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Welcome to PES

The Performance Evaluation System (PES) automates objective-setting, defines accomplishments, makes evaluations, and determines ratings for participants in Pay-for-Performance (PFP).  

All PFP eligible employees will record their mid-year accomplishments in PES for the positions they held as of
March 28, 2008—regardless of the length of time they have been in those positions.  Evaluators will then use the system to record their comments on those accomplishments and the dates on which they hold mid-year reviews with employees.
Tips on Writing Your Accomplishments

It is helpful to draft and save your accomplishments in a Word document (rather than entering them directly into the system) because you only have a limited amount of time—one hour—to enter information into PES before the system will time out.    

Your mid-year accomplishments should detail the progress you have made toward meeting the performance targets that you and your evaluator set at the beginning of the position.  

· For each objective, describe how far you have progressed toward meeting that target.

· Cite specific, measurable examples of your achievements.

· Use concrete data and results, and reference reports including this data when appropriate. 

· Limit each of your accomplishments to a maximum of 4,000 characters.  The system will not allow you to submit longer responses.

Before You Begin 

Before you begin entering accomplishments into PES, these actions must be completed:

· You entered your objectives for the position you hold as of March 28 into PES and your evaluator approved them.

Before you attempt to access PES, you should have your login information on hand.

· EAS employees:  Log in with your Employee Identification Number (EID) and Postal PIN.  Your EID is the unique, 8-digit number printed on your earnings statement, and your Postal PIN is the same PIN you use for PostalEase.

· PCES employees:  Log in with either your EID and Postal PIN or your ACE logon and password.

Note: An employee who was promoted to a PCES-level position after the start of FY 2004 must log into PES using his or her EID and Postal PIN.

Access the System

You can access PES in either of two ways: 

· type http://performance.usps.gov into your web browser’s URL line — or —     

· click on Pay for Performance on the main page of Blue, then click on the link for PES.

At the logon screen, do the following: 

· EAS employees:  Log in with your EID and Postal PIN.  Your EID is the unique, 8-digit number printed on your earnings statement, and your Postal PIN is the same PIN you use for PostalEase.

· PCES employees:  Log in with either your EID and Postal PIN or your ACE logon and password to access PES.

Access the Enter Mid-Year Accomplishments Screen

Note:  If you have not confirmed your PES profile or have not entered objectives and submitted them to your evaluator for approval, the system will automatically direct you to take these actions before allowing you to access any other area of the system.  See other PES Quick-Start Guides for information on these processes.

After logging in, the fiscal year selection screen displays.
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1. Click the appropriate Fiscal Year. 
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2. On the main screen for the appropriate Fiscal Year, place your mouse over Mid-Year Process until the mid-year menu appears.  

3. Click on Enter and Submit Mid-Year Accomplishments in this menu.  

Enter Mid-Year Accomplishments 

After clicking Enter and Submit Mid-Year Accomplishments, the objectives that you set earlier in the year are displayed.  Depending upon your PFP position, the screens you see may look different.
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1. In the Mid-Year Accomplishments field enter your mid-year accomplishments (or copy and paste your accomplishments in this section if you have saved them in a Word document.

2. Repeat this process for each accomplishment that you must enter.
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3. At the bottom of the screen, you can enter Additional Employee Contributions (NOTE:  Executives will use this section to address accomplishments towards the Executive Competencies).
4. Do one of the following:

· If you need to return later to finish entering your accomplishments, click Save and Finish Later.  (Also, be sure to click this button before you have been logged into the system for more than one hour.  Otherwise, the PES system will time out and you will lose any information that has not previously been saved.) 

· If you have entered all your accomplishments and are ready for your evaluator to review them, click Submit to Evaluator/Executive or VP.  After this point, your accomplishments will only be available to you in read-only format.
Respond if Your Accomplishments Are Returned

After you submit your mid-year accomplishments for your evaluator’s review, he or she then logs into PES to review the information.  

· If your evaluator approves your accomplishments, no additional action is necessary on your part.

· If your evaluator returns your accomplishments for additional work, you will receive e-mail notification that they must be revised.  You must re-enter the “Enter Mid-Year Accomplishments” screen in PES and revise your accomplishments as directed by your evaluator.  His or her instructions will be displayed in the Overall Comments field at the bottom of this screen.
For Additional Information 

· The most up-to-date version of PES help — including any updates to this quick-start guide — is available on the Pay-for-Performance (PFP) website:  http://blue.usps.gov/hrisp/ser/pfp/welcome.htm
· General information regarding the Pay-for-Performance program is also available on the PFP website.
· Direct specific questions regarding PES and the PFP program to your PFP coordinator.  
Enter Mid-Year Accomplishments
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