If you have a  small VGA monitor with low resolution, very little memory and an older inkjet or matrix printer, you will still be able to preview your PMF.  However,  some of the features and the quality of what you see will be limited.

Along the top of the display are several sets of buttons that control the Preview function’s features.  The three buttons at the left control the magnification of the form (Figure 8-13).

Figure 8-13
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The first button will attempt to show you a whole page on the screen.  Because most monitors are smaller than a sheet of paper, the letters will be very small — almost unreadable.  But this view will give you a feeling of how each page will look.  Don’t be concerned if it looks like some lines are missing or the text overruns into the next area.  Again, with better equipment even this view is exact.  Remember this when you’re preparing your computer budget for next year.

The second button (which is the initial view you will see) attempts to show you a page at full size.  On large monitors with 1280x1024 pixels of resolution, this view shows the entire page.  At a lower resolution you may see only the upper left corner.  Use the scroll bars at the right and bottom of the screen to ‘pan’ over the entire page.

The third button attempts to maintain the proportions of the page and scale the page so that the left and right margins of the page match the left and right margins of your screen.  This usually means the bottom of each page does not show.  Again, you can use the scroll bar at the right to pan down.

Figure 8-14
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The second set of buttons (Figure 8-14) controls which page is on the screen.  The button will show you the first, previous, next and last pages. 

Figure 8-15




[image: image114.bmp]
The final button (Figure 8-15) will convert your preview into a printed MRF. 

The Standard Print Function

When you click on the  Print  button (see Figure 8-1), the entire MRF will be printed.  No special features or options are available for this function.

How PMTools Prints MRFs 

The version of the MRF printed by PMTools has been slightly modified from that described in the Performance Management Process Training Manual.  Most of the changes are slight and are meant to enhance the readability of the MRF. 

If you compare the text you entered through the Performance Planner with the text printed by the MRF Printer, you will notice that only the first portion of the Responsibility text is printed.

[image: image115.bmp]
Chapter 9 — The Prepare Short Form Program


Summary of Program Functions

Once you have prepared the performance plan using the Performance Planner program and selected “Short Form” in that program, you can use the Prepare Short Form program to evaluate your employee’s performance. The Prepare Short Form program allows you to assign performance ratings for overall performance and individual responsibilities, record developmental goals, and record employee, supervisor and reviewing manager comments. 

PMTools uses the data you entered in the Performance Planner program as the foundation for your Short Form evaluation.  The Short Form will contain basic employee and supervisor information as well as the job responsibilities from your employee database.  

Who Should Use the Short Form?

Use of the Performance Management Evaluation Short Form is at the option of each agency.  Managers and Supervisors interested in using the Short Form evaluation should contact their agency Personnel Office or review the agency’s Performance Management Guidelines/Policies before proceeding.  Agencies may require additional documentation or completion of the Long Form evaluation for employees who receive an overall rating of “Needs Improvement” or “Did Not Meet Expectations”. 

Each time you access the Prepare Short Form program, a confirmation message (Figure 9-1) will be displayed.  Once you have determined that it is acceptable to proceed, simply click the OK button.  
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Figure 9-1

Selecting an Employee and Evaluation Period

The Prepare Short Form program initially displays the performance plan for the employee and evaluation period you last accessed (Figure 9-2).  For example, if you most recently made a performance diary entry for Pat Adams, Pat Adams’ performance plan will be displayed when the Prepare Short Form program is started.  Of course, if you have not created a performance plan for Pat Adams in the Performance Planner program, you cannot prepare a short form evaluation for him.   

Figure 9-2
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Carefully examine the Evaluation Period box at the bottom of the screen.  To select a different evaluation period, click on the downward arrow in the Evaluation Period box.  A list of evaluation periods will be displayed (Figure 9-3).

Figure 9-3
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The list will contain only those evaluation periods for which this employee has a performance plan.  If the Prepare Short Form program is currently displaying the only plan for this employee, there will be only one choice — the current one.  Long term employees may have several plans in the PMTools database and consequently several evaluation periods will be shown.  Click on one of these evaluation periods.  The Evaluation Period box will be updated with your new choice.

If you want to access the plan for another employee or to create a plan for another evaluation period, click on the  List  button with faces at the bottom of the screen.  This will activate the Employee List program.  From the listing of employees shown in that program, you can select a different employee or a different evaluation period.

Ratings and Recommendation

Once you have selected the correct evaluation period, you may enter the overall performance ratings and increase recommendations. Overall ratings may be entered into four sections, Responsibilities Rating, Terms and Conditions, Increase Eligibility, and Working Test, each of which contains a set of radio buttons (Figure 9-4).  

Figure 9-4
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During the evaluation phase, you should choose the one value within each group of radio buttons that represents your recommendation for the employee.  You might want to look back at the Responsibility Summary, Statewide Responsibility Summary and the Terms & Conditions Summary under the Responsibilities tab (Figure 9-5) before marking your choices.  These screens provide a quick overview of the employee’s actual performance Rating and the Importance of each responsibility.

Evaluating Responsibilities 

The Responsibilities tab contains sections for Job and Individual Responsibilities and Terms and Conditions.  

Each section has a Responsibilities area that lists responsibilities in the sequence in which they were added to the plan under the Performance Planner program, a Ratings area that includes a set of radio buttons and a Comments area (Figure 9-5).  

Use the Job Evaluation comments and Terms and Conditions comments areas to provide a written overall statement of performance in each area to support the ratings awarded.  However, please note that agencies may require additional documentation for overall ratings of Did Not Meet or Needs Improvement. Such documentation should outline specific behaviors, achievements or problems that support the ratings.

Figure 9-5
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The Job and Individual Responsibilities section also includes an Importance to Successful Performance (ISP) area that contains the importance rating you assigned to each responsibility under the Performance Planner program (see Figure 9-6).  

Figure 9-6
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The criticality of Terms and Conditions is not shown.  All Terms & Conditions are deemed to be critical to successful performance.

Making Changes to Responsibilities

Changes such as edits, additions and deletions to responsibilities cannot be made in the Prepare Short Form program 

Recording Comments

When recording comments using the Short Form program, you may enter as much text as you would in a word processor.  Standard Windows techniques, such as cut-and-paste, can be used to transfer text from any other PC program to the plan.  The job responsibilities selected under the Performance Planner program are automatically included as are Statewide Responsibilities and Terms & Conditions.  

If you initially created a Long Form evaluation under the Performance Planner program then later switched to the Short Form, you can copy any comments you entered into the Long Form simply by clicking the Comments button (see Figure 9-6).

Figure 9-7
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Your work can be checked for spelling as you go, or you can wait and check the entire document when you are finished.

Don’t worry that part of the text for an area scrolls off the screen, or that one area is unreadable while you are working on another.  When you go to print the form under the Print Reports program, the text will be straightened and aligned to fit the form.  

You may find that the limited text editing capabilities built into PMTools are adequate for small amounts of text.   However, it may be easier to prepare long statements using your word processing software and then simply cut-and-paste the text from the word processor screen into the proper area.  PMTools accepts text from word processors but does not accept graphics or formatting characteristics, such as bold and underline.

Comments Section

The Comments section contains a Developmental Goals area and three free form text areas that the supervisor, manager and employee can use to make comments during the performance evaluation phase(Figure 9-7).  

Figure 9-8
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The Developmental Goals list is pulled from the Employee Development Plan created under the Performance Planner program. As you enter information into the Developmental Goals Evaluation area you may enter as much text into this area as you would in a word processor.  Standard Windows techniques, such as cut-and-paste, can be used to transfer text from any other PC program to the plan.  

If you initially created a Long Form evaluation under the Performance Planner program then later switched to the Short Form, you can copy any comments you entered into the Long Form’s Employee Development Plan simply by clicking the Comments button.

The Developmental Goals Evaluation area as well as the free form text areas under the Employee, Supervisor and Reviewing Manager Comments areas can be edited and can contain as much as 32,000 characters of information — about 8 typed pages.  As you type, the text will automatically wrap and flow to the next line.  

Don’t worry that part of the text for an area scrolls off the screen, or that one area is unreadable while you are working on another.  When you go to print the form under the Print Reports program, the text will be straightened and aligned to fit the form.  Additionally, the next time you return to the Comment section, the Performance Planner will reposition the text areas to make each area readable.

You may find that the limited text editing capabilities built into PMTools are adequate for small amounts of text.   However, it may be easier to prepare long statements using your word processing software and then simply cut-and-paste the text from the word processor screen into the proper area.  PMTools accepts text from word processors but does not accept graphics or formatting characteristics, such as bold and underline.

You can check the spelling for these comments as you go, or wait and check the entire performance plan at one time.
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Chapter 10 — The Print Reports Program

Summary of Program Functions

The Print Reports program allows you to print your review forms, job descriptions, or standard management reports showing employee supervisor linkage, review forms status, and performance diary entries.  The program lets you print an entire multi-page form, print only selected pages or preview the final document on your screen.

Figure 10-1
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Selecting the Employee and Evaluation Period 

The Print Reports program initially displays (Figure 10-1) the employee and evaluation period you last accessed through any PMTools program.  For example, if you most recently made a change to the performance plan for John Smith, John Smith’s PMF will be selected when the Print Reports program is started. 

Carefully examine the Evaluation Period at the bottom of the screen.  To select a different evaluation period, click on the downward arrow in the Evaluation Period box.  A list of other evaluations periods (Figure 10-2) will be displayed.  The only evaluation periods that will be displayed are those for which this employee has a performance plan. Click on one of these periods.  The Evaluation Period box will be updated with your new choice.

Figure 10-2
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If you want to access another employee, click on the  List  button with faces at the bottom of the screen.  This will activate the Employee List program.  From the listing of employees shown in that program, you can select a different employee.
Printing Review Forms

Once you have selected the right employee and evaluation period, you need to select the document you want to print.  The Print Review Forms section allows you to print or preview the MRF, Long PMF, and Short PMF.   

The Management Review Form (MRF) 

Since you are able to create multiple MRFs within an evaluation period, you will need to let the Print Reports program know which MRF to print by selecting the date on which the MRF was created.  To see a list of dates to choose from, simply click on the downward arrow of the Management Review Form Created On box.  The only dates that will be displayed are those for which this employee has a management review. Click on one of these dates.  The Management Review Form Created On box will be updated with your new choice.  

Figure 10-2
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The Long Performance Management Form (PMF) 

If you select the Long Performance Management Form, you have the option (Figure 10-3) to audit the form for missing data before printing, not printing the developmental goals section if it is blank and printing ids against responsibilities.   To select any or all of these options, simply click the box beside your selection. 

Figure 10-3
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Auditing the Long PMF Before Preview/Print

The Performance Management Form has dozens of check boxes and data items that must be completed in order to prepare a final PMF.  The Audit feature provides a quick review of the currently selected form and reports to you any missing information before the form is printed.  The areas checked by the Audit feature include the Importance and Rating of Job, Individual, Agency and Statewide Responsibilities; the Rating of Terms & Conditions; the summary Rating; the summary Terms & Conditions; the Increase Recommendation; and the Status Recommendation.   

To perform an audit of a PMF, check the Audit the Form before Print/Preview box and then click the   Preview  or  Print  buttons.  Prior to displaying the print preview or printing the form, the PMF will be reviewed and any missing information will be identified and displayed as follows.

Figure 10-4
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If you wish to continue with your display of the PMF despite the missing data, click  Continue .  

To complete the missing items, click  Cancel , exit the Print Reports program and return to the Performance Planner.  The following table may be helpful in locating the missing data.

	Audit Message is about …
	Location of Data in Performance Planner

	Summary Responsibility Rating Summary Terms & Conditions        

Rating                               

Increase Recommendation Status Recommendation
	Click on tab labeled Recommend

	AGY does not have Importance         AGY does not have Rating
	Click on tab labeled Job Responsibilities         

Click on Radio Button labeled Agency   

Double click the appropriate row 

	IND does not have Importance          IND does not have Rating
	Click on tab labeled Job Responsibilities   

Click on Radio Button labeled Individual 

Double click the appropriate row

	JOB does not have Importance          JOB does not have Rating
	Click on tab labeled Job Responsibilities 

Click on Radio Button labeled Job          Double click the appropriate row

	SWR does not have Importance        SWR does not have Rating
	Click on tab labeled Statewide Responsibilities

Double click the appropriate row

	T&C does not have Rating
	Click on tab labeled Terms & Conditions 

Double click the appropriate row


Once you have completed the missing data, return to the Print Reports program and re-audit the PMF.  When no missing data is detected, the requested function – print or preview – will be performed immediately.

Printing Job and Employee Position Descriptions 

You can print any State Job Description from the Print Reports program simply by clicking on the down arrow of the State Job Code Description box to see a list of available job descriptions.  The sequence of the list automatically defaults to job code order.  If you would like to sort the list of jobs by job title, simply click on the Job Title radio button beside the Sort By field.  Once you select the job you want to print, the State Job Code Description box will be updated with your new choice.  

Figure 10-5
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To print the Employee Position Description for the employee and evaluation period displayed on the Print Programs screen, simply click on the radio button beside the Employee Position Description field.   

Please remember that the Print Reports program initially displays the employee and evaluation period you last accessed through any PMTools program.  For example, if you most recently made a change to the performance plan for John Smith, John Smith’s PMF will be selected when the Print Reports program is started. 

If you want to access another employee, click on the  List  button with faces at the bottom of the screen.  This will activate the Employee List program.  From the listing of employees shown in that program, you can select a different employee.
Also, carefully examine the Evaluation Period at the bottom of the screen.  To select a different evaluation period, click on the downward arrow in the Evaluation Period box.  A list of other evaluations periods (Figure 10-6) will be displayed.  The only evaluation periods that will be displayed are those for which this employee has a performance plan. Click on one of these periods.  The Evaluation Period box will be updated with your new choice.

Figure 10-6
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Printing Miscellaneous Reports

The Print Reports section lists three additional reports that may be useful to you in managing the performance review process.  The first report is the Employee Supervisor Linkage Report that provides a list of supervisors and associated employees.  This report can help you ensure that employees are linked to the correct supervisors.  The second report is the Status of Performance Plans/Review Forms report that allows you to review the status of performance plans and review forms.  The third report is the Print Diary Entries report that lists the diary entries completed for a selected employee.  

Running the Employee Supervisor Linkage Report

From time to time, you may find it necessary to run a report to see which employees are linked to which supervisors to ensure that employee performance plans are not linked to a supervisor who has transferred or terminated employment.  

By clicking on the Employee Supervisor Linkage (Figure 10-7) radio button, you can run a report that provides a list of all supervisors and their employees, or for one supervisor and her employees.  The selection automatically defaults to All Supervisors.  To run a report for only one supervisor’s employee linkage, click on the Selected Supervisor radio button, then click on the down arrow beside this field and select the supervisor whose employee linkage you would like to review. 

Figure 10-7
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A sample of the Employee Supervisor Linkage report is shown below (Figure 10-8). 

Figure 10-8
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Running the Status of Performance Plans/Review Forms Report

The Status of Performance Plans/Review Forms is similar to the Employee Linkage report in that you can run the report for all supervisors or for one supervisor by clicking on the appropriate radio button.  If you choose to run the report for one Selected Supervisor, you will need to click on the down arrow beside the Selected Supervisor field and highlight the appropriate supervisor.  Once you have determined whether to run the report for all supervisors or a single supervisor, you must then select the performance period.  To select the performance period, click on the down arrow beside the For Evaluation Period field and highlight the evaluation period you would like to review (Figure 10-9).   

Figure 10-9
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A sample of the Status of Performance Plans/Review Forms report is shown below (Figure 10-10).

Figure 10-10
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Running the Print Diary Entries Report

To run the Print Diary Entries report, simply click on the radio button beside the Print Diary Entries field.   The Print Reports program initially displays the employee and evaluation period you last accessed through any PMTools program.  For example, if you most recently made a change to the performance plan for John Smith, John Smith’s PMF will be selected when the Print Reports program is started. 

If you want to access another employee, click on the  List  button with faces at the bottom of the screen.  This will activate the Employee List program.  From the listing of employees shown in that program, you can select a different employee.
Also, carefully examine the Evaluation Period at the bottom of the screen.  To select a different evaluation period, click on the downward arrow in the Evaluation Period box.  A list of other evaluations periods (Figure 10-11) will be displayed.  The only evaluation periods that will be displayed are those for which this employee has a performance plan. Click on one of these periods.  The Evaluation Period box will be updated with your new choice.

Figure 10-11
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Preview or Print?

When you preview a document, such as a PMF, the program must do all the work necessary to print the document.  In effect, you are asking the program to print to your screen.  Even though you may initially see only the first page, every page has already been generated. So previewing does not save the computer any work.

Preview does, however, save paper.  Since complete PMFs can run to more than a dozen pages, previewing the PMF first can save lots of paper — particularly if this is your ‘first draft’ of the plan or final evaluation.

Also, the only way to print selected pages of a PMF is through the Preview function.

Once you have decided which function is best for you at this moment, click on the appropriate button.  You can always select the other button next time.  Either way, the Print Reports program will display a message that it is preparing the PMF.  By the way, QuickReports is the name of the product used by PMTools to prepare all of its reports.

The On-Line Preview Function

The Preview function is a very powerful tool that lets you see and explore a printed copy of the Performance Management Form without having a paper copy.  Built into the Preview functions are features that let you expand or contract the form so that you can see as much or as little detail as you would like.  You can also scroll pages with the PMF — look at the first page, look at the last page or any page in between.  Once you know the PMF is exactly like you want it, you can print a paper copy.

Figure 10-12
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The quality of the on-screen preview (Figure 10-12) you receive will also depend exclusively on the quality of  hardware you have available to you.  The Preview function uses information about your printer, the amount of memory in your computer and the quality of your monitor to format the display.  If  you have a large SVGA monitor with very high resolution, lots of computer memory and a laser printer, you will receive the best preview.  If you have a  small VGA monitor with low resolution, very little memory and an older inkjet or matrix printer, you will still be able to preview your PMF.  However,  some of the features and the quality of what you see will be limited.

Along the top of the display are several sets of buttons that control the Preview function’s features.  The three buttons at the left control the magnification of the form (Figure 10-13).

Figure 10-13
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The first button will attempt to show you a whole page on the screen.  Because most monitors are smaller than a sheet of paper, the letters will be very small — almost unreadable.  But this view will give you a feeling of how each page will look.  Don’t be concerned if it looks like some lines are missing, or the text overruns into the next area.  Again, with better equipment even this view is exact.  Remember this when you’re preparing your computer budget for next year.

The second button (which is the initial view you will see) attempts to show you a page at full size.  On large monitors with 1280x1024 pixels of resolution, this view shows the entire page.  At a lower resolution you may see only the upper left corner.  Use the scroll bars at the right and bottom of the screen to ‘pan’ over the entire page.

The third button attempts to maintain the proportions of the page and scale the page so that the left and right margins of the page match the left and right margins of your screen.  This usually means  the bottom of each page does not show.  Again, you can use the scroll bar at the right to pan down.

The second set of buttons (Figure 10-14) controls which page is on the screen.  The button will show you the first, previous, next and last pages. 

Figure 10-14
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The final button (Figure 10-15) will convert your preview into a printed PMF.

Figure 10-15
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Printing Selected Pages

If you do decide to print the PMF from the Preview function, you will be able to print either all pages or any selected range of pages.  The standard Print function assumes you want to print the entire PMF.

Figure 10-16
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When printing from the Preview function, PMTools will display your standard printer dialog for the default printer running under your version of Windows.  Yours should look something like the one shown in Figure 10-16.  If you want to print the entire PMF, click on the  All   button.  If you want to print just the last page you were viewing, click on  OK .  By default, the page number of the last page you viewed is filled in, and the Print Range is set to that one page.  You can print a range of pages by changing the From and To numbers.  

The Standard Print Function

When you click on the Print button, the entire PMF will be printed.  No special features or options are available for this function.

Do Not Print Development Goals If Blank

The Development Goals portion of the PMF prints as the last page(s).  Even if this section of the form is blank, the Print Reports program will normally print a page for Development Goals.  Check this box if you want to suppress printing of the Development Goals sections of the PMF when blank.  If you check this box and Development Goals have been entered through the Performance Planner, your action will be ignored and the Development Goals portion of the form will be printed or displayed for review.

Print IDs of Responsibilities

The Performance Planner provides a mechanism for you to copy one or more Job Descriptions from the Job Description database into the Job Responsibilities section of the Performance Plan.  Each responsibility in the Job Descriptions becomes a responsibility in the Performance Plan.  Check this box is you want to see the Job Code and Job Responsibility number printed on the PMF.

The source job information is displayed beside the Importance data and consists of the five-digit Job Code and a two-digit Job Responsibility number as shown below in Figure 10-17.

Figure 10-17 
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When you choose to print responsibility ID numbers, all responsibility ID numbers are printed including those for Statewide Responsibilities and Terms & Conditions.

[image: image142.bmp]
Chapter 11 — The Verify / Rebuild Program((
Summary of Program Functions

Sometimes even the best hardware, software and procedures are not enough.  Sometimes the fates are against you, and all your hard work seems doomed.  It happens to all of us.  But PMTools has a built-in solution.  The Verify / Rebuild program provides you with a convenient way to test the integrity of your performance management database, make a backup copy of it, and if you ever have a database disaster, get up and running quickly.

Verify/Rebuild or Backup/Restore

The Verify / Rebuild program contains four functions — Backup, Restore, Verify and Rebuild.  Backup and Restore deal with creating and using backup files. Verify and Rebuild deal with testing the integrity of your PMTools database.   These four functions are grouped into two sub-programs — Backup/Restore and Verify/Rebuild. You can tell which sub-program is active by looking at the labels on the buttons at the right side of the screen (Figure 11-1).

Figure 11-1
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Backup/Restore
Verify/Rebuild

You can access the other sub-program by clicking  on the small button at the bottom of the screen (Figure 11-2).  

Figure 11-2
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Here's how to determine which function you need to perform.

· If you want to protect your hard work in developing performance plans and diaries, use the Backup function after every major update. 

· If you receive errors from PMTools programs indicating there is a problem with the database, use the Verify function to check the integrity of the database.

· If the integrity check reveals problems with the database, use the Rebuild function to salvage your database by applying a  clean copy of the database structures to your existing data.  Rebuild does not require a previous backup.  Hopefully, all of your data in the current PMTools database can be salvaged.

· If the rebuilding of the database cannot be completed, or after the rebuild major data losses are detected, use the Restore function to copy your most recent backup into the database.  Data entered after the last backup was made will be lost.

The difference between Rebuild and Restore is the exact opposite of working with an old house.  Rebuild keeps the house and brings it back to new condition while you live there.   Restore bulldozes the current house and builds one just like the old one.

Tools for Your Database

The Verify / Rebuild function is available to all users of the Single User version of PMTools; however, it is strongly recommended that you contact the PMTools Helpdesk for assistance before using this feature.  The Helpdesk may also ask you to Verify or Rebuild all or part of your PMTools database in response to your call for assistance.  Proper use of this feature will minimize the amount of time it takes to correct your problems.

PMTools uses a PC database to store the data about your employees, performance plans and performance diaries.  All PC databases are particularly susceptible to becoming corrupted.  No one knows why.  It may have to do with the way users terminate database programs.  If you follow the simple instructions earlier in this chapter about minimizing your need for a backup, you will greatly minimize the chances that your PMTools database will become corrupted. However, if you do think that something has happened to your PMTools database, the Verify / Rebuild screen (Figure 11-3) can help get your database back to normal.

Figure 11-3
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Verifying the Status of Your Database 
The first thing you need to determine is how much of your PMTools database you want to check.  Depending on the size of your database and the speed of your PC, verification of the entire database could take several hours.  

· If you want to examine the entire database, click the All Tables radio button.  This will disable the list of  database tables and check box below and the entire database will be selected for processing.  

· If you want to examine only a small portion of the database, click on the Selected Tables radio button.  Then select the file(s) you want to examine. To select a table, click the associate check box.  To deselect a table, click the check box a second time.               

Once your selection of tables has been made, click on  Verify Only  a second time. Each table is examined to make sure it is formatted correctly and that it is properly indexed for fast retrieval.  The amount of time the Verify process will take is related to the number of tables selected and the amount of data in each table.

Any errors or unexpected conditions encountered during the verification process are recorded and written to the Message Panel (Figure 11-4).  You will be alerted if any structural errors are detected in your database.

Figure 11-4
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The average user will not be able to interpret the error messages displayed on the Message Panel.  It does, however, provide some useful information to LAN and database support personnel.   You only need to know if any errors were reported.  If so, you need to Rebuild your database.  If not, your database is in good shape.

Rebuilding a Damaged  Database

The first thing you need to determine is how much of your PMTools database you want to Rebuild.  Depending on the size of your database and the speed of your PC, rebuilding of the entire database could take several hours. 
                           

· If you want to rebuild the entire database, click the All Tables radio button.  This will disable the list of database tables and check box below and the entire database will be selected for processing.

· If you want to rebuild only a small portion of the database, click on the Selected Tables radio button.  Then select the file(s) you want to examine. To select a table, click the associate check box.  To deselect a table, click the check box a second time.

Once your selection of tables has been made, click on   Rebuild . The Rebuild process may take from 30 minutes to 2 hours to complete.  That may seem like a long time, but the Rebuild process requires that every record in the selected tables be read, and any salvageable data written to an empty database that is structured just like the PMTools database. Then, the duplicate database is used to overlay the corrupted database.  Amazingly, the Rebuild process can recover between 99% and 100% of your data.  Under certain circumstances, it can even rebuild whole files that have been erased. 

If the Rebuild process fails to properly reconstruct your database, you will need to Restore your database using your last database backup.  You did make one — didn’t you? 

“Danger, Will Robinson!”

Please be patient. The functions performed by this program take a long time to complete.  The Verify and Rebuild functions cannot be stopped once started. 

Figure 11-5
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If you become inpatient with the Backup or Restore functions and must stop the program before it finishes, click on the Stop button on the Message Panel (see Figure 11-5).  However, for the following reasons, this is never a good thing to do:

· Stopping a Restore from the Message Panel while the program is UnZipping the Backup file will leave unneeded data files attached to the database.   No harm is done but these files may take up considerable space.

· Stopping a Restore from the Message Panel while the program is coping files will corrupt your database and leave unbalanced data files.  For example, you may have restored data about employees and their Performance Plan headers, but stopped in the middle of restoring the details of each plan.  In other words, you might be able to tell that Chris Abrams is an employee with a plan, but you might not be able to get to any data about that plan. There is no solution other than to rerun to completion the Restore function.

· Stopping a Backup at any point will leave unneeded data files attached to the database.  No harm is done but these files may take up considerable space.

Why not use Import / Export Instead of Backup and Restore?

The Backup and Restore functions of this program copies and replaces the entire database.  You have very little control over these functions.  Import / Export (see Chapter 12), on the other hand, gives the user a great deal of control over the amount of data that is exported or imported, but it requires that the database structure be relatively sound.  The Restore function of Verify / Rebuild is used to correct major database failures.  The Import function would not work properly in these cases because the underlying database structure is damaged.

Make Sure You Never Need It

Before describing how to make a backup copy of your performance management database, let’s look at the things that you can do to minimize or even eliminate the need for a backup.  

First, practice sound data processing procedures. Before turning your PC off, make sure every PMTools program is closed.  Closing all the programs forces them, and you, to complete all transactions and save the data in the database.  

Second, follow the manufacturer’s recommended shutdown procedure for your PC.  Also, if you are connected to a LAN, your LAN support staff may have some recommendations for a smooth shutdown of  your PC.

Third, use your performance management database the way it was intended.  PMTools is a database program.  Do not attempt to open, read, edit or copy the database files in PMTools with any program except those provided by the GMS with PMTools.  Reading the  PMTools database files with a word processing or spreadsheet program can cause irreparable harm.

Finally, make regular backups of  your database using the Backup/ Recover program.  Things happen: disk drives fail; computers get stolen.  Have a backup copy of your performance management database stored away from the other PC files you use.  That way even in case of a catastrophe, your database can be restarted without loss of valuable data.

Yes, it seems like a lot of work.  But so does spending several days and nights right before a deadline trying to reconstruct the performance plans and diaries of dozens of employees. A few extra minutes following sound data processing procedures may save a lot of time in the long run.

What Is a Backup, Anyway?

A backup is an exact copy of one or more computer files consolidated into a single file.  In the case of a PMTools backup, it is an exact copy of the entire PMTools database written to a single backup file.  Because the database may have grown very large with the inclusion of performance plans and performance diary entries, the backup process compresses the data so that it takes less space.  A compressed database backup requires approximately 15 percent of the space required by the PMTools database.

The program files and Windows utilities installed during the PMTools  installation process are not included in the backup.  These files do not change when you update the database and can be re-created by rerunning the installation program.

Backup Naming Conventions

Good backup practices dictate that you keep more than just the current copy of your PMTools backup.  You should keep two or three prior versions of your backup.  Of course, you've probably made changes to the database that are not included in these older backups.  However, they function as safety copies just in case the most recent backup gets destroyed or is unreadable.

If you're going to keep several backup versions of your database, you'll want to establish a naming convention that makes it clear when the backup was taken.  By default, PMTools suggests names for backup files that include the date the backup was taken.  For example, for the backup you take on May 15, 1998, PMTools will suggest a filename of V980515.  The letter V indicates version and the remaining six characters are the year, month and day.  You can, of course, change this name to anything you would like. However, make sure it is equally clear to you that the file is a backup file for a particular date.

Making a Backup of Your Database

The Backup/Restore screen looks like a standard Windows file dialog box (Figure 11-6).  As a Windows user, you should be familiar with saving files and how to open file folders that refer to directories on a disk drive. The two buttons, Backup and Restore, control whether PMTools creates a new backup to the file you have indicated or restores the database from the file you have indicated.

Figure 11-6
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Here's how to make a backup of your PMTools database.  Before beginning, determine where you will place your backup file.  Do not put your backup file in the same directory as your PMTools database — if you lose your database you would also lose your backup.   If you choose to use the A: drive to create a backup, it will require five to seven diskettes.

1. Click on the downward arrow in the disk drives box and a list of available drives will be displayed.  All local drives and network drives will be listed.

2. Select one of these drives as the location of the backup file you will be creating.

3. The directory list and file list boxes will automatically change to show  files already on that drive.  By default, the Backup/Restore screen only looks for files that end with .ZIP.

4. Select one of the directories shown in the directory list box.  Double-click a directory folder to open it.  If you're using the A: diskette drive, you may only have one directory.  It will be labeled \.
5. The file list box will automatically change to show the .ZIP files that already exist in that directory.

6. Continue selecting directories and subdirectories until you find the desired location.

7. A name for your backup file will be suggested automatically in the file name box.  You can, however, choose any file name you like — as long as it is a valid Windows file name.  If you choose to use a name that is different from the one shown in the box, enter the new name by typing over the suggested file name.

8. Click on the  Backup  button.

A message box (Figure 11-7) will inform you of progress toward completing your backup. 

Figure 11-7
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From this point on, the PMTools Backup/Recover program will automatically copy your database to a temporary working directory, compress this temporary directory and write the compressed file to the disk drive — directory — filename selected.  

If you chose to write your backup file to the A: drive, you'll be prompted when to insert or change the diskettes.

Restoring Your Database From a Backup

Before describing how to restore your database, let's determine whether you really need to.  Restoring a database causes permanent erasure of any data currently in the database.  By restoring the database you are saying that your old backup copy of the database is better than the current database.  

If you are simply trying to fix a problem with the database, make sure you have tried the Rebuild function described below before restoring the database.  The Rebuild function can solve many database problems without loss of data.

If you have determined that you need to restore your database, here are the step-by-step instructions.

1. Click on the downward arrow in the disk drives box, and a list of available drives will be displayed.  All local drives and network drives will be listed.

2. Choose the drive that contains the backup file that you will be using to restore your database.

3. The directory list and file list boxes will automatically change to show what files are on that drive.  By default the Backup/Restore screen looks only for files that end with .ZIP.

4. Select one of the directories shown in the directory list box.  Double-click a directory folder to open it. If you're using the A: diskette drive, you may only have one directory.  It will be labeled \.
5. The file list box will automatically change to show the .ZIP files that already exist in that directory. Continue selecting directories and subdirectories until you can see the desired  backup file in the file list box.

6. Double-click the file name of the desired backup file in the file list box.  This will move that file name to the filename box.

7. Click on the  Restore  button.

A message box (Figure 11-8) will inform you of the progress toward completing your backup. 

Figure 11-8
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From this point on, the PMTools Backup/Recover program will automatically read your backup file and decompress the data into a temporary working directory.  Finally, it will copy the restored database on top of your current PMTools database.  

If you chose to read your backup file from the A: drive, you'll be prompted when to insert or change the diskettes. 
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Chapter 12 — The Import / Export Program ((
Summary of Program Functions

Generally, in LAN-based environments, the shared database eliminates the need to move employee data and performance plans through the organization.  The shared database gives everyone who is authorized the data they need.  

The Import / Export program provides users who are not connected to a LAN, a convenient way to move information from their PMTools database to other parts of their organization Selecting_Filename.  Supervisors can export completed performance plans to their managers.  Managers can import whole performance plans from supervisors and then export summary ratings to the personnel or budget office for analysis and budget projection.  Personnel offices can export new job descriptions and employee databases to managers and supervisors.

Why Not Use Backup / Restore?

Backup / RecoverContents@PMTBR.HLP copies and replaces the entire database.  You have no control over the amount of data that gets copied from the database to the  external file during a Backup — everything is copied.  When you do a Restore, you cannot protect part of the database — everything is replaced by the incoming data. 

Import/Export, on the other hand, gives you a great deal of control over the amount of data that is exported or imported.  The Export function lets you decide which kinds of data to export and the amount of data to export.  The Import function lets you decide which data to import from the external file and whether to add the incoming data to your existing file or to replace your existing data with incoming data.

The general rule of thumb is this:

· if you want to send data to others so that they can include it in their databases, use the Export function of Import/Export; 

· if you want to make a complete copy of your entire database in case the database is ever damaged or destroyed, use the Backup function of  Backup/Recover;

· if you want to add data from another user to your own database without changing your existing data, use the Import function of Import/Export;

· if you want to replace your existing database with a copy of another database, use the Restore function of Backup/Recover.

What To Do, What To Do?

First, let’s look at one term you will see a lot in this chapter  — external file.  An external file is a PC file that is not part of the PMTools database.  It can reside on a diskette, your hard drive or a network drive.  PMTools uses external files to hold data that has been exported from the database. 

So, what is an Export?

· Export creates an external file that contains portions of your PMTools database.  

· Export creates only a copy of your data.  The data still exists in your PMTools database. 

· You control how much of the database you want to export to the external file.

· You control the name of the external file to which the data is written.  

Why would you create an Export file?  The primary reason is to send your data to someone else.  For example, if you want to send your performance plans to your supervisor for review and comment, you can export the plans.  In effect, you put them on a diskette and send the diskette (not a stack of paper) to your supervisor.  So what does he/she do with the exported data?

Well, let’s look at what an Import is:

· Import reads an external file that contains pieces of a PMTools database.  The data may have been exported from your own database or from someone else’s.  

· You control which data is imported into your current PMTools database.  

· As you read data from this external data, you can determine whether to add it to your database or let this new data update any matching information currently in your database.

The primary reason you would Import data is to add it to your PMTools database.  For example, if you received performance plans from a supervisor for review, you would import the plans and add them to your database.

So How Does the Program Know What I Want?

How does the program know which of its two modes — Import and Export — you want?  It doesn’t.  You have to tell it.  Initially the Import/Export program displays the Export screen.  But with a click of a button you can switch between import and export functions.

To determine which mode you are currently in, look at the button below the file name dialogSelecting_Filename area (Figure 12-1).  The name on the button tells you the current mode.

Figure 12-1
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To access the Import screen (so that you can read the data someone has sent you), click on the button at the bottom of the screen next to the  Close  button. The icons on the buttons (Figure 12-2) tell you whether it will put data into your database or copy data out of it.

Figure 12-2
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In the next few sections you will discover how to mark your choices for data to be imported or exported.  Either way, you will also need to indicate an external file name (see the section on Export File Naming Conventions).  

Export Basics

You must put a great deal of thought into determining what needs to be exported.  True, you could export everything in your PMTools database, but that would take a lot of time and space.  Talk to your LAN Administrator before you attach a 20-megabyte export of the entire database to an e-mail message.

The data exported by PMTools can be used only by another PMTools user.  The data format used for storing exported data cannot be read by spreadsheet, word processing or other database programs.  If you attempt to read your exported data file with any program except PMTools, you will corrupt the data and will need to re-export it.

The best way to determine which data needs to be exported is to think about the differences between your PMTools database and the PMTools database of the intended recipient.  To help you through this process, the Export function organizes the data in your PMTools database into four areas — Employees, Jobs, Organizations and Reference Data.  These areas are represented by tabs in a tabbed notebook that is displayed on the Export screen (Figure 12-3).

Figure 12-3
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Export — Determining Which Employee Data

Employee Data (Figure 12-4) means not only basic data like name and position, but also includes performance plans, diaries and supervisors.  

Figure 12-4
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Let’s take this one step at a time.

1. Decide on the number of employees to export.
· None will cause no employee-based data to be exported.   

· All Employees causes every employee in the database, regardless of supervisor, to be exported.  Yes, you can export data for employees that are not within your segment of the database.  Obviously, in multi-user environments, such as LANs,  this option should be used with caution. 

· Employees for Supervisor causes employee-based data for all employees of a single supervisor to be exported.  Normally, the supervisor would be yourself, but you can export data for another supervisor.  If you choose this option, you have two other choices to make – which supervisor and which employees.   

· To choose the proper supervisor, use the supervisor combo boxComboBox_ to identify the supervisor.  Enter the supervisor’s Employee ID in the edit field, or select it from the dropdown list. 

· To choose the proper employees, first decide if you want to export the data for all employees of the supervisor on only a single employee. By default the All box is checked.  To select a single employee, uncheck the All box and choose the employee from the combo box.
· To prevent illogical situations, the program automatically selects the Employee Base Data field if any employee information is exported.
2. Choose the evaluation period to export.
· Employee Data such as Performance Plans and Diary entries are linked to a specific Evaluation Period.  Use the Evaluation Period combo boxComboBox_ to select the correct Evaluation Period.  Enter an evaluation period in the edit field or select a period from the dropdown list.  By default, the last Evaluation Period used by the signed-on user is displayed.  To Export Employee Data for multiple Evaluation Periods, you must create multiple external files.
3. Choose the other employee-based data to export.

These additional types of employee-based data are also affected by the Evaluation Period you choose.

· The most complete data for an employee is provided by choosing all boxes – Plan Summary Information, Complete Plan Database and Performance Diary.  Selecting Complete Plan Database will include PMFs and MRFs in the export data.

· Plan Summary Information will export the data in Section 1 — Basic Information and Section 7 — Summary Evaluation on the standard Performance Management Form.

· The most complete data for an employee is provided by choosing all boxes – Plan Summary Information, Complete Plan Database and Performance Diary.  Selecting Complete Plan Database will include PMFs and MRFs in the export data.

· Complete Performance Plans will export the full text of all responsibilities, performance expectations and actual performance. Everything that is printed on a final PMFContents@PMTPF.HLP will be exported.

· Performance Diary will export the full text of every Diary entry 

· Only data for the selected range of employees (All or Employees for Supervisor) and for the selected Evaluation Period will be exported.  That means, if you have selected Employees for Supervisor and the Evaluation Period 1997-1998, the data for the selected employee for the 1997-1998 evaluation period will be exported.  Data for employees of other supervisors or other evaluation periods will not be exported. 

4. Do you want to export the Supervisor database?
· You can choose to export the Supervisor/Security data. The entire contents of the sign-onContents@PMTSO.HLP security database will be exported.  Remember that employees are linked to supervisors; it makes little sense to export the employee data or plans unless you provide the supervisor data to go with those employees.  Exporting this data also permits reviewing managers easier access to evaluations completed by subordinate supervisors.

The single employee export feature is particularly helpful when an employee is transferring between supervisors who use Single User versions of PMTools.  The former supervisor can export from his/her PMTools database the employee’s data and send it to the new supervisor.  The new supervisor can import the data for the employee into his/her current PMTools database.  The two supervisors can exchange as much or as little data as needed.

Single Employee Export
Here’s an example of exporting a single employee in order to transfer all data to a new supervisor.  Prior to beginning the single employee import/export, the losing supervisor should use the Employee Maintenance program (see Chapter 4) to transfer the employee to the Transferred Employees supervisor.  Then using the Import/Export program: 

· click on Employees for Supervisor
· select the Transferred Employees supervisor (7777777) in Supervisors dropdown combo box

· uncheck the box labeled All by clicking it

· select the appropriate employee in the dropdown combo box

· select the appropriate Evaluation Period in the dropdown combo box

· select the amount of data to be exported

· do not select the Supervisor/Security box

Export — Determining Which Job Data

Job data (Figure 12-5) means job titles and job descriptions. Because there are more than 6,000 job titles, the Export function provides you with a convenient way to reduce the number of jobs that are actually exported.

Figure 12-5
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1. Decide on the number of jobs to export.
· None will cause no job-based data to be exported.

· All Jobs will cause job-based data for every job in the PMTools database to be exported.  Be careful; there are more than 6,000 jobs in the database.  This could take a long time.

· One Job will cause job-based data for a single job to be exported.  If you choose this option, you must also choose the job.  Use the adjacent combo boxComboBox_ to identify the job to be exported.  Enter the job code in the edit field, or select a job from the dropdown list.

· Selected Jobs will cause job-based data for several jobs to be exported provided you can find a clear and succinct way to identify them. 

2. If you chose Selected Jobs,  identify the jobs to export.

· Common Jobs will export information about the Common Jobs maintained by the Georgia Merit System for use by all state agencies.

· Agency Specific Jobs will export information about agency-specific jobs.  Use the adjacent combo box to select a company number. Enter the company number in the edit field or select a company from the dropdown list.  Only jobs identified as specific to that agency will be exported.

· First part looks like… will export information about a series of jobs (job family).   You must also enter from 1 to 4 digits of a job number that is in the series.  Every job that has a job number that looks like the numbers you enter will be selected.  A job series (a family of related jobs), will usually have the same first 2 numbers in their job codes.
3. Do you want to export the Job Descriptions?
· You may also choose to export the Job Description in addition to the basic job title information.  This option may be particularly useful for central HR functions that may want to distribute revised Job Descriptions to remote offices.
Export — Determining Which Organization Data

Figure 12-6
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Department data (Figure 12-6) refers to Department ID numbers.   

1. Decide on the number of companies to export.
· None will cause no company-based data to be exported.

· All Companies will cause all companies in the database to be exported.

· Only 1 Company will cause company-based data for a single company to be exported.  If you choose this option, you must also use the adjacent combo boxComboBox_ to identify the company by its company number. Enter the company code in the edit field, or select a company from the dropdown list. 

2. Choose the Department to export.

Your ability to choose which Department to export is tied to the Companies you chose to export.  

· None will cause no department data to be exported.

· All Departments will cause all departments for the companies you have marked above to be exported.  In other words, if you select All Departments and also selected All Companies, you will  export every department code in the database.

· The first part looks like ... will export data about selected departments.  You must use the adjacent combo box to identify a high-level department. Enter the first part of a department code in the edit field, or select a company from the dropdown list.  Every department under that company will be selected.  For example, if you entered 10101, department units 101011 and 101012 will be exported but 9100 and 10102 will not be exported.  This option is only available if  you have also selected to export Only 1 Company.

Export — Determining Which Reference Data

If you choose to export Reference Data (Figure 12-7), you should mark all of the data types. If you have used Data Maintenance to update the text for or create new Terms & Conditions, Statewide Responsibilities or Agency-specific Responsibilities, you might want to export these Common Responsibilities without having to export the other data types.
Figure 12-7
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Exporting PMTools Data to PeopleSoft

The PeopleSoft export in the Import/Export program can be used to extract the past year’s performance ratings for a single supervisor or for all employees into a file which can then be imported into Phoenix. Please note that this feature is best used when PMTOOLS is available for the entire agency as a LAN system.  
To export performance ratings, simply click on the PS Export button at the bottom of the screen (Figure 12-8).  
Figure 12-8  
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 Note:  Contact GMS for Technical Assistance in exporting data to Peoplesoft.

Next, click on the appropriate radio button to choose to export ratings for All Employees or only for employees linked to a specific supervisor.  If you select Employees for Supervisor, use the combo box to select the appropriate supervisor (Figure 12-9).  

Figure 12-9
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Once you’ve selected which performance ratings to export, select the appropriate drive, file name and folder under which you want the file to be saved (Figure 12-10).  

Figure 12-10
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Next, click on the Export tab that has the green check mark (Figure 12-10).

Figure 12-11
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If you’ve named the file using the correct extension (.PSE), you’ll see the following message (Figure 12-12).  If everything’s correct, click Yes.
Figure 12-12
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Import Basics

So, someone has sent you a file of data that was exported from their PMTools database.  And you want to import part of that data into your PMTools database.  Well, you’re at the right place.  Importing data into your PMTools database is easy — there are only two very simple steps.

Import — Use Only What You Need

The Import function lets you decide what data to Import from the external file.  Even though the sender may have put all kinds of PMTools data in the external file, you can decide what you want to import.  The following definitions may help you decide which boxes to check in Figure 12-8.  You may want to look at Chapter 13 — The Data Maintenance Program if you need help identifying some of these data items.

Figure 12-13
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· Companies is the list of valid Company codes and names.  This data rarely changes.

· Departments is the list of valid Department ID numbers used in Phoenix and the description of each number.  This data changes primarily during agency reorganizations and at the beginning of  the fiscal year.

· Job Titles is the list of valid job codes and titles.  This includes jobs for classified and unclassified employees as well as job numbers that begin with A or G.  Although this data changes monthly, the number of changes each month is very small.

· Job Descriptions is the narrative description of responsibilities and expectations for jobs.  These change whenever Job Titles change.

· Supervisor File is the data created when you set yourself up as a supervisor.  If someone is sending you their Supervisor File, it will help you identify subordinate supervisors.

· Employee Base Data is created and maintained by the Employee Maintenance program.  If someone wants to send you Performance Plans, they must also send you the Employee Base Data.  If you do not import this data, you will not be able to access the Plans once they are imported.

· Plan Summaries represents the data in Section 1 — Basic Information and Section 7 — Summary Evaluation on the standard Performance Management Form.  If you are going to review and or edit the full text of the Plan or evaluation, you must also import the Complete Plans.

· Complete Plans contains the full narrative of every responsibility in the Performance Plans.  If you are simple going to analyze the evaluations using the Reports Function, you do not need this data — only the Plan Summaries.

· Performance Diaries contains the full text of all diary entries.  In order to access the information, you must also import the Employee Base Data information.

· Reference Files are things like Evaluations Periods, and miscellaneous files used by PMTools to edit and validate information input by users.

Import — Resolving Data Conflicts

Whenever Import/Export determines that data from the external file should be added to your database, it first checks to see if you have similar data already in your database.  Similar means that the same record exists with the same identifier; for example, an employee's Employee ID.  You can choose to have Import/Export update your database with the data from the external file, OR you can choose to have Import/Export ignore the incoming data.

If you want to have some of your data updated by the external file but not update others, you can import the data separately.  For example, you could import Job Descriptions and treat the incoming data as more correct than your current database and then immediately import Employee Base Data but treat your current data as more accurate and ignore matching data on the external file.

The choices you have for resolving data conflicts are:

· Import data is more correct.  Your database will be updated to show all new records from the external file.  Additionally, your existing data will be updated automatically.  In other words, if the external file has a new name for an employee and you select Employee Base Data, your database will be updated to show the employee's new name.

· Current data is more correct.  Your data will be updated to show new records only.  In other words, if the external file has a new name for an employee and you select Employee Base Data, your database will not be updated to reflect new names for employees.  Your database will be updated however, to reflect new employees that are not currently in your database.

Export File Naming Conventions

Within PMTools, the external files used by the Import/Export program are called export files regardless of whether data is written or read from them.  Don’t be concerned if the section below on importing data talks about identifying the export file.  Obviously, in order for you to Import data, someone had to first Export it.

If you will be exporting data to others, you should consider how they will react to the file names you choose.  By default, PMTools suggests names for export files that include the date the external file was created.  For example, for the Export you created on May 15, 1998, PMTools will suggest a filename of E980515.  The letter E indicates that this is an export file (as opposed to a backup file) and the remaining six characters are the year, month and day.  

You can, of course, change this name to anything you would like. However, make sure it is equally clear to you and the recipient that the file is an export file from PMTools.

Identifying Your Export File Name

The right side of the Import and Export screens looks like a standard Windows file dialog box (Figure 12-14).  As a Windows user, you should be familiar with saving and retrieving files and how to open file folders that refer to directories on a disk drive.  The buttons within the file dialog area labeled Import and Export control whether PMTools creates a new file with the name you have indicated or whether it reads existing data from the file you have indicated. 

Figure 12-14
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Here's how to identify the export file you will be using.  Before beginning, determine where you will place your export file.  Does it go on a diskette so that it can be sent to someone else?  Does it go on a network drive so it can be accessed by someone else?  Or does it go in some working directory on your PC so that you can attach it to e-mail?

1. Click on the down arrow in the disk drives box, and a list of available drive letters will be displayed.  All drives, local as well as network drives, will be listed. The initial drive highlighted in this box is the drive that contains the PMTools programs.

2. Choose one of these drives as the location of the export file and click on that drive.

3. The directory list and file list boxes will automatically change to show the files and directories that are already on that drive. 

4. Select one of the directories shown in the directory list box.  Double-click a directory folder to open it.  If you're using the A: diskette drive, you may only have one directory.  It will be labeled \.

5. The file list box will automatically change each time to select a new directory to show the .ZIP files that already exist in that directory.  By default, the Import/Export screen looks only for files that end with .ZIP.

6. Continue selecting directories and subdirectories until you find the desired location. 

7. A filename will be automatically suggested by the program in the filename box.  You can, however, choose any filename you like — as long as it is a valid Windows filename.  If you choose to use a different name from the one in the box, enter the new name by typing over the suggested filename. When doing an Import operation, you should be able to see the filename you want to import in the file list box.  Simply double-click that filename. You must select an external file name regardless of whether you are importing or exporting data. 

Away We Go!

The program will access the file you have selected and confirm that you really want to import/export data from your PMTools database to/from that file. To keep you company, and the reassure you that something is happening, a status panel (Figure 12-15) and a message panel (Figure 12-16) will be displayed.  

Figure 12-15
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Figure 12-16
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The importation process can take from a few seconds to several minutes depending on the volume of data to be imported.  If you have to import 100 very detailed performance evaluations, it may take about 10 minutes.

“Danger, Will Robinson!”

If you become inpatient and must stop the Import/Export program before it finishes, click on the Stop button on the Progress Panel (see Figure 12-15) or the message panel (see Figure 12-16). This is never a good thing to do:

· Stopping an Import from the message panel will leave unneeded data files attached to the database.   No harm is done, but these files may take up considerable space.

· Stopping an Import from the Progress Panel will corrupt your database and leave unbalanced data files.  For example, you have imported data about employees and their Performance Plan headers, but stopped in the middle of importing the details of each plan.  In other words, you might be able to tell that Bob Smith is an employee with a Plan, but you might not be able to get to any data about that plan.  Run the Verify function of the Backup/ Recover program to fix the worst problems.  There is no solution to an incomplete data problem.

· Stopping an Export at any point will leave unneeded data files attached to the database.  No harm is done, but these files may take up considerable space.

Readin’ and Writin’ and the A: Drive

If you have chosen an external file that will either be read or written using the A: drive, be prepared to change the diskettes several times.  

· If you are exporting a great deal of information, the program may need more than one diskette to store the data.  The program will tell you when to change the diskette.  Be sure that you label each diskette with the external file name and the diskette number (1, 2, 3, etc).  

· If you are importing data from an external file that is two or three diskettes long, make sure you insert the proper diskette at the proper time.  When importing, the program will ask you to insert the ‘last’ diskette of the set and then immediately ask you to reinsert the first diskette.  There is nothing wrong with this — it’s just the program’s way of making sure you have everything.
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Chapter 13 — The Background Data Program

Summary of Program Functions

PMTools depends on a wide variety of data to operate correctly.  Some of this data will be entered by supervisors as they create and maintain their employee databases, performance plans and performance diaries.  However, there are other kinds of data used by PMTools, such as job titles, job descriptions and statewide responsibility statements, that are not usually entered or maintained by individual supervisors.  The Background Data program provides central HR staff and the LAN support staff the ability to change much of the standard text used by PMTools.

The Background Data program was not designed to be used by end-users.  It was designed to be used by experienced support personnel who must customize PMTools to meet the needs of a particular agency or work unit.  If you cannot access this program from the Toolbar, the  kinds of changes made through this program are handled for you by a central support function.  Check with your human resources, personnel or LAN support sections.

Background Data Types

Background Data lets you to change nearly a dozen types of data that are used by — but not changed by — PMTools end-users.  Each type of data is presented as one of the pages of a tabbed notebook (Figure 13‑1).  Hopefully, you will never need to change some of this data, but you never know.
Figure 13-1
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· Company numbers and names

· Job numbers, titles and descriptions

· Department ID codes and names

· Evaluation period dates

· Agency specific responsibilities statements

· Statewide responsibility statements

· Statewide terms and conditions statements

· Supervisor names

· Supervisor-employee reporting relationships

When you want to review or change one of these data types, simply click on the tab of the notebook containing the desired data type.

The Suspend Tab

When you are finished adding or updating data, you can either exit the program by clicking on the  Close  button, or you can suspend its operation. 

If you will be coming back to the program quickly, you may simply want to have the program 'idle' until you come back.  You can suspend the operation of the program with the Suspend tab.  The Suspend tab is provided to prevent possible data errors that might occur if a user attempts to use data that is still in an update mode in the Background Data program.

Using Data Grids to Change Data

Much of the data you can change with Background Data is displayed in data grids (Figure 13-2). Data grids provide access to a great deal of information at one time.  However, they make editing the data more complicated.  You can think of data grids as small spreadsheets — the data is arranged in rows and columns.  And just like a spreadsheet, you can see a great deal of information and quickly move to the cell you want to change.  

Figure 13-2
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Here is a simple “How To” guide to editing data in data grids.  These samples are taken from the section on updating Evaluation Periods in this chapter.

How to change data in a row

1. Click on the cell you want to change.  This will select that cell of the grid. It should turn blue.

Figure 13-3
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2. Click again (but avoid a quick double-click).  This will select all of the text in the cell.  If you intend to completely replace the data, you can begin typing now.

Figure 13-4
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3. Click one more time to position the text cursor within the selected text.

Figure 13-5
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4. Enter your new data.  You can use the arrow keys, delete key and insert key to move around inside the cell.

To save your changes, click on any other cell.  You must move away from the cell you have changed in order for the program to notice that you are finished.

How to add a new row

1. Click on a cell anywhere in the grid.  It is not necessary that you insert your new data exactly where it belongs in grid.  The program will automatically rearrange the data after you're finished.

2. Press the Insert key.  This will cause a blank row to appear in the grid. 

Figure 13-6
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3. Begin typing to insert data into the blank cell.

4. Click in each cell of your new row that needs data.

5. Finally, click on any other row to save your changes.  You must move away from the new row in order for the program to notice you are finished.  Don't be surprised if your new row moves to another location in the grid.  The Background Data program must keep the data in the proper sequence in order for you to use it later.

How to delete a row

1. Click on any cell of the row you want to delete.

2. Press and hold the Ctrl key; then press the Delete key.

3. A message will be displayed asking you to confirm that you want to delete this data.

Figure 13-7
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4. Click on the OK button to delete the row.

Simple and Complex Data Grids 

Although it would be nice to have one set of standards and procedures to use when changing data, the wide variety in the data types in PMTools makes that impossible.  The six data types listed below can be presented and updated in a simple grid format as described.  

· Companies

· Jobs

· Department IDs

· Evaluations periods

· Supervisors

· Employee-Supervisor reporting relationships

The remaining data types use the data grid as a tool for you to select the data you want to update.  

· Job responsibilities

· Agency responsibilities

· Statewide responsibilities

· Terms and Conditions

In order for you to actually change these more complex data types, the Background Data program will display one or two additional screens with additional data items.  

Data Grid for Company Data

Figure 13-8
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The Companies tab (Figure 13-8) provides access to the company names and numbers used in PMTools. 

PMTools automatically installs all of the companies approved by the State Department of Audits.  From time to time, however, the names may change or you may want to change the spelling of a company name.  You may even work for a new company that is not shown in the original list.
Editing rules

Here are some rules that will make entering data for companies more accurate:

· Company Number is a required three digit number.

· Company Name can be anything you want to enter up to 40 characters.

Where is this data used?

Data about companies is used in the Employee Maintenance program to identify where employees work.  Because all of your employees probably work in the same company or agency, you will probably use the same company number for everyone in the database.  On the other hand, if you and your employees work in an agency that is attached to larger agency, it is important to be able to identify your employees separately — particularly in a shared database, such as a LAN.

Neat Stuff # 1

You may want to consider deleting all companies except your own.  This simple trick will greatly simplify data entry through Employee Maintenance and avoid mistakes.  It may take a few minutes to delete all the other companies, but it may well be worth the time.

Data Grid for Job Titles

The Jobs Titles tab (Figure 13-9) provides access to the job titles used in PMTools. PMTools automatically installs job title information for every classified and unclassified job title in Georgia state government.  The Georgia Merit System will periodically provide you with updates to this list of job titles. 
Figure 13-9
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To sort the data in a grid by a different field, simply click on the column headings of the data grid.   

To locate a particular row of data in the Job Title data grid using the search feature, click on the Go To field and begin typing the first few characters of the desired row.  Make sure the data you enter matches the sort order.  In this example, you could enter “320…” to go to the rows for Mechanic jobs because the data grid is ordered by Job Number.  You could not enter “Mech…” because the data grid is not sorted by Job Title.
The sort and search features are not available on every screen.

Editing rules

Here are some rules that will make entering data for the job titles more accurate:

· Job Number is a required five character code, and it uses standard GMS job codes or State Auditor’s job codes.  Auditor’s job codes begin with A or G.

· Job Title can be anything you want up to 40 characters.

Be careful not to double-click on a Job Number.  Double-clicking will access the job description and job responsibilities. See the section below on Job Responsibilities if you need to change to job description.

Do not delete the apparently blank line at the top of the data grid.  It is there to prevent incorrect job titles from showing up on reports.

Where is this data used?
Job data is used in the Employee Maintenance program to identify the employee's job.  Job title information is used in the Performance Planner whenever you create a new performance plan.  As you will recall, the performance plan includes information about the employee’s job title and the supervisor's job title.  In the Performance Planner, you do not need to type in this information — it can be included automatically based on the data entered in this grid, and the job code you assign to yourself, and the employee in the Employee Maintenance program.

Using Job Titles to Get to Job Responsibilities

PMTools automatically installs every job description approved by agencies and submitted to the Georgia Merit System. Updates to these job descriptions will periodically be distributed by the Georgia Merit System. 

To access the job description and job responsibilities for a job, simply double-click on the job title.

The initial data grid for job responsibilities (Figure 13-10) contains only the first line of text from each responsibility currently in the job description.  

Figure 13-10
       
[image: image181.png]Background Data =101 ]
E

Wambor Responsibities for MECHANIC =
& Ferforms veice e et dagnostc checks o engine an cler ctorzed operat]
B Manages e prts warehousing roaram or e agency.
B Test, nspects o evalutes veicles and ecupment forpraper o sfe aperation por
o [Compls v ahpersonal ana workzone safty e and eguaton. ey ntuct sssi _|
o [Superises sssine workers e generalovetau an repa of vehices and mechart
o [Uses ot maitins a wide varty ofhand e powerdvenoolsanl sqipmert. Way
o [Completes reured accumentaton forms snlreports
B it n acsute vl oftecs pare ers,fusk,of and cler gl ma s
o [Schedules work actvtes based upon repa riortie, et ocation and pats avate |
O petails | D New | i Delete | Byprintn
aepend{Comparte: lob Ties {Deparierts JEval Pt figency Fecpors
Double-clck!o it he responsiily 2 Help





You can review or edit the  Details  of a responsibility, insert a  New  responsibility,  Delete  a responsibility, or print the text of a job description.  The  Jobs  button will return you to the list of job titles. 

Editing Rules

Changing data in this data grid is slightly different from the changes described for other data grids.  To change the wording of a responsibility, double-click  a responsibility or highlight it and click on  Details .  See the section on Changing Responsibility Text below for instructions on changing individual responsibilities. 

If you are using PMTools as a stand-alone application, you can customize job responsibility statements independently of central HR functions. In multi-user environments your ability to add or change agencywide responsibilities may be limited by the needs of central HR or LAN administrators to maintain a consistent set of responsibilities for everyone. 

Where is this data used?

Job description data is the foundation of good performance plans.  This data is used in the Performance Planner to provide the basis for a plan.  Each job description responsibility becomes a performance plan responsibility and the associated job description standards become performance plan expectations.

Neat Stuff # 2

In addition to the standard job descriptions, your agency may have established job descriptions for job titles that do not traditionally have written job descriptions, such as job titles beginning with A or G.   You can create new job descriptions for these jobs.  In LAN environments, central HR functions can create the job descriptions for these jobs using the Job Responsibility tab and have those descriptions available to all supervisors and managers.

Neat Stuff # 3 (but a lot of work)

Your agency may have a policy that requires supervisors and managers in your agency to only use common statewide jobs or jobs specifically developed for your agency.  The PMTools database, of course, includes every job currently available in any agency.  The complete set of job descriptions makes up more that 40% of the size of the PMTools database.  In LAN environments, you can restrict the list of job titles seen by supervisors and managers to only those job title you have approved.  This will also greatly reduce the size of the PMTools database.  

This is not something to be undertaken lightly.  It will require the assistance of a highly skilled LAN administrator, careful use of the Import/Export program, the empty template database provided with PMTools and, of course, your skill in using the Import / Export program.

1. Using the Export function (see Chapter 12 — The Import/ Export Program), create a series of export files that contain the job titles and job descriptions of the common jobs and agency-specific jobs you want supervisors and managers to use.  You may want to limit the common jobs to a particular series.  Don’t forget to export the necessary traditional unclassified job titles that begin with A or G.  You may have to create three or more export files.  Be sure to give each a unique filename.

2. Have the LAN administrator copy any DB_J*.* files from the Database\Template directory to the Database directory.  This will overlay the complete PMTools job and job description databases with an empty database.  No performance plan data will be affected.

3. Now you can Import the files containing your selected common, agency-specific and unclassified titles and job descriptions into this empty database.

Again, this is not something to be undertaken lightly and not without lots of planning and technical assistance.  However, it does work and your supervisors and managers will be presented with a much shorter list of job titles.

Data Grid for Departments

The Departments tab (Figure 13-11) provides access to the unit codes and titles used in PMTools.

PMTools automatically installs the department code and name for every department in Georgia state government.  The Georgia Merit System will periodically provide you with updates to this department list.

Figure 13-11
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Editing rules

Here are some rules that will make entering data more accurate:

· Company is required.  Use your standard company number from the State Auditor’s list.

· Department ID is a required field and it uses the same format as that used in Phoenix.  

· Department Name can be anything you want to enter up to 50 characters.

Where is this data used

Organization Unit data is used in the Employee Maintenance program to identify where employees work.  Unit names are used in the Performance Planner whenever you create a new performance plan.  As you will recall, the Performance Plan includes information about the work unit of the employee.  This information is also used in the Performance Analyzer where it gives managers the ability to view and analyze overall performance evaluations among units.

Neat Stuff #4 (but a lot of work)

You may want to save some space in the PMTools database by eliminating Organization Units from other agencies.  Supervisors and managers should never see them, but they do take up considerable space in the database. The PMTools database includes every unit code and description for every agency. 

This is not something to be undertaken lightly.  It will require the assistance of a highly skilled LAN administrator, careful use of the Import / Export program, the empty template database provided with PMTools and, of course, your skill in using the Import/Export program.

1. Using the Export function (see Chapter 12 — The Import/ Export Program), export the organization units for your agency.  Be sure to give this file a unique name.

2. Have the LAN administrator copy any REF_ORGN.* files from the Database\Template directory to the Database directory.  This will overlay the complete PMTools organization unit database with an empty database.  No performance plan data will be affected.

3. Now, you can Import the files containing your selected organization units into this empty database.

Again, this is not something to be undertaken lightly and without lots of planning and technical assistance. 

Data Grid for Evaluation Periods

The Evaluation Periods tab (Figure 13-12) provides access to the evaluation periods used in PMTools. PMTools automatically installs data for evaluation periods through 2000-2001.   These evaluation periods use the standard July 1 through June 30 designation for the actual dates of the evaluation period.  You can use this data grid to change the beginning and ending dates of existing evaluation periods, or to add new evaluation periods.  All date fields are Y2K compliant and require the entry of a full four-digit year.  

Figure 13-12
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You can “lock” an evaluation period by placing any character, such as an “L” in the column labeled Locked.  You may want to lock an Evaluation Period after all work has been completed to prevent accidentally changing completed evaluations.  Plans and evaluations in locked periods are still available for viewing and can still be used to create new plans in later years.  If you need to modify a performance plan in an Evaluation Period that is locked, you can delete the “L” from the Locked field.  Be sure not to delete the entire row.

You must be extremely careful when deleting evaluation periods.  If you delete or change the identifier for a period, you will not be able to access any performance plans or performance diaries you have created for that period. 
Editing rules

Here are some rules that will make entering data more accurate:

· Evaluation Period is normally formatted in PMTools similar to a fiscal year, 1996-1997.  You may, however, use any identifier or format that you like that is nine or fewer characters.

· Begins On date must be a valid month/day/year, and it must be entered using the dash character.  For example, 07/01/1998.

· Ends On date must be a valid month/day/year, and it must be entered using the dash character.  For example, 06/30/1999.

You may leave either or both of the dates blank; however, entering them here simplifies data entry for supervisors as they develop performance plans in the Performance Planner.

Where is the data used?

Data about evaluation periods is used throughout PMTools.  Because you will be storing information about performance evaluations over an extended period of time, PMTools marks each performance plan and diary entry with an evaluation period.  Additionally, the beginning and ending dates of the evaluation period are copied into the performance plan.  

You will also see the complete list of evaluation periods as drop-down lists at the bottom of  the Employee List, Performance Diary, Performance Planner, Prepare MRF and Print Reports programs. 

Data Grid  for Agency Responsibilities

The Agency Responsibility tab (Figure 13-13) provides access to the full text of any agency-specific responsibilities you have previously added to your PMTools database.  

PMTools does not automatically install any agency responsibilities.  However, your agency may have established a set of agency specific responsibility statements that need to be included in all performance plans.  By including them in the database before any performance plans are created, you can save yourself or your supervisors a great deal of time and effort.  

The data grid for agency specific responsibilities contains only the first line of text from each responsibility currently in the database.  

Figure 13-13
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Editing Rules

Changing data in this stated grid is slightly different from the changes described for other data grids.  To change the wording of a responsibility, double-click on the responsibility and the responsibility detail screen will be displayed. 

If you are using PMTools as a stand-alone application, you can customize agency specific responsibility statements or even include work unit specific responsibilities.  In multi-user environments your ability to add or change agencywide responsibilities may be limited by the needs of central HR or LAN administrators to maintain a consistent set of responsibilities for everyone.  Regardless of how your agency specific responsibilities are added to the database, PMTools will automatically include them in any performance plans you create rather than adding them to each performance plan individually.

Where is this data used?

The Performance Planner is used to create and maintain performance plans.  Whenever you create a performance plan from scratch, PMTools will automatically include any agency-specific responsibilities in the database.  Once they are included in your performance plan you can use the performance planner to revise or extend responsibility or expectation statements.

Agency-specific responsibility statements are included immediately after job and individual responsibilities and immediately before statewide responsibilities.

Data Grid  for Statewide Responsibilities

Figure 13-14
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The Statewide Responsibility tab (Figure 13-14) provides access to the full text of the standard responsibilities required by the Performance Management Process. 

The GeorgiaGain Taskforce established several Statewide Responsibilities that should be included in every performance plan for every employee, plus one Statewide Responsibility for every supervisor and manager.  These have been automatically installed in the PMTools database.

Editing Rules

Caution!  It was the intent of the GeorgiaGain taskforce that these Statewide responsibilities retain a consistent wording across all agencies.  The ability to change any of the text of these responsibilities is not available to users without special assistance from the PMTools Helpdesk at the Georgia Merit System.

The data grid for Statewide Responsibilities contains only the first line of text from each responsibility currently in the database.  In general, these Statewide responsibilities should not be changed.  However, if your agency has decided to modify them, this data grid provides you with that capability. 

Changing data in this data grid is slightly different from the changes described for other data grids.  To change the wording of a responsibility, double-click on the desired responsibility and the responsibility detail screen will be displayed. 

If you are using PMTools as a stand-alone application, you can customize the standard Statewide Responsibility statements or even add new ones.  In multi-user environments your ability to add or change responsibilities may be limited by the needs of central HR or LAN administrators to maintain a consistent set of responsibilities for everyone.  

Where is this data used?

The Performance Planner is used to create and maintain performance plans.  Whenever you create a performance plan from scratch, PMTools will automatically include any Statewide Responsibilities in the database.  

Data Grid  for Terms & Conditions

The Terms & Conditions tab (Figure 13-15) provides access to the text of the standard Terms & Conditions required by the Performance Management Process.  The GeorgiaGain Taskforce established several responsibilities related to Terms and Conditions of employment that should be included in every performance plan for every employee.  The standard texts have been automatically installed in the PMTools database.

Figure 13-15
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Although the text of each Terms & Conditions responsibility is standard, each agency is free to establish its own wording for the performance expectations.  This data grid can be used to insert any standard wording into the responsibilities before creating performance plans.  When performance plans are created, the complete Terms & Conditions wording — standard and agency-specific — will be automatically included in the plan for the supervisor.
Editing Rules

Caution!  It was the intent of the GeorgiaGain taskforce that these Terms & Conditions retain a consistent wording across all agencies.  The ability to change the responsibility text is not available to users without special assistance from the PMTools HelpDesk at the Georgia Merit System.

The data grid for Terms & Conditions contains only the first line of text from each responsibility currently in the database.  In general, these Terms & Conditions should not be changed. Each agency should have established a set of expectations for each of the Terms & Conditions.  Additionally, if your agency has decided to modify them, this data grid provides you with that capability. 

Changing data in this data grid is slightly different from the changes described for other data grids.  To change the wording of a responsibility expectation, double-click on the desired responsibility and the responsibility detail screen will be displayed. 

If you are using PMTools as a stand-alone application, you can customize the standard Terms & Conditions or even add new ones.  In multi-user environments your ability to add or change Terms & Conditions may be limited by the needs of central HR or LAN administrators to maintain a consistent set of responsibilities for everyone.  

Where is this data used?

The Performance Planner is used to create and maintain performance plans.  Whenever you create a performance plan from scratch, PMTools will automatically include any Terms & Conditions in the database.  Once they are included in your performance plan you can use the Performance Planner to revise or extend expectation statements.

Data Grid for Supervisors

Figure 13-16
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The Supervisors tab (Figure 13-16) provides access to the list of supervisors authorized to use PMTools.  
As supervisors sign on to PMTools, they must identify themselves to the Sign-on program.  The database of authorized users is normally created by individual supervisors when they sign-on for the first time and use the Create New User feature.  

However, central HR functions may want to provide more support to supervisors, particularly in high turnover areas.  This data grid lets you add new supervisors or delete existing supervisors.  Used in conjunction with the Employee-Supervisor Link data grid, central HR functions can move employees to new supervisors when the employee is transferred or change the supervisor for all of a department’s employees in just a few minutes.

Editing rules

Here are some rules that will make entering data for supervisor more accurate:

· Employee Id must be consistent with the PeopleSoft Employee ID (in order to allow data to be exported from PMTools to Phoenix).  

· Supervisor’s Name can contain any text you would like up to 40 characters. 

Where is the data used?

Supervisor data is used primarily by the Sign-On program as part of the security feature of PMTools.  Information about supervisors is used throughout PMTools, particularly the Employee List program, to control access to employee data, performance plans and diary entries.  

Here are some special precautions and advisories:

· If you add a new supervisor through Background Data, that supervisor’s initial password will be PMTOOLS.  The supervisor must use this password when they sign-on for the first time, but they may change the password at any time.  If the supervisor attempts to sign-on using the Create New User feature, they will get an error indicating that they are already in the database.

· If you delete a supervisor, you must be certain that no employees are shown as linked to that supervisor in the Employee-Supervisor Linkage data grid.  Although the employee data and any performance plans will not be deleted, it will be impossible to access them.

Data Grid for Employee-Supervisor Link
The Employee-Supervisors Link tab (Figure 13-17) provides access to the list of linkages PMTools maintains between supervisors and employees.  As supervisors add employees to the database through the Employee Maintenance program, PMTools automatically establishes a link between the supervisor and the employee.  In multi-user environments, such as LANs, this linkage is a critical part of  the internal security of PMTools.  It also ensures that supervisors don’t have to select their employees from the hundreds that may be in the database. 

Figure 13-17
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Central HR functions may want to provide more support to supervisors, particularly in high turnover areas.  This data grid lets you change the relationship between the list of employees in the database and the supervisors responsible for their performance planning.  Used in conjunction with the Supervisor data grid, central HR functions can move employees to new supervisors when the employee is transferred or change the supervisor for all of a department’s employees in just a few minutes.

The data in this grid comes from the employee database.  It shows every name in the database and the Employee ID of the supervisor responsible for performance planning.  The data is organized by Department ID and Employee Name.  This sequencing should group employees together in logical work units and indirectly cluster employees by current supervisor.

Editing Rules

Here are some rules that will make entering data about Supervisor-Employee linkage more accurate:

· Supervisor ID is the only field that can be changed.

· Supervisor ID must be consistent with the PeopleSoft Employee ID in order to be able to export data from PMTools into Phoenix.  No editing is performed to verify if the ID belongs to a supervisor in the database.

· You may leave Supervisor ID blank if necessary.

Unlike other data grids, new rows of data cannot be added and rows cannot be deleted.  Employees are added through the Employee Maintenance program.  If you want to delete an employee and all current and past performance information, use the delete function in the Employee Maintenance program.  However, if you want to simply note that the employee is not longer reporting to a supervisor (they have terminated) erase the Supervisor’s ID from the data grid or change it to some special ‘dummy’ supervisor that will remind you that the employee has terminated.  

Here are some special precautions and advisories:

· If you change an employee to a new supervisor, the old supervisor will no longer be able to access any of the previous performance plans or diary entries.

· If you change an employee to report to a ‘dummy’ supervisor, no one will be able to access any of the current or previous performance plans or diary entries.

Where is the data used?

Employee-Supervisor data is critical to the internal security of PMTools.  It is used primarily in the Employee List program to control access to employee data, performance plans and diary entries.
Changing Responsibility Text

Whenever you attempt to add or change a responsibility through the Job Responsibility, Agency Responsibility, Statewide Responsibility, or the Terms & Conditions data grid, you will be presented with the Responsibility Detail screen (Figure 13-18).   The subtitle of the window changes depending on the data grid you were using. 

Figure 13-18
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You may notice a great deal of similarity between this screen and the Responsibility Detail screen in the Performance Planner.  Both let you change the text of responsibilities — the Performance Planner is used to change the text of responsibilities associated with specific individual performance plans while this screen is used to change the text of general or system-wide responsibilities.  Any changes you make here are not reflected in existing performance plans.  However, these changes will be reflected in any new plans you create.

 If you are changing a responsibility, the text of that responsibility and the performance expectations associated with it are displayed.  If you indicated you wanted to add a responsibility, the responsibility and performance expectations sections will be empty.  Text can be entered either by manually keying the text or by using standard Windows cut-and-paste techniques to copy information from any Windows word processor or other Windows products such as PMTools.

It might also be a good idea to check your spelling.  Just like other PMTools’ screens that allow text entry, you can invoke the built-in spell checker by clicking the  Spelling  button.

Once you have completed reviewing and/or changing the text of the responsibility, you must click on the  Save  button in order to save your changes. If you want to discard your changes, click on the  Cancel  button. 
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Chapter 14 — The Spelling Checker

Summary of Program Functions 

Every screen that allows you to enter large amounts of text also allows you to check your spelling.  The spell check built into PMTools uses an extensive dictionary and provides for a user dictionary of words and acronyms not in the standard dictionary.

Starting the Spelling Checker

Whenever you see the  Spelling  or  Spell Chk  buttons (Figure 14-1), simply click it to start the built-in spelling checker.

Figure 14-1
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The Spelling Dialog

Those of you who have used Microsoft Word 6.0 in the past may recognize the PMTools spelling dialog box (Figure 14-2).  The spelling checker used by PMTools has a user interface that is similar to the one used in the Windows 3.1 version MS Word. 

Figure 14-2
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How Does It Work?
For you WordPerfect users (and others who may not have seen this dialog box before), let's review the basics.   By the way, Spell Check has its own HelpSpellCheckDialog@ADSPELL.Hlp button if you want even more instructions.  

The spelling checker supports a custom user dictionary that can be different for each user.

Boxes with Words in Them

· The word displayed in the top box is the 'problem' word found in your document.  To help you understand the context in which this 'problem' word was found, the spell check dialog box is usually displayed just below the 'problem' word . If you, read the line of text just above this box, you may see the misspelled word in context.

· The second box displays a suggested replacement that seems (to the program) most likely to be correct. 

· The third box displays a list of other possible corrections that are in the standard dictionary.
Picking the Correct Spelling
· If your original spelling is correct, click on  Ignore .  If you know that this word appears several times in the document being checked,  click on  Ignore All .   If you use this word frequently in PMTools, you may want to click on the  Add   button and add the word to you personal dictionary.

· If the suggested replacement is correct, click on  Change .  If you know that this word appears several times in the document and you may have misspelled it the same way, click on the   Change All  button.

· If one of the words shown in the word list is the correct one, click once on the correct word.  That will move it to the 'Replace with' box, then click on  Change  or  Change All .
Entering the Correct Spelling

If you do not see the correct spelling in the suggestions from the program, you will have to enter the correct spelling manually.

· Place the cursor in the 'Replace with' box.

· Type in your correction.

· Then click on Change or Change All.
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Chapter 15 — Installing PMTools for Single Users

This chapter provides detailed instructions for installing PMTools under Windows  Windows 95, Windows 98, Windows NT  and 2000. 

Minimum Hardware/Software Requirements

Before beginning the installation of PMTools, spend a few minutes reviewing these minimum hardware and software requirements.  PMTools was designed to operate on the widest possible range of computers.  These minimum requirements are generally accepted standards for effective PC use.  If your system does not meet or exceed these requirements, you may not be able to install PMTools or the performance of PMTools may not be acceptable.

Minimum Configuration under Windows 95, 98, 2000 and NT

Minimum Hardware Requirements:

· 486 DX PC running at least 66mHz

· 16 Mb of memory (64 Mb is recommended)

· 50 megabytes of free disk space on the drive where you will install PMTools and 5 megabytes of temporary free space on the drive that contains Windows.

· VGA color monitor 

· mouse or other pointing device

Minimum Software Requirements:

· Any release of Microsoft Windows 95, 98

· Windows NT 4.0 or greater

·  Windows 2000 

In order to make full use of PMTools, you will also need the ability to print the Performance Management Form, Management Review Form and Performance Diary.  A laser printer is recommended.  Other high speed printers (inkjets and very fast dot matrix printers) may be used; however, the quality and speed of output may not be acceptable to you.  The Georgia Merit System does not provide printer support.  Although we will assist agencies with printing problems, no guarantees are provided.  Problems are known to exist in printing the PMF on some older inkjet printers

Instructions for Windows 95, 98, NT and 2000

PMTools uses the industry standard InstallShield program to automate most of the installation process.  If you have ever installed other PC software, you will recognize the steps in the installation process.  

1. Close any other applications you may have running including virus checkers. Certain virus checkers can make the process take 5 times longer than normal!

2. Click on the Start button.

3. Click on the Run item.

4. In the dialog box, type a:setup for diskette installation or d:setup to install from CD, where d: represents the letter assigned to your CD drive.   The CD does not contain an AutoRun file.

5. Follow the instructions within the Setup program.  InstallShield will prompt you when it is time to change diskettes.

· Accept the default values presented during the installation process.  Experienced users may change these default values; however, the ability of the GMS to provide support will be greatly reduced.

· Do not attempt to install PMTools as a LAN-based  application using this process.  The LAN version of PMTools is a separately priced product that requires the assistance of the LAN administrator and the GMS.  The LAN installation process is described in detail in the next chapter. 

· Do not install the single-user version on a network drive.  The large amount of disk space needed will make your network administrator very unhappy without prior notification and planning.  Also, if any other users install PMTools to the same network drive, your data or theirs will be erased.

6. Reboot your machine as the final step of the installation procedure.

What Happens During Installation?

During the installation process, several new directories are created on your PC.  Assuming you accepted all the default values, the structure looks something like this:


C:\PMTOOLS


C:\PMTOOLS\DATABASE


C:\PMTOOLS\DATABASE\FORMAT


C:\PMTOOLS\DATABASE\TUTORIAL

Here’s what gets stored in each of these directories:

· The C:\PMTOOLS directory contains the PMTools programs described elsewhere in this manual. Additionally, the dictionaries for the spelling checker and some miscellaneous text files are stored here.

· The  C:\PMTOOLS\DATABASE directory contains the database used by PMTools.  Even before you make your first entry, this database is full of information — department numbers, organizational unit codes, job titles and job descriptions.  Empty files that will contain data about your employees, performance plans and performance diaries are also in the database.

· The C:\PMTOOLS\DATABASE\FORMAT  directory contains a totally empty database.  Why?  In case your working database becomes corrupted, PMTools has an empty database for use in recovering your data.  See Chapter 11. 

· The C:\PMTOOLS\DATABASE\TUTORIAL contains a small database that is used whenever you access the tutorial functions.  See Chapter 3.

In addition to its own directories, PMTools places a few files in the directories maintained by Windows.  For example, PMTools stores information about the Toolbar and how you use PMTools in the Windows directory.  Special files called DLLs (dynamic linklibs) are stored in the Windows\System directory.  These DLLs handle the Zipping and Unzipping of data when you use the Backup/Recover (see Chapter 11) or the Import / Export (see Chapter 12) functions.  

Finally, the install program creates a directory called  C:\PROGRAM FILES\BORLAND\COMMON FILES\BDE.  In this directory the install program places the Borland Database Engine  (BDE). This small program is necessary to provide PMTools with the ability to access data from its database which is a Paradox database. 

But I Already Have Paradox On My PC!

Don’t worry!  If the install program notices that you already have the BDE installed, it will use yours.  This will keep your current programs and databases safe, but it may present a problem to PMTools.  PMTools takes advantage of some features that are not supported by the older versions of the BDE.  If you notice that PMTools displays error message about ODAPI or IDAPI or unsupported database operations, call the GMS Help Desk for assistance in updating your copy of the BDE.   Updating your BDE is your responsibility.  The GMS cannot provide support for products that you purchased elsewhere.
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Chapter 16 — Installing PMTools for LAN Users

Summary of Program Functions

PMTools is available as both a standalone end-user product and a LAN-based product.  The LAN version of PMTools is intended to be installed by  LAN Administrators under the direction of GMS representatives.  

The LAN version of PMTools has three major modules — the centrally administered database, the network workstation software, and standalone software for remote users. It is recommended that all PMTools software modules be installed locally to decrease user response time and network traffic.

Product Concept

PMTools LAN version is not a client-server application. The LAN version is designed to maximize the amount of processing at the user’s workstation and minimize the burden on servers and transport mechanisms.  There is no server-based software component that communicates with user workstations. 

The LAN version is a modification of the standalone PMTools application.  The modifications set, recognize and handle record level locking of the shared database.  The underlying database is a Borland Paradox database that is queried using native Paradox techniques through local copies of the Borland Database Engine (BDE).  Contention is detected and reported locally.  Data access is achieved 99% of the time through direct access to the rows needed.  OBDC is not used.  

The typical user session will access the central database only to read and post performance and security data created or updated by the user.  The locally running applications do not need to reference the database for information about screen content or message text.  All message texts are internal to the programs.  Additional information about the operation of PMTools is stored locally in INI files.

Server Installation

Setting up the server-based components of PMTools involves the creation of several directories and sub-directories on a network disk(s) shared by all users.  These directories will store the PMTools database, as well as the installation sets for network workstations and remote standalone users.   The PMTools database and installation sets can be placed on different drives.

User-drive mapping of the PMTools database is not critical.  Individual users can map the PMTools database to any desired drive letter, but once set for a user it cannot be changed. 

For planning purposes, storage requirements can be calculated using the following:

PMTools Database Space Requirements
	50 Mb
	PMTools database as delivered

	2mb
	Planned growth per 100 employee per year


Installation Sets Space Requirements
	8 Mb
	Network Workstation Setup

	16 Mb
	Standalone Workstation Setup


Set up the network server by running SETUPLAN.EXE on the PMTools LAN Version CD.  PMTools uses industry standard InstallShield installation software.  During the installation process you will be asked to provide the drive and directory to be used for the database and for the installation sets.  The drives can be different.

Once the installation process has ended. You should see the following directory structure.  The User Permissions are bare minimums and may need to be expanded if complex functions, such as Verify/Restore and Import/Export are used.

	User Permissions
	Directory Name
	Directory Contents and Usage

	R
	\PMTools
	Root directory for PMTools

	CRW
	\PMTools\Database
	Database for user updates

	R
	\PMTools\Database\Format
	Empty  database for reference 

	CRWD
	\PMTools\Database\Work
	User workspace

	R
	\PMTools\Setups
	Setup root directory

	R
	\PMTools\Setups\Network
	Setup for network users

	R
	\PMTools\Setups\Remote
	Setup for standalone users



C = create
R = Read
W = Write
D = Delete

Networked Workstation Setup

When properly configured, the Server should contain a networked workstation installation set — SETUPNWS.EXE.  Within this installation procedure, the option exists to set up the workstation as a Network Administrator or Network Workstation.  Most users should be set up as Network Workstation.  Users in the Human Resources office and the LAN Administrator’s office should be set up as Network Administrators.  The Network Workstation option limits the number of programs installed to those absolutely needed by end-users.  The Backup/Restore, Import/Export and Background Data programs are not installed under the Network Workstation option but are installed under the Network Administrator option.

Both setup options will create the necessary directories and files on a network-connected PC.  Although no database files will be installed on the end-user’s workstation, database directories and sub directories will be created.  All database activity should be pointed at the server database through the end-user’s INI file.  

User-drive mapping of the PMTools database is not critical.  All users should map the PMTools database to the same drive letter. Disk space on the networked workstation is approximately 15mb.

You might want to reference Chapter 15 – Installing PMTools for Single Users.  

Remote Workstation Installation

When properly configured, the Server should contain a remote workstation installation set — SETUPRWS.EXE.  This set will create the necessary directories and files on a workstation that will not use the central database. 

The remote workstation installation is the same as the standalone installation.  It is intended to use a local database and not share the central database.  Movement of data to and from the central database must be accomplished through the Import/Export program.

Disk space on the remote workstation is the same as a standalone PC.

You might want to reference Chapter 15 – Installing PMTools for Single Users.  

Additional Installation Software

In addition to the installation setups placed on the server, PMTools LAN version provides a CD and diskette copy of  the standalone version of PMTools for use with true standalone/remote users.  

Network and Standalone Features to Turn Off

The PMTOOLS.INI file stored in the Windows directory of any local installation (network, remote or standalone) contains several sections and variables.  The following table details the settings for Network Workstation.[Installed] section.

	Initial

Values
	Program

Affected
	Values and Effects

	SO=1
	Sign-On 
	Leave set to 1

	EM=1
	Employee Maintenance 
	Leave set to 1

	PP=1
	Performance Planner
	Leave set to 1

	PD=1
	Performance Diary
	Leave set to 1

	MF=1
	Prepare MRF
	Leave set to 1

	SF=1
	Prepare Short Form
	Leave set to 1

	PF=1
	Print Reports
	Leave set to 1

	BR=1
	Backup / Recover
	0 will disable for user

	IE=1
	Import / Export
	0 will disable for user

	DM=1
	Background Data
	0 will disable for user

	RE=1
	Unused
	Leave set to 1

	HT=1
	Help / Tutorial
	Leave set to 1


Users installed as Network administrators will have similar INI content with the exception of the BR, IE and DM variables, which will be set to 1.

Central HR Functions Want Into the Act

If your LAN installation is serving as a central repository for performance data, your HR/Personnel office may want to further reduce the capabilities of network users.  Additionally, some features that are not normally installed will need to be activated for the HR office.  These special features permit the HR staff to make some changes to the database centrally. 

The PMTOOLS.INI file for HR staff may require the following changes in the [Performance Management Process] section.

	Initial

Values
	Values and Effects

	Access=User
	Change to Agency

	SWRespAccess=0
	Leave set to 1

	TCRespAccess=0
	Leave set to 1


These changes permit HR users to modify normally protected text in the Background Data program.

Upgrading From Single User License

When installing the PMTools network workstation on a PC that previously had a copy of the standalone version, be sure to Export any existing performance plans, diary entries and employee data that the user wants to save.  Also, note the contents of  the DBDIR-Real variable in the [Database] section of the PMTOOLS.INI file.

The network setup will change the INI file to point to the server database.  After the network workstation installation is complete, the exported data can be imported by the HR office, LAN administrator, or the user (if the Import/Export function is not disabled).

After the data has been imported successfully into the server database, you can delete the contents of the directories previously referenced by the DBDIR-Realvariable.
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Appendix A — Glossary

These terms are used in the Complete Guide to PMTools.  Many of these terms are Windows-related and you may not be familiar with them even though you may use Windows every day.

Approval Code

An approval code is a five-digit number issued by the Georgia Merit System Help Desk to users who have forgotten their password.  Each user’s Approval Code is different.  The approval code allows the user to change the unknown current password to a new password.

BDE (Borland Database Engine) 

The BDE provides PC programs with access to information stored in computer databases through use of a standard communications protocol.

Check box

In a window, a check box is a small, square field that you can click ‘on’ or ‘off’ with the mouse.  When ‘on’, it displays an X or check mark in the square; when ‘off’, the square is blank.  Check boxes are not exclusive -—they can be turned ‘on’ and ‘off’ independently of each other.  When used in clusters, more than one can be ‘on’ at the same time.

Combo box 

A combo box allows you to either type an entry directly into the edit field or select an entry from the available drop-down list.

CONFIG.SYS

The CONFIG.SYS file contains information about your PC’s configuration, including which device drivers are loaded, how memory should be allocated and any network connections.

Cut-and-Paste

Cut-and-paste refers to the Windows technique for moving or copying text from one place to another.  The first phase involves ‘cutting’ or copying the original text to Window’s internal clipboard.  The final phase involves ‘pasting’ the text from the clipboard into your document.  You can find more information about cut-and-paste in your on-line Windows Help.

Dialog Box

A dialog box is a special Window that is used by a program to obtain information from the user.  When the necessary information has been supplied, the dialog box disappears.

Drag

Drag refers to the Windows process for moving information from one location to another.  The information to be moved is highlighted; then with the left mouse button depressed, the cursor is moved to the new location and the button released.  Dragging is the first part of Drag and Drop.

Drag and drop

Drag and drop refers to the Windows process for moving information from one location to another.  The information to be moved is highlighted; then with the left mouse button depressed, the cursor is moved to the new location and the button released.

Drag pointer

During a Drag operation, the mouse pointer changes from its usual shape by adding a small rectangle to the pointer. The idea is to suggest that something (a file or document) is attached to the pointer. 

Drill down

Drilling down refers to moving from summary information to supporting detail.

Drop-down list

When an editable accepts a limited number of values, the program may provide a list of those values that drops down below the editable area.  A drop-down list is most often combined with an edit field to form a combo box.


Edit field

An edit field is an isolated area, usually white, into which you enter data.  An edit field may be combined with a drop-down list to form a combo box.

Evaluation Period

Performance planning and evaluation activities are conducted for a defined period of time — usually one year.  

GUI (Graphical User Interface)

The part of the program that you interact with is called the user interface.  If the interface uses graphic symbols, such as buttons, icons and windows to represent features of the program, the program is said to have a graphical user interface or GUI (pronounced GOO-EE).

Grayed out

Whenever an object, such as a button or edit field, has been disabled by the program, the object may be displayed as a shadow of itself.  This normally takes the form of a gray image of the object that may be readable but cannot be used or edited. 

IDAPI 
See BDE.

INI

An INI file is a small text file that a program uses to store information about itself.  For example, in PMTools the location and shape of the Toolbar are stored in an INI file called PMTOOLS.INI.  If the Toolbar program needs to know where to display itself, it can reference information in the PMTools INI file.

LAN (Local Area Network)

A computer network connects computers that are separated by a short distance.  PC’s on a LAN can share database files, programs and printers. 

List box

A list box is an area from which you can choose among a list of items, such as files or directories.   Unlike a drop-down list, the values in a list box are always visible. 

Message Box

A message box is a small window that is displayed by the program to display information that you may need to know.  Message boxes are used most frequently to announce that an error has been detected, or that a process has ended.  

MRF (Management Review Form)

The MRF is the short (usually one page) form prepared during the evaluation period to document the employees performance to-date.

Password

In PMTools a password is between three and 11 characters long — it can contain spaces, numbers or special characters. Passwords are not case-sensitive — the passwords hello and HELLO are considered to be the same.   

PMF (Performance Management Form) 

The PMF is the multi-page form prepared at the beginning of the evaluation period to document the performance expected of an employee.  The PMF is annotated at the end of the evaluation period to show the employee’s actual performance during the period.

Pop-up box

A pop-up box is a small box (not a window) that is displayed in response to a user input.  Normally a pop-up box displays information – it does not require user input.

Radio button

Radio buttons are usually presented in groups and permit the user to choose only one of the grouped items.  Whenever a new choice is made, any previous selection is deselected.

Scroll bar

A scroll bar may be located at either the right edge of a text area or a list that may extend beyond the areas visible on the screen.  The scroll bar has a small box that indicates where within the full text/list the displayed section belongs, and arrows at the top and bottom.  Additional text/items can be displayed by moving the box up or down the scroll bar or by clicking on the arrows.

System Menu

The top left corner of many windows contains an icon, dash or minus sign (-).  A single click on this icon will display a menu of options supported by Windows and not by the program.  For example, the system menu normally present options to minimize or close the windows.   PMTools adds to the system menu the ability to print the contents of the current window.

Title bar

The title bar is the colored strip at the top of a window that contains the name of the program or the title of the window.

Toolbar

A toolbar is a very small window that contains icons or buttons for triggering features of a program.  PMTools uses a floating toolbar to store the icon for the twelve programs that are part of PMTools.  Other programs may use static toolbars to store formatting and graphics commands in a convenient location.

User Dictionary

The spelling checker in PMTools contains more than 300,000 words.  However, you may have words or abbreviations that are not in the standard dictionary.  Whenever you add a new word to the PMTools spelling checker, it is stored in a user dictionary alongside the main dictionary.  

Windows File Name

All data permanently stored by a Windows 3.1 program is stored in a file.  Windows has established a naming convention for file names.  The name is divide into four parts — drive, directory, name and extension.  For example, C:\PMTOOLS\PMT.E.  Most programs only require the name and extension portion because the drive and directory are frequently assumed based on previous file actions.

ZIP 

ZIP refers to a file containing data in a compressed or condensed format.  ZIP is usually the extension of any filename (data.ZIP) that contains compressed data.  PMTools uses built-in ZIP software to store data during Import/Export and Backup/Recover operations.


Appendix B — Error Messages

Message 0000 – Unknown Message.  Seek Help!

The error handling routine for PMTools has detected an error condition, but it is having difficulty interpreting the internal error conditions.  Call the GMS HelpDesk. 

Message 1601 - No records for (name of person)
You have used the right-click shortcut to select an employee.  The information for that employee has been deleted since the name was added to the short-cut list.  Click on OK and select another employee.

Message 1602 - Are you sure you want to delete the data for this employee?  
You have clicked on the Delete button of the Employee List.  Is this the employee you intend to delete, and do you really want to delete all reference to this employee?  Deleting data about an employee also deletes all past performance plans and performance diary entries.  Generally, it is a bad idea to delete employee data.  The employee may simply have transferred to another supervisor who will want access to prior performance plans.  Or, the central personnel office may want to retain this data to assist them in retention studies and long-term analysis of performance evaluations.  If you insist on deleting this data click on ‘Yes’ otherwise click on ‘No’.

Message 1603 - An employee already exists with that Employee ID.
The Employee ID you have entered is already in the PMTools database.  Verify that you have correctly entered the  Employee ID.  If you want to change the  Employee ID, click on Retry.  If you are in fact entering the  Employee ID correctly, click on Cancel.  You may want to use Background Data to change the Supervisor-Employee Linkage for this employee.

Message 1901 - Password/Sign-on Error
You failed to enter a valid password.  Make sure you have correctly remembered your password and that you have entered it correctly.  Whenever the Sign-on dialog box appears, you must enter your password.  Clicking on the Cancel button tells the Sign-on program that you do not know the password, and all PMTools activities will be terminated even if you previously signed-on correctly.  Retry the sign-on process. If you have forgotten your password, call the Georgia Merit System Help Desk at (404) 656-2701.

Message 1902 - PMTools Module Execution Failure
The named program has failed to start.  There are several causes for this error.  The PC may be out of resources.  If so, close any other programs you may have running.  You may want to shutdown your PC and restart it.  This message may also be caused when the PMTOOLS.INI file indicates that the requested program has been installed, but the program is not in the proper location.  Verify that all PMTools programs are in the same directory as the Toolbar, and that their names have not been changed.

Message 1903 - Cannot Sign-On
PMTools permits only one user at a time to access the PMTools programs on the same PC.  At least one of the PMTools programs (Employee Maintenance, Performance Dairy, etc.) used by the previous supervisor is still running.  The Toolbar must be the only PMTools program running in order for you to sign-on successfully.

Message 1904 - Cannot Close Toolbar
The Toolbar cannot be closed while any PMTools program is still running.  At least one of the PMTools programs  (Employee Maintenance, Performance Dairy, etc) is still running.  The Toolbar must be the last PMTools program closed because it provides vital information to the other programs.

Message 1911- PMTools Database Error
The several possible causes for this error can be categorized as PMTOOLS.INI errors and Database errors.  PMTOOLS.INI errors include errors caused when there is no PMTOOLS.INI and when the DBDIR variable in the PMTOOLS.INI is incorrect or corrupted.  Database errors usually involve missing, corrupted or improperly changed files.  To fix the first type of error, click on OK then verify that the correct information is in the PMTOOLS.INI DBDIR variable. To fix the second type of error, use the Backup/Recover facility to perform a data integrity test on the database.

Message 1912 - Invalid Password
Make sure you have correctly remembered your password  and that you have entered it correctly.  Click on Retry, and reenter your password.  If you have forgotten your password, call the GMS Help Desk at (404) 656-2701.

Message 1913 - Password Changed
This message is a reminder that your password has changed.  Remember your new password.

Message 1921 - Invalid Password
You failed to enter a valid password.  Make sure you have correctly constructed your new password and that you have entered it correctly in both locations.  Click on the Retry button, and then reenter your new password in both locations.

Message 1931 - Invalid Approval Code
You have incorrectly entered an Approval Code.  Approval Codes are provided by the Georgia Merit System whenever you need to reset your password.  Reenter the Approval code correctly or contact the Georgia Merit System (404) 656-2701 for an Approval Code.

Message 1934 - Supervisor Added
The  Employee ID you entered has been used to create a new set of data for this supervisor.  The program will now guide you through the rest of the sign-on process as a first time user.

Message 1935 -  Employee ID Already in Database
While attempting to add the new user, the program discovered that the  Employee ID is already in the database.  If you entered your  Employee ID incorrectly, reenter your  Employee ID correctly. If your  Employee ID was entered correctly, sign-on with your current password.  If you have forgotten your password and are trying to setup another entry in the database for your use, contact the Georgia Merit System for an Approval Code.

Message 3901
- Begin Date may not be valid

The Begin Date you have entered is outside the normal range for beginning dates in the Evaluation Period. Your date will be accepted if you click on Yes.  If you find that all of your evaluation Begin Dates fall outside the normal range, you may want to change the normal range for you or your agency through the Data Maintenance program.
Message 3902
- End Date may not be valid

The End Date you have entered is outside the normal range for ending dates in the Evaluation Period. Your date will be accepted if you click on Yes.  If you find that all of your evaluation End Dates fall outside the normal range, you may want to change the normal range for you or your agency through the Data Maintenance program.

Message 3903
- No Job Description for that Job

You are attempting to include Job Description in the current performance plan.  Although the job number is valid, no job description is on file with the Georgia Merit System.  Generally, Job Descriptions do not exist for jobs beginning with the letter A or G, or for jobs beginning or ending with the number 0.  No information can be place in the job responsibility section of the plan as you requested. Click on OK and select another Job Description, or enter the responsibilities and expectations manually.
Message 3904
- Performance Plan Does Not Exist

You have attempted to access the Performance plan for an employee, BUT that plan does not exist.  The employee’s name and the Evaluation Period are shown in the message.  Usually this message occurs when you choose an employee from the Employee List program. Click on OK to create a plan for the person.
Message 4901 - Cannot Delete Some Other Supervisor's Diary Entry

You are attempting to delete an entry in the performance diary for an employee and that employee is not currently your direct report.  Only the current supervisor can update or delete diary entries for an employee.

Message 5901 - Performance Plan for  Employee ID  for the evaluation period  does not exist

You are attempting to work with the Management Review Form (MRF) for an employee that does not have a performance plan for the evaluation period indicated.  Before creating an MRF you must first create a performance plan for the employee in the designated evaluation period using the Performance Planner. If you click Yes, you will be presented with the Employee List screen.

Message 5902 - AN MRF Form for  Employee ID for the 'evaluation period does not exist

This is a warning message that you are attempting to access the Management Review Form for an employee for which you have not yet create an initial MRF.  A performance plan for the employee does exist in the evaluation period indicated.  If you are attempting create an initial MRF, click on Yes.,

Message 5903 - AN MRF Form was already exists for  Employee ID

Although you can create multiple Management Review Forms for an employee, you cannot create more than one per day. You can edit the form created today or delete it and start a new form for today.

Message 5904 - Do you wish to create an MRF Form for someone else?

This is a follow-up message to another message for the Prepare MRF program.  The original action you attempted has been canceled, and the program is asking if you want to display the Employee List screen so that you can work with a different employee. 

Message 6901
- Plan Does Not Exist!

You have used the right-click shortcut to select an employee.  The information for that employee has been deleted since the name was added to the shortcut list.  Click on Yes, and select another employee.
Message 7901
- Invalid File Name - Bad File Name Format
The file name in the File Name BoxFile_Name is not valid.  Check the first part of the name; does it have 8 or fewer characters?  Are there any spaces or special characters like * and ? in the name?  Is the last part of the name .ZIP?  Your only option is to click on Retry, and then retype the name; and, if possible, select a new file name.

Message 7902
- Invalid File Name - Not a ZIP Extension

The file name in the File Name BoxFile_Name is not valid.  It appears that the only thing wrong is that the file extension (the last part) is not .ZIP.  Your only option is to click on Retry and then retype the filename and make sure that the extension is .ZIP.
Message 7903
- Export File Already Exists!
The file name you have provided is valid, BUT it already exists on the disk and directory you have specified.  CAUTION:  Did you mean to click on Import rather than Export?  If you do want to overwrite the file, you will destroy the previous contents of the file.  If you want to overwrite the file, click on Yes and the Export will proceed.   If you want to change the type of action or change the file name, click on No. You will be given a chance to change the file name or choose another action.
Message 7904
- Cannot Create File
Although the file name is valid and you selected a valid disk and directory, the program has been denied the authority to create or overwrite the file.  Have you deleted the directory or exchanged the diskette?   If you are on a network, you should verify that the LAN administrator has given you permission to store data on the disk and directory you have specified.  Click on Retry and select another disk‑directory‑file name combination.
Message 7905
- Export Confirmation Message

The Import/Export program is ready to EXPORT the selected portions of your database to the disk, directory and filename you have specified.  If you are sure this is correct, click on Yes.  However, if you want to change your choices or cancel the Export, click on No.
Message 7906
- Last Disk Request

You are performing an Import function and have indicated that the data is on diskette.  The program needs to check the last disk in the set.  Insert the requested disk and click on OK.  Cancel will abort the Import operation.  The database will not be affected adversely if you click on Cancel at this point.
Message 7907
- Insert Requested Disk
The program needs the next disk.  The message will tell you which disk to insert.  If you are performing an Import function, the program will only accept the correct disk— no other will be accepted.  If you are performing an Export function, the program simply needs another blank but formatted diskette.  Label all disks clearly.  Provide the requested disk and click on OK.  The database will not be affected adversely if you click on Cancel at this point.

Message 7908
 Invalid File Name - Bad File Name Format

The file name in the File Name BoxFile_Name is not valid.  Check the first part of the name; does it have 8 or fewer characters?  Are there any spaces or special characters like * and ? in the name?  Is the last part of the name .ZIP?  Your only option is to click on Retry, and then retype the name.  Or locate the correct file to Import in the File List Box,File_List and then double-click the file name.
Message 7909
 Invalid File Name - Not a ZIP Extension

The file name in the File Name BoxFile_Name is not valid.  It appears that the only thing wrong is the file extension is not .ZIP.  Your only option is to click on Retry, and then retype the name.  Or locate the correct file to Import in the File List Box,File_List and then double-click the file name.
Message 7910
- Import File Does Not Exist
Although the file name is valid and you selected a valid disk and directory, the program has been denied the authority to read the file.  Have you deleted the file through another process?  Have you deleted the directory or exchanged the diskette?   If you are on a network, you should verify that the LAN administrator has given you permission to read data from the disk and directory you have specified.  Click on Retry and select another disk‑directory‑filename combination.
Message 7911
- Import Confirmation Message
The Import/Export program is ready to IMPORT your data into your database from the disk, directory and filename you have specified.  If you are sure this is correct, click on Yes.  However, if you want to change your choices or cancel the Import, click on No.
Message 7913
- Cannot Perform Requested Action
Import/Export cannot be run while any of the other Performance Management Tools are in use, other than the Toolbar.  These other programs also access the database.  In order to Import or Export data, no other programs can be in use.  Click on OK and then close all Performance Management Tools other than the Toolbar.
Message 8901
- Invalid File Name - Bad File Name Format
The file name in the File Name BoxFileEditBox is not valid.  Check the first part of the name; does it have 8 or fewer characters?  Are there any spaces or special characters like * and ? in the name?  Is the last part of the name .ZIP?  Your only option is to click on Retry and then retype the name; and, if possible, select a new file name.
Message 8902
- Invalid File Name - Not a ZIP Extension
The file name in the File Name BoxFileEditBox is not valid.  It appears that the only thing wrong is the file extension (the last part) is not .ZIP.  Your only option is to click on Retry, and then retype the filename and make sure that the extension is .ZIP.
Message 8903
- Backup File Already Exists!

The file name you have provided is valid, BUT it already exists on the disk and directory you have specified  CAUTION:  Did you mean to click on Restore rather than Backup?  If you do want to overwrite the file, you will destroy the previous contents of the file.  If you want to overwrite the file, click on Yes and the backup will proceed.   If you want to change the type of action or change the file name, click on No. You will be given a chance to change the file name or choose another action.
Message 8904
- Cannot Create File

Although the file name is valid and you selected a valid disk and directory, the program has been denied the authority to create or overwrite the file.  Have you deleted the directory or exchanged the diskette?   If you are on a network, you should verify that the LAN administrator has given you permission to store data on the disk and directory you have specified.  Click on Retry and select another disk‑directory‑filename combination.
Message 8905
- Backup Confirmation Message
The Backup/Restore program is ready to BACKUP your database to the disk, directory and filename you have specified.  If you are sure this is correct, click on Yes.  However, if you want to change your choices or cancel the Backup, click on No.
Message 8906
- Last Disk Request
You are performing a Restore function and have indicated that the data is on diskette.  The program needs to check the last disk in the set.  Insert the requested disk and click on OK.  Cancel will abort the Restore operation.  The database will not be affected adversely if you click on Cancel at this point.
Message 8907
- Insert Requested Disk
The program needs the next disk.  The message will tell you which disk to insert.  If you are performing a Restore function, the program will only accept the correct disk— no other will be accepted.  If you are performing a Backup function, the program simply needs another blank but formatted diskette.  Label all disks clearly.  Provide the requested disk and click on OK.  Your database will not be affected adversely in either Restore or Backup modes if you click on Cancel at this point.
Message 8908
- Invalid File Name - Bad File Name Format
The file name in the File Name BoxFileEditBox is not valid.  Check the first part of the name; does it have 8 or fewer characters?  Are there any spaces or special characters like * and ? in the name?  Is the last part of the name .ZIP?  Your only option is to click on Retry and then retype the name.  Or locate the correct file to Restore in the File List Box,File_List_Box and then double-click the file name.
Message 8909
- Invalid File Name - Not a ZIP Extension
The file name in the File Name BoxFileEditBox is not valid.  It appears that the only thing wrong is the file extension is not .ZIP.  Your only option is to click on Retry and then retype the name.  Or locate the correct file to Restore in the File List Box,File_List_Box and then double-click the file name.
Message 8910
- Backup File Does Not Exist
Although the file name is valid and you selected a valid disk and directory, the program has been denied the authority to read the file.  Have you deleted the file through another process?  Have you deleted the directory or exchanged the diskette?   If you are on a network, you should verify that the LAN administrator has given you permission to read data from the disk and directory you have specified.  Click on Retry and select another disk‑directory‑file name combination.
Message 8911
- Restore Confirmation Message
The Backup/Restore program is ready to RESTORE your database from the disk, directory and filename you have specified.  If you are sure this is correct, click on Yes.  However, if you want to change your choices or cancel the Restore, click on No.
Message 8912
- Verify(Recover) Database Detected Errors
The just completed Verify or Recover operation detected errors in the database files.  You can view these errorsView_Verify_Errors by clicking on Yes.  The error display was designed to be used by experience database support staff.
Message 8913
- Cannot Perform Requested Action
Backup/Recover cannot be run while any of the other Performance Management Tools are in use, other than the Toolbar.  These other programs also access the database.  In order to Backup, Restore, Verify or Recover the database, no other programs can be in use.  Click on OK and then close all Performance Management Tools other than the Toolbar.
Message 8914
- Database Error
The Verify operation you requested cannot find any files in the PMTools database directory.  Check that the files have not been moved, the directory name has not been changed and that the PMTOOLS.INI file in the Windows directory has not been edited.
Message 8915
- Database Error
The Verify operation you requested cannot find any files in the PMTools database directory.  Check that the files have not been moved, the directory name has not been changed and that the PMTOOLS.INI file in the Windows directory has not been edited.
Message 9001 - Invalid Multi-user Access.  The files are locked by another user 

More than one user is attempting to access a single-user version of PMTools on a shared or network drive.  The single-user version is designed to support one user at a time accessing the database.  Multiple users can use the same database provided they do not attempt to use the data at the same time.  Sign off and try again later.  The LAN Version of PMTools supports true concurrent multi-user access.

Message 9002 - Cannot Locate a File  
One of the database files needed by your program is missing.  Normally all database files are located in one directory.  This directory is identified in the DBDIR-Real variable of the PMTools.INI file stored in your Windows directory.  That directory is missing or one or more database files are missing from it.  If you have moved the database, change the DBDIR-Real variable to point to the correct location.

Message 9003 - Database Structure Error
The database you are using and the database structure expected by the program are different.  The name of the file in the database that appears to be different from that expected is shown in the message. To resolve the problem, determine whether the program is looking at an old version of the database, whether you are running an old version of the program or whether an unauthorized modification to the database has occurred.  Click Abort to terminate the program.

Message 9004 - Record locked by xxxxxxx.  Try Later …
The record you are attempting to access is currently being used by another user.  That user’s network ID is shown in the error message.   In LAN environments, multiple users can access the PMTools database at the same time.  As long as each user accesses the data for a different employee or performance plan, everyone can perform their tasks concurrently.  However, two users cannot access the same data at the same time.  The first user to be recognized by the system will have ‘ownership’ of the data until finished. Click on the OK button to return to your program. 

Message 9005 - Single User System
You have installed the single user version of PMTools and another user is currently using the database.  Only one user at a time may access the single user database.  A true multi-user version of PMTools that supports unlimited concurrent users is available from the GMS.  Please end your session by clicking on Abort and waiting until the user named in the message has signed off.  If the named user is not using PMTools, contact the GMS HelpDesk at (404) 656-2701 for assistance in clearing this error.

Message 9006 - Program has been installed improperly
An unidentifiable error has occurred in the startup of PMTools.  All of the component parts of PMTools (programs, database and setup files) are not present or are not where they are expected to be.  Someone has moved or deleted one or more of the files installed by PMTools.  Click on Abort.  Reinstallation of PMTools may be necessary unless you can manually resort the missing files. 

Message 9007 - The database is closed for maintenance.  Please try later.

The PMTools Network Administrator has blocked all users from accessing the PMTools database.  Usually this action is taken when new programs or data files are being installed or when Import/Export actions are underway. Contact you LAN administrator or HR office.

Message 9008 - The selected application is currently not available. Please try later.

The PMTools Network Administrator has disabled this program.  Although it is normally one of the programs you may use, the program as been disabled at the server database.  Contact your LAN administrator or HR office.

Message 9999 - Improper  Program Startup
You are attempting to start Sign-on from Windows.  Sign-on must be started by clicking on the proper button on the Toolbar.  And remember, to start the Toolbar you must Sign-on with a valid User ID and password.  Click on OK and then start the PMTools Toolbar.
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(( Verify / Rebuild is a default feature of PMTools.  Users in LAN environments may find that this feature has been disabled by the LAN support staff.  Generally, LAN-based users do not need to individually backup and recover database information.  If you need to backup or recover information, consult your LAN support staff.  





(( Import / Export is a default feature of PMTools designed for users in standalone environments. Users in LAN environments may find that this feature has been disabled by the LAN support staff.  Generally, LAN-based users do not need to individually send information to others in the organization.  If you need to export data from the LAN for work at home, for example, consult your LAN support staff.  
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