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1.1. Introduction

This module of SAP provides for the local entry of performance management (PMS)
review dates, the names of supervisors and the execution of performance
management reports. It provides organisational units with direct and timely access
to status information about performance management to assist planning in their
areas.

This PMS SAP module will provide the annual compliance reporting mechanism for
the University.

The data entry facility and reports will be available to staff members nominated by
their organisational units. Appropriate SAP security access will be required. This is
obtained via the new SAP Access forms located at
http://adm.monash.edu/sss/forms/

Three reports are available:

1. Eligibility report — used to identify all staff eligible to participate in
performance management.

2. Status report — used to provide the current status of the performance
management process within the organisational unit/s.

3. Summary report — overall summary table of status of performance
management within the organisational unit/s.

The Human Resources Division will use the summary report to provide the
University with an overall rate of annual compliance with breakdowns to
faculty/divisional level.

1.2. Overview of Performance Management Module
To use the system there are four functions:

1. Eligibility report
a. To identify eligible staff from a specified date
b. Can be run for any date
c. Includes a summary option
2. Maintain data
a. To enter review date and name of supervisor
b. Can be done on completion of performance review or once scheduled
c. Multiple review dates can be scheduled for any review period
3. Status report

a. To show current progress of reviews undertaken within the
organisational unit

b. Can specify any date for execution of report
c. Report also includes summary option showing overall status
4. Summary report

a. To summarise the overall compliance of performance management at
organisational level or university wide
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The process overview below refers to the four Performance Management functions
as they are described in more detail in this guide.

The SAP Performance Management Module

Process Overview
Refers

to

Notes
details

in this
Start Annual
PMS Cycle

guide

Run Eligibility
Report

Eligibility :
- To identify eligible staff
- Eligibility is defined in Clause 70 of

current Enterprise Agreement (Academic
and General Staff) 2000

Employee
Eligible?

N

Yes

L Maintain Data :
Llaptanipats - Enter Review Date
- Enter name of Supervisor

- Multiple review dates can be scheduled
within review period

A

Manage
Performance

Status Report :

- Indicates current progress of all reviews
within Org Unit — by individual or group

- Includes overall summary within Org Unit

Status Report

Run

Run Summary

Summary Report :
Report

- Overall status of Performance
Management within Org Unit

Legend:
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1.3. Login Procedure

1 Login to SAP using the
SAPlogon Pad

2 Select HR & Payroll

Select Performance
Management

Functions available for
performance

management will display.

9 = 34 HR & Payroll

7 {3 Performance mManagement
) Display HR Master Data
[ Maintain HR Master Data
@ Ferformance Mngmnt. Rev. Elig. Rep.
@ Ferformance Mngmnt. Status Report
@ Ferfarmance Mngmnt. Summary Repc
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1.4. Executing an Eligibility report

0 34 HR & Payroll

1 Double click on = {4 Performance Management
D|5 lay HRE Master Data
Performance Mngmnt @ b
Rev.Elig.Rep
2 To execute a r?po.rt for a @ Performance Mngmnt Summan Repc
selected organisational
unit
Se|ecttheappr0priate 3‘ Bl @ eae DEEIEmDOs EE @l
org unit from Performance Mngmnt. Review Eligibility Report
Org.Structure e - Q
| Further selections || S Search helps || o2 Sort Q[ 5 Ory structure )
3 Updatg the .referen.ce =
date field with nominated Personnel number
date \ Employment status 3
. \\% F1
Select Prior Year or
Future Year .
. Diate f Period and Cther Selections -
Ve”fy Employee GrOUp Reference Date ne.11.2004 FriorYear @ FutureYear (O 9
and Employee Subgroup Employes Group b o0 =)
Employes Subgroup BA ta GG ﬂ
4 Update Class_lflcatlons Performance Mngmnt. Eligibility Selection Criteria;
group If reqUIred- Include Increment’Probn Data®
g Classifications HEW @5 to HEW D3
Default is se_t _to staff malayee Type: 9
members e“g'ble to Academic & General L]
participate. (Refer EB) /V[Academic O
General '
Select one for the
available options for Download Option: e
Dawnload Reguired?
Employee Type File name PEI"fEHg.X]S
. Path name CoySAPworkdir®
5 Download is set as a
default |
6 Select Execute & or
F8 to run the report
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1.5. Maintain Data

1.5.1.Create a performance review record

1 Double click on Maintain

HR Master Data

2 Enter Personnel no.

Select Monitoring of
Tasks

staff)

Press Enter

Under Period select All

Set Sty to RA (academic
staff) or RG (general ——

~

3 The screen will be

updated with the relevant
details of the nominated
staff member

Click Create J or (F5)

o? {3 HR & Payroll

= {4 Performance Management
) Display HR Master Data
@ Perfarfmance Magmnt. Rev. Elig. Rep.
@ Performance Mngmnt. Status Report
@ Performance Mngmnt. Summary Repc

Fersonnel no 1000356

Personal Data

Addresses

Caommunication
FamilyRelated Person
Monitoring of Tasks

Contract Elernents
OtheriPrevious Employers
Reference Personnel Mumbers

T I Y i

Personal Data | Payroll Data | Time Data | SafetyNet |
\\ Actions [=]| [ Period
Orgam nal Assighment E () Period

Fr.
) Taday
L]
) From curr.date
) To current date
) Currperiod
Chonse

Ta

O Curraweek
) Current manth
O Lastweek
) Last maonth
) Current year

Direct selection

oty

STy RY
S

®
O s Dl | 2
/.W
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Adding Review dates

4 Enter Date of Task

Set Processing Indicator
to Task in process or
Task completed

Notes:

If task in process has
been nominated then this
must be manually
updated in Maintain
Master data to Task
completed when
required.

Reminder dates can be
entered as a permanent
record but will not appear
in any reports.

5 Enter the name of the
supervisor in the format
of Title First name Last
name on the first line of
the Comments section.

No other comments
should be entered.

The name of the
supervisor will appear in
the Status report.

6 Click Save or
(Ctrl S)

1000356 Miss Heidi Brown Artive

Tenured Full Time MUEAAcademic) 98 LEVEL & 83 Monash University
Faculty of Law Claytan Campus Lotea 1gpooen 166,068
Task
Tasktype Perf Review Acadamic &

e Date of task 31.10.04 Processing indicator Task completed

Reminder
Reminder date
Leadifollow-up time

Comments

Professor Melly Smith| e
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1.5.2.Updating a performance review record

ov {3 HR & Payroll

% {4 Performance Management

) Display HR Master Data

1 Double click on Maintain Maintain HE Master Data
HR Master Data -
Ferformance Magmnt. Rev. Elig. Rep.

2 Enter Personnel no. @ Ferformance Mngmnt. Status Report
~ @ Ferformance Mngmnt. Sumimary Repc

Under Period select AH\\
oelestManitoringlef I -
Mr Tenured FT-Academics Adoption

TaSkS LEVEL © 04
) 1000800
Set Sty to RA (academi

Staﬁ) or RG (general Personal Das Payroll Data | Time Data | SafeteMet
Staff) Actions w[~]| [ Period
Organizational Assignment ¥ | O Perind
PreSS Enter Fersonal Data \4 Ft. 01.31.1800 To 31.12.9989
| _|Addresses ) Today O Currweek
[unication @ Al ' Current month
The screen Wl" be Family gd Person ) Fram curr.date ) Lastweek
. () Ta current date () Lastmonth
updated with the relevant Contract Elsmers YL |0 cumperos O curentyear
. . OthenPrevious Emplayers =]
detalls Of the nOmInatEd Reference Fersonnel Mumbers B =
Staff member_ Direct selection
Infatype Monitoring of Tasks STy RA Perf Review Academic
Click Change][ or

4 Make the required
changes

5 CIickSaveH or

(Ctrl S)

10008382 Mr Tenured FT-Academics Adoption

AE1081 18EE60E8 100,08
25.10.2084 SPADDISO

Tasktype Ferf Review Academic &
Date oftask o1.12.2004 Processing indicator iTask completed

Reminder
Reminder date o1.12.2004

Lead/follow-up time

Comments
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1.6.

1 Double click
Performance Mngmnt
Status Report

To execute a report for a
selected organisational
unit

Select the appropriate
org unit from
Org.Structure——— |

Enter the Dates for the
review period

Select an option under
Performance Review
Type Selection

Executing a status report for an organisational unit

W
7 JE1E

7 {3 HR & Payroll
% 3 Performance Management
2 Display HR Master Data
2 Maintain HR Master Data
P ig. Rep.
Performance Mngmnt. Status Repo
@ Petfarmance Mngmnt. Summary Repc

\

| Further selections || = Search helps || = Sort ﬂi Qrg. structure/]
Selection
Fersonnel numhber
Employrment status 3 n
Repart Period:
Review Dates Between 1.1.64 to 31.12.084 9

Perfarmance Review Type Selection:

Academic & General @ e
Academic O
General '

~—

| Performance Review Status Selection:

Select an option under
Performance Review
Status Selection

Rev. Completed orin Progress (L] e

Review Completed

Review in Progress
—

Download Option:
Download Reguired?

6 Download is set as a //' File name Perfstat.xls
defaUIt Path name CoASAPworkdiry
7 Select Execute % or F8
to run the report
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1.7.

Executing a status report for a staff member history

Double click
Performance Mngmnt
Status Report

Z? (A HR
@ =

& Payrall

Ferformance Management

e Display HR Master Data

) Maintain HR Master Data

@ Performance Mngmnt. Rev. Elig. Rep.
@ Petfarmance Mngmnt. Status Report
@ Perfarmance Mngmnt. Summary Repc

J=(

e ﬁff&nnance Management Status Report
£

Enter the Personnel
number of the staff
member

-4
|\/Funherselecti0ns

|| % Search helps || = Sart || =

Qrg. structure

Selection
FPersonnel number
Employment status

—>

180356 9
3

Enter the Dates for the
review period

Repor Period:

Review Dates Between

1.1.04 to 31.12.04

Select an option under

Ferfarmance Review Type Selection:

4 . (1 academic & General O e
Performance Review  {—» || &agermic 8]
Type Selection oo
. Performance Review Status Selection:
5 Se|eCt an OptIOI‘l undel’ (T Rev. Completed or in Progress @ e
Performance Review | | ReviewCompleted ®
Status SeleCtion \_ Review in Progress 9]
Download Option:
6 Download is set as a Download Required? @
defaUIt File name PerfStat . x1s
FPath name CoASAPworkdir
77 | Select Execute & or
F8 to run the report
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1.8. [Execute asummary report

1 Double click 0
Performance Mngmnt
Summary Report

= {3 HR & Payroll

7 ‘3 Performance hManagement
) Display HR Master Data
12} Maintain HR Master Data
@ Ferformance Mngmnt. Rev. Elig. Rep.
@ Ferfarmance Mngmnt. Status Report

@ance Mngrmnt. Su@

o

240 €@ DHE DO BRI em

selected organisational

2 To execute a report for a

| Performance Management Summary Report
@ 2l

unit
i | Further selections || 52 Search helps || o Sort d[ti> Org. structure
Select the appropriate TG
org unit from 5| Personnel number =)
Or S'[I’u Ctu re ] Employment status 3
g . Fayrall area F1
. " | Date and Other Selections:
2 Verify accuracy of the — Eligible Staff as at Date B8.11.2004
following fields: Ellplo/ECkDiey . L °
Emplovee Subgroup A to GG
_E|igib|e Staff as at Date __ Classifications HEW 05 to  HEW B9
(will report for the ——
pl’ecedlng 12 monthS) Download Required?
File name FPRewSumm. x15
- Employee Group Path name G LSAPwOrKdir
- Employee Subgroup
- Classifications
3 Download is set as a
default
/ | Select Execute & or
F8 to run the report
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