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· [bookmark: _Creating_a_New][bookmark: _Toc412558825]Creating a New Performance Plan 
NOTE: Before inputting into SPACE, employees must be given the opportunity to provide input into their Performance Plan. It is highly recommended that the initial draft be created outside of SPACE, such as a word document. The employee or the supervisor may create the initial draft. 
	
It is highly recommended that supervisors refer to Tips for writing the critical element(s) and performance standards contained in the NASA EPCS Guidance for Headquarters Employees and Managers (June 2013), which may be found on the Human Resources and Management Division website at http://www.hq.nasa.gov/office/hqhr/performance.html

1. Log into SPACE using http://space.ksc.nasa.gov  
Note: SPACE must be accessed from a NASA computer or via Virtual Private Network (VPN). 
2. Click the drop down arrow in the Select Performance Year field and select the current performance year (if not already selected)
2

3. Click the Supervisor View tab (if not already selected)
3

4. Select an employee whose status is Plan Not Started
4


5. In the Plan Summary tab, click Select next to Create a new performance plan
5


6. Add a Critical Element using one of the following methods
a. Using the Search feature
i. Enter a term in the Enter search terms… field
ii. Click the Search button
Note: The fields available to refine your search will vary from Center to Center. Follow the directions at the top of the Search Results page to refine your search results.
iii. Click Select next to one of the applicable Critical Elements in the list
b. Using the Element Library
i. Click Select in the Job Title section next to Choose Critical Element Based on Job Title
ii. Click Select next to one of the applicable Critical Elements in the list
c. Using a Custom Element
i. Click Select in the Custom section next to Create your own Critical Element 
ii. Enter your custom element in the text field provided
iii. Click Save Element
7. Enter text in the Clarifying Notes text field

8. Select Strategic Goals/Objectives from the drop-down menu and click the Select button to save selections, if applicable
8

9. Click Next Page
10. Level 5 indicators are prepopulated for HQ.  Enter text for Level 3 Performance Standards
11. Click Save Record
Note: If Critical Elements are required for the employee, they will be automatically added to the record at this point. 
12. As needed, click Add Element 
a. Repeat step 6 - 12 until all Critical Elements have been added
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b. Click and hold the up/down arrow and drag and drop the element to change the order in which it appears
[image: ]
13. Click Complete Plan
14. Review the completed Plan
15. Click Notify Employee
Note: After the employee reviews the plan, you will receive an email notifying you that the plan is available for your final review and signature. Once you receive this email, complete steps 1-3 above and click Set Performance Meeting next to the employee’s name. Review employee comments for each Critical Element (if available) and make edits to the plan as needed (see Step 10 in Updating a Performance Plan in this job aid).
16. Conduct a face-to-face Performance Meeting with the employee
17. Click Plan Complete
18. In the Rating Official Signature Confirmation box, click Sign Plan
[image: ]
19. Click Sign on the confirmation pop-up window

· [bookmark: _Toc412558826]Duplicating a Plan from a Prior Performance Year Plan
NOTE: Before inputting into SPACE, employees must be given the opportunity to provide input into their Performance Plan. It is highly recommended that the initial draft be created outside of SPACE, such as a word document. The employee or the supervisor may create the initial draft. 
	
It is highly recommended that supervisors refer to Tips for writing the critical element(s) and performance standards contained in the NASA EPCS Guidance for Headquarters Employees and Managers (June 2013), which may be found on the Human Resources and Management Division website at http://www.hq.nasa.gov/office/hqhr/performance.html
 
1. Log into SPACE using http://space.ksc.nasa.gov 
Note: SPACE must be accessed from a NASA computer or via Virtual Private Network (VPN). 
2. Click the drop down arrow in the Select Performance Year field and select the current performance year (if not already selected)
2

3. Click the Supervisor View tab (if not already selected)
3

4. Select an employee whose status is Plan Not Started
4

5. In the Plan Summary tab, click Select next to Duplicate from a prior year performance plan
5

6. Click the radio button corresponding with the employee whose prior year performance plan you would like to duplicate
Note: You may also select the employee’s own prior year performance plan by clicking the radio button corresponding with his/her name
7. Click Copy Plan
[image: ]
8. Make modifications to the plan as needed to add, modify, delete, or re-order elements. Refer to Step 10 in Updating a Performance Plan in this job aid for more instructions on editing the plan 
9. Click Complete Plan 
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10. Review the completed Plan
11. Click Notify Employee
Note: After the employee reviews the plan, you will receive an email notifying you that the plan is available for your final review and signature. Once you receive this email, complete steps 1-3 and click Set Performance Meeting next to the employee’s name.
12. Conduct a face-to-face Performance Meeting with the employee
13. Click Plan Complete
14. In the Rating Official Signature Confirmation box, click Sign Plan
15. Click Sign on the confirmation pop-up window



· [bookmark: _Toc412558827]Duplicating a Plan from another Employee’s Current Performance Year Plan
1. Log into SPACE using http://space.ksc.nasa.gov  
Note: SPACE must be accessed from a NASA computer or via Virtual Private Network (VPN). 
2. Click the drop down arrow in the Select Performance Year field and select the current performance year (if not already selected)
2

3. Click the Supervisor View tab (if not already selected)
3

4. Select an employee whose status is Plan Not Started
4

5. In the Plan Summary tab, click Select next to Duplicate from another employee’s current performance year plan
Note: At least one of your employee’s must have a plan in the current performance year before this button becomes visible.
[image: ]
6. Click the radio button next to the employee’s name from which you would like to duplicate the current year’s performance plan
7. Click Copy Plan
[image: ]
16. Make modifications to the plan as needed to add, modify, delete, or re-order elements. Refer to Step 10 in Updating a Performance Plan in this job aid for more instructions on editing the plan

8. Click Complete Plan 
[image: ]
9. Review the completed Plan
10. Click Notify Employee
Note: After the employee reviews the plan, you will receive an email notifying you that the plan is available for your final review and signature. Once you receive this email, complete steps 1-3 and click Set Performance Meeting next to the employee’s name.
11. Conduct a face-to-face Performance Meeting with the employee
12. Click Plan Complete
13. In the Rating Official Signature Confirmation box, click Sign Plan
14. Click Sign on the confirmation pop-up window

15. 

· [bookmark: _Toc412558828]Duplicating a Plan from the Performance Plan Library
NOTE: Before inputting into SPACE, employees must be given the opportunity to provide input into their Performance Plan. It is highly recommended that the initial draft be created outside of SPACE, such as a word document. The employee or the supervisor may create the initial draft. 
	
It is highly recommended that supervisors refer to Tips for writing the critical element(s) and performance standards contained in the NASA EPCS Guidance for Headquarters Employees and Managers (June 2013), which may be found on the Human Resources and Management Division website at http://www.hq.nasa.gov/office/hqhr/performance.html

1. Log into SPACE using http://space.ksc.nasa.gov  
Note: SPACE must be accessed from a NASA computer or via Virtual Private Network (VPN). 
2. Click the drop down arrow in the Select Performance Year field and select the current performance year (if not already selected)
2

3. Click the Supervisor View tab (if not already selected)
3

4. Select an employee whose status is Plan Not Started
4

5. In the Plan Summary tab, click Select next to Duplicate a plan from the Performance Plan Library
[image: ]
6. Enter Search Criteria in the appropriate text fields and click Search
Note: To view only plans approved as “Agency or Center Models” click the Agency or Center Model Plans Only checkbox (above).
[image: ]
Note: There are three types of plans in every Organizational Performance Plan Library:
· Organizational Plans are plans submitted by Rating Officials and higher level managers within the associated umbrella organization. Organizational Plans can be modified/deleted by the submitter, higher level Managers, HR Specialists and Headquarters Administrators.
· Headquarters Models are plans submitted by Headquarters SPACE Administrators or HR Specialists. Headquarters Models can only be modified/deleted by Headquarters Administrators or HR Specialists. 
· Agency Models are plans submitted by Headquarters SPACE Administrators. Agency Models can only be modified/deleted by Headquarters Administrators. 

[image: ]

7. Hover over the plan and click to view the plan’s details, including description, job title, and elements
8. Click the radio button next to the plan you wish to copy and click the Copy button to copy it to your employee’s current Performance Plan
8


9. Make modifications to the plan as needed to add, modify, delete, or re-order elements. Refer to Step 10 in Updating a Performance Plan in this job aid for more instructions on editing the plan 
10. Click Complete Plan 
[image: ]
11. Review the completed Plan
12. Click Notify Employee
Note: After the employee reviews the plan, you will receive an email notifying you that the plan is available for your final review and signature. Once you receive this email, complete steps 1-3 and click Set Performance Meeting next to the employee’s name.
13. Conduct a face-to-face Performance Meeting with the employee
14. Click Plan Complete
15. In the Rating Official Signature Confirmation box, click Sign Plan
16. Click Sign on the confirmation pop-up window



· [bookmark: _Updating_a_Performance][bookmark: _Toc367188478][bookmark: _Toc412558829]Updating a Performance Plan
A Performance Plan may be updated at any time* the Rating Official believes a change is needed to ensure completeness and accuracy. Performance plans should be updated under the following circumstances: 
· Significant changes have taken place in the employee's job
· It has been determined that any performance plan content is inappropriate or insufficient, or otherwise needs correction or improvement
· The employee is beginning a detail or matrixed assignment of 90 days or more, and the work for the assignment does not fit within the existing performance plan (Coordinate with detail/matrix Rating Official)
· The employee has started a new job and there is enough time remaining in the appraisal cycle for him/her to be assessed on performance of the new job
· You will have the option to delete all content or individual elements to create an entirely new plan
· The employee has been assigned supervisory duties and needs the Mandatory Supervisor Critical elements manually added
* A Performance Plan should not be updated in the 90 days before the appraisal cycle ends. 
1. Log into SPACE using http://space.ksc.nasa.gov 
Note: SPACE must be accessed from a NASA computer or via Virtual Private Network (VPN). 
2. Click the drop down arrow in the Select Performance Year field and select the performance year (if not already selected) which corresponds to the plan you wish to edit
2

3. Click the Supervisor View tab (if not already selected)
3

4. Select the appropriate employee
5. Click the Plan Summary tab (if not already selected)


6. Click the red button labeled Update Plan
[image: ]
7. Verify your decision by clicking Update Plan in the warning pop-up
8. Read the guidance and then click the appropriate Radio button to choose between editing an existing plan or creating a new one
9. Click Continue
[image: ]



10. Make necessary edits 
a. To edit content, click the hyperlink that represents the Critical Element
b. To delete a Critical Element, click the corresponding trash can icon
c. To re-order the Critical Elements, click and hold the corresponding up/down arrow and drag and drop Critical Elements to the desired order
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a) To add a required element (e.g., when an employee becomes a Rating Official), click Add Element
[image: ]
b) Click Add Required Elements
[image: ]

11. Review and finalize the Plan and then click Notify Employee
Note: After the employee reviews the updated plan, you will receive an email notifying you that the plan is available for your final review and signature. Once you receive this email, complete steps 1-3 and click Set Performance Meeting next to the employee’s name.
12. Conduct a face-to-face Performance Meeting with the employee
13. Click Plan Complete
14. In the Rating Official Signature Confirmation box, click Sign Plan
15. Click Sign in the confirmation pop-up window
Note: This creates a new version of the Employee’s Performance Plan. The old plan is still available under the Historical Plans tab.

· [bookmark: _Toc412558830]Submitting a Plan to the Organizational Performance Plan Library
Once your employee has signed his/her Performance Plan, you will have the opportunity to submit his/her plan to the Organizational Performance Plan Library.
The Organizational Performance Plan Library provides sample plans submitted by Rating Officials within your parent Organization (labeled Organizational Plans), and plans submitted by Headquarters Administrators and Human Resources Specialists (labeled Headquarters Models and plans submitted by Headquarters Administrators (labeled Agency Models). Rating Officials may use these plans when creating a performance plan for an employee. Rating Officials can search and review plans in the Library, and copy a selected plan from the Library to a specific employee. Then, the Rating Official should make appropriate edits to customize the Library sample plan for his/her employee. 

After clicking Submit to Library, you will have the option to edit the plan before submitting it for inclusion in your Organization’s Performance Plan Library. You will also be asked to provide a description of the plan to facilitate keyword searches. Upon submission of the plan, SPACE will remove the employee’s name and any comments he/she provided regarding the plan. The position title, grade and the organization’s name, along with all other performance plan content, will be retained. 

Once you have submitted the plan, you will have the ability to edit or delete it as needed. Your Organization’s higher level managers, the Headquarters SPACE Administrator, and designated Human Resources Specialists have permissions to manage the Organizational Plan Library.
1. Log into SPACE using http://space.ksc.nasa.gov 
Note: SPACE must be accessed from a NASA computer or via Virtual Private Network (VPN). 
2. Click the drop down arrow in the Select Performance Year field and select the current performance year (if not already selected)
2

3. Click the Supervisor View tab (if not already selected)
3

4. Select the appropriate employee
5. Click the Plan Summary tab (if not already selected)
6. Click Submit to Library
[image: ]
7. To submit the plan without editing, proceed with the following steps:
a. Enter a description and click the radio button next to No (if not already selected)
b. Click Submit to Library
7a
7b



8. To edit the plan before submitting, proceed with the following steps:
a. Enter a description and click the radio button next to Yes
b. Click Edit Library Plan
8a
8b

c. Click the Library Plan Summary tab (if not already selected)
d. Modify editable descriptors of the plan on the Library Plan Summary tab by selecting from drop down menus and/or clicking the blue text to open the text field for editing
[image: ]


e. Click the Library Plan Contents tab
8e

f. Add, edit, move and/or delete elements, or delete plan (if desired). Refer to Step 10 in Updating a Performance Plan in this job aid for more instructions on editing the plan
g. Click Approve
[image: ]
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