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Overview
The following provides detailed answers to some of the frequently asked questions (FAQ’s) about Profiles and Performance documents.  The questions and answers are organized into two categories –there is an employee and manager section for each category.  If you think of other questions that should be added to this list, please let us know. 
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1.  Q:  What is a profile?
A:  There are two types of profiles – a Person Profile and a Job Profile.  A profile is a collection of ‘things’ that describe you (a person profile) or describe a job (a job profile) at the State.  These ‘things’ are called attributes.  Attributes that make up your person profile include:  Competencies, education, work experience, job duties, licenses and certifications, skills and abilities, accomplishments, awards, and memberships.  Attributes that make up a job profile include:  Competencies, required education, job duties, required experience, and required licenses and certifications.
Profiles can be used in comparisons – person to person, person to job, job to person, and job to job.  The results of these comparisons can be used when conducting a performance appraisal, looking for qualified job candidates, or creating a career or training plan. 
2. Q:  How long will it take me to create a profile?
A:  Estimates are from 15 to 20 minutes.  We suggest that you first take a look at the information (attributes) to be gathered in your profile, then organizing that information prior to actually filling one out.  This will save you some time.
3. Q:  Do I have to fill out all the sections (attributes)?
A:  No.  Core attributes such as competencies, education, work experience, licenses and certifications, and languages are key and should be recorded.  There are other attributes such as honors and awards, memberships, special projects, and volunteer activities that are important, but optional.  However, these optional attributes really help describe you.  
4. Q:  How is a profile used?
A:  Your profile is used in many areas of Talent Management.  Your profile can help your manager get to know you better; it can be used to find other jobs at the State that might be of interest to you; and it can help you define a career path for you at the State. A profile can also help you to know if you lack a specific attribute to qualify you for another job at the State.  
5. Q:  What are competencies?
A:  Competencies describe the abilities required to perform a certain role or job duty.  There are five core competencies required for each classified job at the State.  These include:  Customer service, teamwork and cooperation, results orientation, accountability, and judgment and decision making.  Each classified job defined at the State has an expected level of proficiency for each of the competencies listed above.  Some jobs require a higher proficiency in the customer service competency than other jobs.  Some jobs require a higher proficiency in the results orientation competency.  
You also have a proficiency in each of these competencies.  These proficiencies get recorded in your person profile, and can change over time with experience, education, or training.
6. Q:  Who can see my profile?
A:  Your profile can be seen by your manager, the division director, and the agency director.  It can also be seen by the Human Resources (HR) Officer in your agency.  
7. Q:  Can someone else create a profile for me?
A:  Yes.  Although we encourage you to create and maintain your own profile, your manager or your agency’s HR Officer can create and maintain your profile.  
8. Q:  How do I create a profile if I do not have access to a computer?
A:  Your manager or the agency HR Officer can create and maintain your profile.  Obviously, you will need to provide them with the specifics.  We suggest that you sit down with your manager or HR Officer and create a profile together.  
9. Q:  How often should I change my profile?
A:  As often as needed to keep your profile current.  Sounds obvious.  If you have recently received a degree (attribute = education), or finished a project (attribute = special projects), or taken a training class (attribute = competency), started or completed a new role in your agency (attribute = additional roles), or got involved in a volunteer opportunity (attribute = volunteer activity) then spend a few minutes adding this information to your profile.  
10. Q:  What does it mean when I change something and the status says ‘Pending Approval’?
A:  There are two attributes where additions or changes require your manager’s approval.  These are:  Competencies and Work Experience.  If you make a change to these, you will be asked to ‘Submit’ that change.  Profile changes are ‘Pending’ and will not take effect until your manager approves them.  Your manager will receive an email asking him/her to approve the change.  Once the change is approved, you will receive an email back and your profile will be updated.  
11. Q:  I added competencies, but I do not see them in my profile.  Where are they?
A:  Competencies that you add or change must be approved by your manager before they become part of your profile.  After you add or change competencies, you will ‘SUBMIT’ them for approval.  Once approved, they become part of your profile.  
12. Q:  I added work experience, but I do not see it in my profile.  Where is it?
A:  Work experience that you add or change must be approved by your manager before it becomes part of your profile.  After you add or change work experience, you will ‘SUBMIT’ it for approval.  Once approved, it becomes part of your profile.
13. Q:  When entering attributes into my profile, I notice that there are many different kinds of dates used.  How do I know if I am using the right date?
A:  The following list provides the attribute, the date displayed, and the date to use.
	ATTRIBUTE
	DATE FIELD DISPLAYED
	DATE TO ENTER

	Competency
	Effective Date
	If a new competency, you can enter today’s date.  If a change to an existing competency, then when you felt your proficiency in the competency changed. 

	School Education
	Graduation Date
	The date you graduated with the degree you are going to enter.  If you have multiple college degrees, enter each.  If you have a college degree and have graduated from High School, only enter the college degree.

	Work Experience
	Effective Date
	If a new work experience, you can enter today’s date.  If you are changing the number of years experience for an existing work experience, you may also enter today’s date.

	License & Certification
	Issue Date
	Enter the date the license or certification was issued to you.  This date is important as it determines the expiration date.

	Language Skills
	Evaluation Date
	Enter the date this particular language/proficiency was determined or evaluated. 

	Tests/Examinations
	Test Date
	Enter the date you took this particular test. 

	Knowledge, Skill, Ability
	Effective Date
	You may enter today’s date.

	ND Responsibilities
	Effective Date
	You will enter the date you entered into your current job code. 

	Additional Roles
	Role Start Date
	Enter the date you began performing this role. 

	Achievements & Accomplishments
	Date Awarded
	Enter the date this achievement or accomplishment was recognized.

	Honors & Awards
	Award Date
	Enter the date this honor or award was bestowed.

	Memberships
	Membership Date
	Enter the date you became a member of the particular organization.

	Volunteer Activity
	Start Date/End Date
	Enter the date you started doing this volunteer activity.  If you have finished this activity, you may enter an end date.

	ND Special Projects
	Start Date
	Enter the date the particular project began. 



14. Q:  What are ‘Interest Lists’?
A:  An Interest List is a job or jobs at the State that you have expressed an interest in.  This is typically done by comparing your (personal) profile to other job profiles at the State.  That comparison will take your attributes (competencies, education, experience, licenses and certifications, etc.) and compare these to requirements of other jobs.  You will receive a comparison score of how closely you match other jobs.  If you see other jobs you like, you can add them to your Interest List.  This Interest List can then be used to form the basis of your Career Plan.  
15. Q:  How can I learn more about using Profiles?
A:  You can go to:  My Page > ELM Self Service Applications > My Learning.  Here you can search for ‘talent management’.  You will find web-based training courses that will take you step-by-step through Profiles, or other parts of Talent Management like performance appraisals and career planning.  You can also select ‘Help’ from within your ‘My Profile’ link to be taken to the profile training topic.  
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1. Q:  What is it?
A:  Performance management is an online performance appraisal.  But it is more than that.  Performance management offers you a way to conduct a self review that can be viewed by your manager; provides a means of communication with your manager on performance-related issues; and provides a way to work with your manager on establishing and tracking goals throughout the year.  
2. Q:  Do I have to do a ‘Self-Review’?
A:  No.  However, doing a self-review gives you the opportunity to let your manager know how you have been doing in the job.  It also lets you indicate issues you have been having and make suggestions on how you can improve your performance.  If you complete a self-review, your manager will be notified and may use your ratings and comments when doing the manager review.
3. Q:  I received an email about a performance appraisal.  It has a blue link.  What am I supposed to do?
A:  Press the link.  Doing so will take you to the PeopleSoft portal (your entry into PeopleSoft).  After you login, you will be taken directly to the performance appraisal.
4. Q:  Do I have to fill out all the sections?
A:  Yes.  You have to rate each item within each section.  However, you do not need to enter comments for all sections.  However, your comments are a great way to communicate to your manager important information about your performance.  
5. Q:  What happens if I do not agree with how my manager rated me?
A:  Start by talking with your manager about areas of disagreement.  You will also be given the opportunity to add your ‘Employee comments’ to the manager performance document.  If still not satisfied, you may contact your HR Officer for the formal procedures to follow.  
6. Q:  I received an email indicating that my manager’s review (of me) is available for review.  What does this mean, and what should I do?
A: Press the link in the email.  Doing so will take you to the PeopleSoft portal (your entry into PeopleSoft).  After you login, you will be taken directly to the performance appraisal and you can review the manager’s document.
7. Q:  I received an email indicating that I am to ‘Acknowledge’ that the review was held with my manager.  What do I do now?
A: Press the link in the email.  Doing so will take you to the PeopleSoft portal (your entry into PeopleSoft).  After you login, you will be taken directly to the performance appraisal and you can review the manager’s document, and add employee comments if you care to. You can then save and acknowledge that you have received the review.
8. Q:  When I try to complete or submit a performance document, I get an error.  There are some things in red at the top of the document.  What should I do?
A:  These errors, or messages, indicate something wrong with your performance document.  Typically, you have not rated all items within all sections.  
9. Q:  What are performance notes?
A:  Performance notes offer a way for you to set aside emails, documentation, thoughts, etc., related to your performance.  What you set aside can be later used when completing your performance review as a way to justify or explain your performance ratings.  Your manager can also use these performance notes when rating your performance. 
10. Q:  I accidently pressed the ‘complete’ button instead of the ‘save’ button.  I need to make some changes on the document.  What should I do?
A:  Your manager or HR Officer can reopen your document.  
11. Q:  I changed a rating, but the overall rating did not change.  What happened?
A:  Nothing.  You need to press the ‘Calculate All Ratings’ button at the bottom of the page.  
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1. Q:  What is it?
A:  Performance management is an online performance appraisal.  But it is more than that.  Performance management offers you a way to conduct a review of your employees that can be viewed and commented on by them; provides a means to communicate with your employees on performance-related issues; provides a way to work with your employees on establishing and tracking goals throughout the year.  There are three types of performance reviews depending on the needs of your agency:  The manager document, which is always done and is considered the ‘Official Review’; the employee-self-review which is optional and contains employee ratings and comments for you to consider when doing the manager review; the peer review which is optional and contains peer ratings and comments for you to consider when doing the manager review.  
2. Q:  Do I have to do a ‘Manager Review’?
A:  Yes.  State statute requires that every classified employee is rated on their performance at least once per year.  
3. Q:  I received an email about a performance appraisal.  It has a blue link.  What am I supposed to do?
A:  Press the link.  Doing so will take you to the PeopleSoft portal (your entry into PeopleSoft).  After you login, you will be taken directly to the performance appraisal.
4. Q:  Do I have to fill out all the sections?
A:  Yes.  You have to rate each item within each section.  You do not need to enter comments for all sections.  However, your comments are a great way to communicate to your employee’s important information about their performance.  
5. Q:  What happens if my employee does not agree with how I rated them?
A:  Start by talking with them about areas of disagreement.  Your employee has the opportunity to comment on your review in the ‘Employee Comments’ section.  If the employee is still not satisfied, they may contact your agency’s HR Officer for the formal procedures to follow.  
6. Q:  What are performance notes?
A:  Performance notes offer a way for you to set aside emails, documentation, thoughts, etc., related to your employee’s performance.  What you set aside can be later used when completing their performance review as a way to justify or explain your performance ratings.  Employees may also share their performance notes with you.  You decide if you want to use these performance notes in the manager performance document.  
7. Q:  When I try to complete or submit a performance document, I get an error.  There are some things in red at the top of the document.  What should I do?
A:  These errors, or messages, indicate something wrong with your performance document.  Typically, you have not rated all items within all sections.  
8. Q:  I accidently pressed the ‘complete’ button instead of the ‘save’ button.  I need to make some changes on the document.  What should I do?
A:  You or your HR Officer can reopen the document.  You can also reopen an employee self-review. 
9. Q:  I changed a rating, but the overall rating did not change.  What happened?
A:  Nothing.  You need to press the ‘Calculate All Ratings’ button at the bottom of the page.
10. Q:  I have completed my manager review of the employee.  I see a ‘Submit’ button.  What is that for?
A:  If you see a ‘Submit’ button on the document, it means that the document needs to be approved before it can be completed.  Typically, the approver will be the person you report to.  That person will receive an email indicating that an approval of the performance document is required.  When the document is approved (or denied), you will receive an email. 
11. Q:  I have completed my manager review of the employee.  I see an ‘Available for Review’ button.  What is that for?
A:  When you select ‘Available for Review’, it will notify the employee that they may now view and comment on your review of them.  This step should precede your sitting down with them and going over the performance document. 
12. Q:  I have conducted a face-to-face review with the employee.  What happens next?
A:  The next step is:  ‘Mark Review Held’ (review is held with the employee).  The employee will receive an email requesting that he/she ‘Acknowledge’ that the review was held.  Once the employee ‘Acknowledges’ that the review was held; you will receive an email indicating that.  If the employee cannot, or will not ‘Acknowledge’ the review, you may do that for them.  Once done, the next and final step is to ‘Complete’ the document.  
13. Q:  What happens if the employee has not completed their ‘self-review’ when I begin my manager review?
A:  You will not be able to see how they rated themselves or see and include employee comments.  It is always best to start your manager review after the employee (and peers if there are any) has completed their self-review.  In this way, you can see their ratings and their comments.  
14. Q:  Do I have to include employee comments in my manager document?
A:  No. It is your decision what employee comments (if any) to include in the manager document.  
15. Q:  When I go to my manager performance documents, I see an ‘Establish Criteria’ step.  What is that for?
A:  The ‘Establish Criteria’ step precedes the actual evaluation of the employee’s performance.  This is a step where you can sit down with your employee and establish what is to be rated on at the end of the year.  A typical example is Objectives (or goals).  You can establish objectives for your employee at the beginning of the year.  That way the employee knows what they are to be rated on at the end of the year.  The employee can use the performance document throughout the year to update their progress.  When it comes time to rate their performance, you simply ‘Complete’ the ‘Establish Criteria’ step.  
16. Q:  On the Talent Management tab I see an area called ‘Team Performance Status’.  What is this used for?  
A:  This is an alert.  Team Performance Status is a graphical display of your direct reports’ performance document status.  Your direct reports are listed, along with an icon indicating the status of the performance document.  If you look closely at this area - [image: ], you may press the [image: ] icon to get an overview of the icons and further customize the alerts.  
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