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HQ Employee Job Aid: Providing Input Regarding 
Your Performance via Self-Assessments

You are encouraged to submit Self-Assessments for the Midpoint Progress Review and the Rating, to provide information about your progress and accomplishments for your Rating Official to consider. Follow these steps to use the Self-Assessment functionality in SPACE. 
Note: You are allowed to submit up to two Self-Assessments in SPACE per appraisal cycle. 
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 Self-Assessments tab
Note: Supervisors, you may need to click the Your Performance Plan tab to access your own plan and create your own Self-Assessment.
3. Click Create
[image: ]
Note: To learn more about Self-Assessments, click the link on this page for a short tutorial.
[bookmark: _GoBack]

4. Read the guidance and then click Continue
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5. If desired, enter a narrative for each Critical Element
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6. In the Self-Assessment Narrative Summary section, enter a narrative to summarize your overall performance 
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Note: You can make notes regarding each performance element and/or overall. You can edit or add to your Self-Assessment and save it as a draft as often as you wish before you submit. This allows you to use your Self-Assessment to record notes throughout the appraisal cycle.
7. To save your work and return to it at a later time, click Save Draft
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8. To edit or finalize your Self-Assessment, click Edit/Finalize
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9. When it is time to submit your Self-Assessment, finalize your content, then click Ready to Submit to send your Self-Assessment to your Rating Official
· Your Self-Assessment will be viewable by your Rating Official, your Reviewing Official, and anyone who has the role of Manager for your organization
[image: ]
Note: Once you submit a Self-Assessment, you can no longer edit it unless you ask your Rating Official to return it to you.
10. When prompted by the Submit Self-Assessment to Rating Official confirmation box, click the radio button to identify the performance appraisal activity for which you are submitting the Self-Assessment
11. Click Submit
[image: ]

12. To print a copy of your Self-Assessment or to save a copy to your desktop, click Print PDF located at the bottom of the page
· A separate pop-up window will appear with an Adobe Acrobat PDF version of your Self-Assessment
· In the File Download window, click Open
· To print the Self-Assessment, click the print icon  [image: ] on the top toolbar
· Print as you normally would from your Internet browser 
· To save the Self-Assessment, click the File → Save in the menu toolbar
· Save as you normally would from your Internet browser 

Note: You can print or save a copy of your Self-Assessment as a PDF at any stage (i.e., whether the Self-Assessment is still a draft or one that has already been submitted)

Once you have submitted your first Self-Assessment in any appraisal cycle, you may immediately create a new one by following all of the steps above.  Typically, this would occur after you submit a Self-Assessment for consideration during the Midpoint Progress Review, so that you can begin to record notes about your performance during the second half of the appraisal cycle; in preparation to ultimately submit a Self-Assessment in connection with your Rating.  

When you create your second Self-Assessment in any appraisal cycle, the content from the Self-Assessment you already submitted will be pre-loaded – this allows you to use that information as a starting point if you wish.  You have full editing capability regarding this content.  And again, you may edit and save a draft of this second Self-Assessment as many times as you wish before you submit it.
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Self-Assessment Narrative Summary

Inthe space provided below, summarize your overall performance from the beginning of this performance year until present. You may also
provide feedback regarding each element individually above.

| & o  Fosizes =iz == = ¢ B / Y S E

nter information about your overall progress here. >
6





image5.png
Self-Assessment Narrative Summary

Inthe space provided below, summarize your overall performance from the beginning of this performance year until present. You may also
provide feedback regarding each element individually above.
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To create a new Self-Assessment click the Create button. During the Performance year, you may submit one
Self-Assessment for the Midpoint Review and one for the Rating. To edit or delete a draft Self-Assessment, or
to view a previously submitted Self-Assessment, click the applicable Self-Assessment action button.

Click here for a short tutorial about Self-Assessments.
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Self-Assessment Narrative Summary

Inthe space provided below, summarize your overall performance from the beginning of this performance year until present. You may also
provide feedback regarding each element individually above.
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Submit Self-Assessment to Rating Official

Reminder: During the Performance Year, you may submit one Self-Assessment for the Midpoint Review and
one for the Final Rating. Before submitting, please consider the following

« Ifthis is your 2nd Sef-Assessment, you will not be able to create another one during the current
Performance Year.

« Once you click Submit, you will not be able to edit your Seff-Assessment unless your Rating Official returns it
toyou

Please select the performance appraisal actvity for which you are submitting this Seff-Assessment

Midpoint Review Final Rating 1
Submit Later l v it '
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To create a new Self-Assessment click the Create button. During the Performance year, you may submit one
Self-Assessment for the Midpoint Review and one for the Rating. To edit or delete a draft Self-Assessment, or
to view a previously submitted Self-Assessment, click the applicable Self-Assessment action button.

Click here for a short tutorial about Self-Assessments.
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You are encouraged to submit Self-Assessments for the Midpoint Progress Review and the Final Rating, to provide information about your
progress and accomplishments for your Rating Offcial to consider.

You may submit a maximum of two Sef-Assessments in SPACE each Performance Year, which will be saved in the system. This does not
mean that communications about your performance should be limited to just this input. Rather, you are encouraged to engage in regular and
on-going performance communication with your supenvisor throughot the appraisal cycle:

Inthe Self-Assessment, you can make notes regarding each performance element and/or overall. You can edit or add to your Self-Assessment
and save it as a draft as often as you wish before you submit it — this means that you can use it to record notes throughout the appraisal cycle.

Once you submit a Self-Assessment, you can no longer edit it unless you ask your Rating Official to retur it to you. However, you can begin a
second Seff-Assessment as Soon as you have submitted your first. The second Self-Assessment will open with all content you entered into the
first one, so that you may edit or add to this content for your Final Rating submission.

Organizations at any level, or individual supervisors, may require Self-Assessments, or may establish expectations/guidance about the types
of information employees should include. If you are not certain what requirements or expectations may apply to your organization, discuss this
with your Rating Official

To begin your Sef-Assessment, click Continue.
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