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CHRIS Self Service 
 

Copying a Performance Plan 
 
Introduction 
 
The current version of the CHRIS APPAS module has been built using Oracle Self-
service technology. The user will access all performance plan functions from the main 
Plan Information screen.  From the Main Plan Information screen the user can copy 
performance plans from one year to the next and from one employee to another. Once 
they have copied the plan the user can alter the plans accordingly. 
 
 
 
 
Guide Contents 
 
This guide provides instruction on how to copy an existing performance plan from 
one year to the next or from one employee to another. 
 
 
 



How to Copy a Performance Plan 
 
Step 1 
If you are a manager select GSA Manager Self-Service from the menu and then click on 
Build Performance Plan (APPAS) in the right hand column.  

All other users select GSA Build Performance Plan and click on Build Performance Plan 
(APPAS) in the right hand column. 
 

 
 

Important:  The Internet Explorer or Netscape Back   button SHOULD NOT be 
used in this system to navigate between pages.  Using the button will cause the system 
to not function properly. 
 
Step 2 
 
The user needs to identify which plan that they want to copy. The Plan Information 
screen appears and provides two options for searching for an employee’s existing 
performance plan by name.  
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You can enter the employee’s last name in the Name field and hit the tab key or click on 

the Flashlight icon .   
 
 

 
 
 
This will take you to the Search and Select: Name screen.  Identify the correct employee 
and click on the Quick Select icon.   
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To narrow your results to a specific date range, enter a starting and ending value in the 

Rating Period End Date fields.  Click on the Go button  . 
 

 
 
To limit your search to performance plans where you are the main appraiser, click on the 
“Plans where you are Main Appraiser” box and click on the Go button . 
 
 

 
 
 
Based upon the criteria that you have entered the Plan Information screen will populate 
with Performance Plans.  
 

 
 
 
Step 3 
 
Before you copy a plan verify the Rating Period Start and End Dates.  For further 

verification that you are copying the correct plan click on the Details icon  and 
review the plan information. When you have finished reviewing the plan, click on the 
Back button to return to the Main Plan Information screen. 
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Step 4 

When you are ready, click on the Copy Icon  to copy the selected plan over to the 
next year or from one employee to another. 
 
 
Step 5  
 
This will take you to the Copy Performance Plan screen.  The Critical Element Data, the 
Element Measure Data and Rating Level Data will carry over from the initial plan; the 
user will need to enter the information on the Plan Information screen below. 
 

 
 
Enter the new employee’s last name in the Name field and hit the tab key or click on the 

Flashlight icon .   
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This will take you to the Search and Select: Name screen.  Identify the correct employee 

and click on the Quick Select  icon.  This will populate the Name field on the 
Plan Information screen. 
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Step 6  
 
The Main Appraiser field will auto-populate but is an editable field.  The Main Appraiser 
field can be changed to any authorized supervisor in GSA. 
 

 
 
To change the Main Appraiser, enter the appraiser’s last name in the Name field and hit 

the tab key or click on the Flashlight icon . This will take you to the Search and 
Select: Main Appraiser screen.  Identify the correct appraiser and click on the Quick 
Select icon.  This will populate the Main Appraiser field on the Copy Performance Plan 
screen. 
 
 
 
 
 

 
 
 
Step 7 
 
Next, you will need to select the correct performance plan in the Performance Plan Form 
field. Click on the grey arrow box on the right hand side of the Performance Plan Form 
field, which will display a drop down list of values.  Select the appropriate form by double 
clicking on it. 
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Step 8 
 
Complete the Plan Information section. First, verify the Rating Period Start and End Date 
fields. 
 
The Performance Plan Type field will default to Annual but can be changed to Detail by 
clicking on the grey arrow box in the right hand side of the field. 
 
The Assignment Type field will default to Primary but can be changed to Interim by 
clicking on the grey arrow box in the right hand side of the field. 
 
The other date fields - Performance Plan Issue Date, Mid-year Review Date, Appraisal 
Date and PD Review Date can be entered with the appropriate values after the 
supervisor has met with the employee. 
 
Step 9 
 
Also, on the Copy Performance Plan screen, the option to identify an employee as 
unratable is available.  If at some point during the rating period an employee becomes 
unratable, click in the Unratable box and enter a free form text description in the 
unratable reason field.  This can be removed at any time. 
 

 
 
 
Step 10 
 
If necessary the Critical Element Data, the Element Measure Data and Rating Level 

Data can all be edited by clicking on the Critical Element button . 
 
Refer to Updating an Existing Performance Plan Guides for further instructions.  
 
Step 11 
 
Once you have all necessary information entered click on the Save button .   
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