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Introduction 
The Application Development Plan (ADP) describes in detail the structure and functionality of phase II 
updates to GPS, a Web-based system for managing employee performance documents.  GPS phase I 
focused on KTOs. GPS phase II will focus on the Mid-Year Review. 

The purpose of this ADP is to specify the complete phase II site functionality from the end-user’s 
perspective. The document will attempt to specify this functionality to a degree of detail that will ensure 
understanding by everyone involved with the project. 

 

Scope of Document 
This ADP describes the output of the entire development effort for this project. Anything not explicitly or 
implicitly included in this document is considered out of scope. Any changes to scope after business and 
technical signoff on this document will need to go through the change request process. The ADP will be 
updated to reflect any significant changes; minor changes may not be reflected. 

 

Change History 
Date Author Description 

 Leah Buley & 
Jeffrey Coleman 

First Draft 
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Overview 
GPS is designed around the concept of employee performance “documents” organized into “employee 
records.”  Each employee record contains one or more performance documents. At a minimum, this will 
eventually include KTOs, the Mid-Year Review, and the End-Year Review.  It may also include other 
documents yet to be determined.   

Each employee has primary ownership and control over his or her documents, but an employee’s direct 
manager also contributes by approving what the employee has written and in some cases adding comments.  
Line managers and designated “super viewers” may access a given employee’s documents in order to view 
them, but only the employee and the manager can change the text or status of a document. 

Site Structure 
Users enter GPS through the home page or a system-generated email and launch one or more employee 
records.  The small group of users with the necessary permissions may also navigate through the home 
page to the administration, super view, and reporting pages.  
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Document Types 
GPS currently includes two types of performance documents: KTOs and Mid-Year Reviews. 

KTOs 

KTO document functionality was implemented in phase I of the GPS build, and is beyond the scope of this 
document. 

Mid-Year Reviews 

The Mid-Year Review contains a mid-year update on the progress of KTOs and a section on the 
employee’s personal development.   

Page Flow 

This document is structured like a wizard, with prominent buttons and progress indicators guiding users 
through each of the pages. 

First the employee writes his or her comments on these areas, then the manager adds comments, and finally 
the employee reviews and acknowledges the manager’s comments, indicating that the review is complete.   

The following diagram illustrates the sequence of pages employees and managers will follow in filling out 
the mid-year review. 

[insert mid -year flow diagram here] 

Roles & Statuses 

The following list describes everyone who is allowed to access a given Mid-Year Review. Users who do 
not fit into one of these roles in relation to a document should be prohibited from accessing it. 

• Employee – the owner of the document.  Drafts employee comments, submits the review, and 
completes the review by acknowledging manager comments. 

• Manager – the direct manager of the owner of the document.  Drafts manager comments, and 
approves employee comments. 

• Line Manager – an indirect manager of the owner of the document. May view review once it has 
been acknowledged by employee. 

• Super Viewer – a user with rights to view other people’s documents (assigned by an administrator). 
May view review once it has been acknowledged by employee. 

A Mid-Year Review goes through the following statuses to become complete: 

• Not started – nothing has been done 

• Drafted by employee – the employee has started the review and most likely added comments. No 
part of the mid-year review is required, however, so the review is considered “drafted by 
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employee” as soon as he or she has visited any editable page in the review, whether or not he or 
she has added comments. 

• Submitted  – the employee has submitted the review to his or her manager. 

• Drafted by manager – the manager has viewed an editable page and may or may not have added 
comments. As for the employee, no part of the mid-year review is required, so as soon as the 
manager has visited any editable page, the review is considered “drafted by manager.”  At this 
point if the manager is dissatisfied with what the employee has written he or she can roll the 
document back to Drafted by employee status and ask the employee to make changes. 

• Approved – the manager has approved the employee’s comments and sent the review back to the 
employee along with any manager comments for acknowledgment. At this point if the manager is 
dissatisfied with what the employee has written he or she can roll the document back to Drafted by 
employee status and ask the employee to make changes. 

• Acknowledged – the employee has reviewed and acknowledged the manager’s comments. The 
review is complete.  At this point if the employee is dissatisfied with what the manager has written 
he or she can roll the document back to Drafted by manager status and ask the manager to make 
changes. 

Users have varying access rights depending on the status of the document at the time.   

 Employee Manager Line Manager Super Viewer 

Not Started N/A N/A N/A N/A 

Drafted by 
Employee 

View employee 
comments 

Suppress all 
comments 

Suppress all 
comments 

Suppress all 
comments 

Submitted View employee 
comments  

View employee 
comments / 
manager 
comments N/A 

Suppress all 
comments 

Suppress all 
comments 

Drafted by 
Manager 

View employee 
comments / 
suppress manager 
comments 

View all 
comments 

Suppress all 
comments 

Suppress all 
comments 

Approved View all 
comments 

View all 
comments 

Suppress all 
comments 

Suppress all 
comments 

Acknowledged View all 
comments 

View all 
comments 

View all 
comments 

View all comments 
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Page-Level Specifications 

Home Page 

Home Page 

All users of GPS are redirected to the home page after logging in.  

The home page displays several modules that serve as pathways to employee performance material.  All 
users see a standard module that allows them to view their own documents. Users with management 
responsibilities, shared documents, super view rights, administrative rights, or reporting rights see 
additional modules or links.   
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Home Page (0.1) 

 

Employee Module 

Manager Module 

Finder Module 

Employee Record Pages 
Each employee record opens into a separate window, making it possible to compare emp loyee records 
onscreen.   

Employee records are accessible through the GPS home page, system-generated emails, or links in other 
employee records. 
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Standard Elements 

All employee record pages follow a standard template. General information identifying the employee and 
tabs for navigating between documents appear at the top of each page.  Individual page contents take up the 
rest of the page.   

 Employee Header Bar 

 

The following employee information appears at the top of all employee record pages in the standard header 
bar: 

• Employee name; 

• Employee title; 

• The employee’s direct manager and any direct reports. If the user is allowed to access any of the 
manager’s or direct reports’ documents, their names will be hyperlinked.  The link opens the 
appropriate employee record to the all documents page; Confirm with Jeff that this is OK 

• A link to detailed instructions relevant to the current page.  Clicking the link toggles a panel in the 
page with detailed instructions. The link text changes from “show instructions” to “hide 
instructions.” 

Document Navigation Bar 

 

The document navigation bar appears directly beneath the employee header bar on all employee record 
pages. It provides a means of navigating among all documents available for an employee. It shows: 

• A tab leading to the A ll Documents page (1.1); 

• A dropdown listing all the years within which documents are available for that user;  

• A tab for each document available in the selected year.  The KTO tab links to the KTO View page 
(2.1). The Mid-Year tab links to the Mid-Year Overview page (3.1). 

• Changing the year in the dropdown refreshes the page and the available document tabs.   

• Documents tabs are shown under three circumstances: 

• A document is current (as indicated in the table of active document types). This means that this is 
the main document in play in the system at the time. A tab should appear for the current document 
whether or not it has been started by that user (i.e., whether a document has been saved in the 
database); 
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• A document is active (as indicated in the table of active document types). This means that the 
document should be accessible and editable, though it is not the current document.1  A tab should 
appear for the active document whether or not is has been started by that user;  

• An older document that is no longer active or current but its status is anything greater than not 
started (i.e., it’s been saved in the database). Note that the contents of the actual document pages 
may be somewhat restricted, if the document was never completed. Does the team agree? 

If for whatever reason there is a gap in the years of available documents (because an employee left and then 
returned to the company, for example), the dropdown should list only years for which documents exist, 
skipping any years with no documents. 

All users with permission to access an employee record will see the navigation bar and have full ability to 
toggle years. However any documents the user does not have permission to view will not be hyperlinked 
and will have a visual appearance that reflects their disabled state. 

Mid-Year Printable Version Link 

All Mid-Year Review pages will contain a link to the Mid-Year printable version page 
(3.13). This link opens in a new window.  If the page the user is coming from contains 
editable information, clicking this link should first submit the page form handler, so the 
printable version displays the latest content. 

Mid-Year Tabs  

Mid-Year Review pages include a separate set of tabs that also function as a progress indicator.  These tabs 
appear beneath the document navigation bar.  This only shows the steps that are relevant to the given user 
at that point in the process. This breaks down as follows: 

Not Started Employee 

Manager 

All Others with Access 

 

                                                                 

1 An example of this would be when most of the firm is still working on the End-Year Review (because it’s 
December and the year’s not over, darn it!), but some groups are ready to soldier on with their KTOs.  In 
that case, the End-Year Review would be the current document but the KTOs for the following year would 
be an active document. 
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Drafted by 
Employee 

Employee 

 

Manager 

 

All Others with Access 

 

Submitted Employee 

 

Manager 

 

All Others with Access 

 

Drafted by 
Manager 

Employee 

 

Manager 

 

All Others with Access 

 

Approved Employee 

 

Manager 
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All Others with Access 

 

Acknowledged Employee 

 

Manager 

 

All Others with Access 

 

 

The tabs are always active.  Clicking on a tab redirects to the selected page, though the contents of the page 
may be somewhat restricted depending on the status of the document. (See the section on roles & statuses 
under the Document Types section of this ADP for a detailed breakdown of who sees what and when.) 

The tabs link to pages as follows2: 

• Overview – links to Mid-Year Overview page (3.1) 

• KTO Update – links to Mid-Year KTO Update page (3.2) 

• General Comments – links to Mid-Year General Comments page (3.3) 

• Strengths Assessment – links to Mid-Year Strengths Assessment page (3.4) 

• Development Plan – links to Mid-Year Development Plan page (3.6) 

• Submit Review – links to Mid-Year Submit page (3.8) 

• Approve Review – links to Mid-Year Approve page (3.9) 

• Acknowledge Review – links to Mid-Year Acknowledge page (3.11) 

                                                                 

2 Tab labels may change. 
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Technical Note 

Some version of the steps bar is common to all mid -year review pages, so it can be built as an 
include or a single tile. 

Open issues 

If the employee click one of the mid-year review tabs from the overview page does the doc status 
automatically switch to drafted or do they only really start drafting once they explicitly click the 
start button? 

eWebEditPro Controls 

GPS uses a third-party rich text editor called eWebEditPro that makes it possible for users to enter text with 
formatting such as bold, italics, and bullets.  Most textarea boxes on this site are actually HTML <div> 
elements. When clicked, they load the rich text editor, allowing users to enter comments with special 
formatting.  Clicking off of the element causes it to return to its default visual appearance (like a textarea), 
with any updates to the text reflected in the element onscreen.  Those elements will be referred to as 
eWebEditPro controls in this document. 
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All Documents (1.1) 

 

Overview 

This page lists and links to all performance documents for a given employee. 

Functionality 

Since this page is accessible through the document navigation bar that appears in all employee record pages, 
it may be accessed by anyone with any rights to view any of the user’s performance documents.  



 14 

It displays a list of performance documents grouped by year. 

Documents are listed under three circumstances: 

• A document is current (as indicated in the table of active document types). This means that this is 
the main document in play in the system at the time. The current document should be listed 
whether or not it has been started by that user (i.e., whether a document has been saved in the 
database); 

• A document is active (as indicated in the table of active document types). This means that the 
document should be accessible and editable, though it is not the current document.  Active 
documents should appear whether or not they have been started by that user;  

• An older document that is no longer active or current but its status is anything greater than not 
started (i.e., it has been saved in the database).  

All documents that the user has permission to see will be hyperlinked. Documents that the user may not 
access will simply be displayed as text. CB to verify 

Clicking a hyperlinked document name will load the default page for the selected document.  Default pages 
are: 

• KTO Document – KTO view page (2.1) 

• Mid-Year Document – Mid-Year overview page (3.1) 

Mid-Year Overview (3.1) 

Overview 

This is the default page for the mid year review and the starting point for all mid-year review activity. 
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Employee Draft  & Acknowledge (3.1 ED & 3.1 EA) 

 

This page displays content delivered through the content management system and/or summary information 
about the document.  

When the document status is not started or drafted by employee the content will include a general 
introduction to the mid-year review, and a sidebar calling out the core steps employees should 
follow. 



 16 

When the document status is submitted or drafted by manager this page should display a message 
that manager is working on the document and that the employee will receive an email when the 
document is ready for acknowledgment. 

When the document status is approved this page should display text explaining that the document 
is ready to be acknowledged and what that means. It should also include a sidebar calling out what 
employees need to do in order to acknowledge their review. 

When the document status is acknowledged this page should display a message that the document 
is complete. Should it also display data points like when it was approved, whether a meeting took 
place, etc.? 
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Manager Draft & Approve (3.1 MD & 3.1 MA) 

 

This page displays content delivered through the content management system and/or summary information 
about the document. 

When the document status is not started  this page should display a message that the document has 
not been started yet.  
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When the document status is drafted by employee this page should display a message that the 
document has been started but that the manager will not be able to view what the employee has 
written until it has been submitted. 

When the document status is submitted or drafted by manager this page will display a general 
introduction to the mid-year review, and a sidebar calling out the core steps managers should 
follow. 

When the document status is approved this page will display a message that the document has 
been sent to the employee for acknowledgment. 

When the document status is acknowledged this page should display a message that the document 
is complete. Should it also display data points like when it was approved, whether a meeting took 
place, etc.? 

 

View (3.1 V) 

This page displays content delivered through the content management system and/or summary information 
about the document. 

For all other users with access, when the document status is not started this page should show a 
message that the document has not been started yet. 

When the document status is drafted by employee, submitted, drafted by manager, or approved, 
this page should display a message indicating that the document has been started but that 
comments will not be visible until after the employee has acknowledged the review. 

When the document status is acknowledge, this page should display overview document 
information such as when the document was approved, whether a meeting took place, etc. 

 

Buttons 

This page will include one or two of the following buttons depending on the status and role of the viewer of 
the document. 

Button Properties 

Name Label Behavior 

Start Start the Review • Checks off step 1 

• Progresses the document to the next status (not 
started to drafted by employee or submitted to 
drafted by manager) 

• Redirects to Mid-Year General Comments page 
(3.3) 

Next  Next 
Redirects to Mid-Year General Comments page (3.3) 
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Quit Quit for Now 
Closes the employee record window 

 

Display Combinations 

 Employee Manager All Others 

Not started Start 
Quit 

Quit Quit 

Drafted by 
Employee 

Next  
Quit 

Quit Quit 

Submitted Next  
Quit 

Start 
Quit 

Quit 

Drafted by 
manager 

Next  
Quit 

Next  
Quit 

Quit 

Approved Next  
Quit 

Next  
Quit 

Quit 

Acknowledged Next  
Quit (label just reads 
“Quit” here) 

Next  
Quit (label just reads 
“Quit” here) 

Next  
Quit (label just reads 
“Quit” here) 

 

Open Issues 

Should the overview page once the document has been acknowledged show document summary 
information such as when it was approved, whether a meeting took place, etc.? 

 

Mid-Year KTO Update (3.2) 

Overview 

This page lists employee and manager mid-year comments on a given employee’s KTOs. It also includes 
the employee’s unplanned accomplishments.  
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Employee Draft (3.2 E) 

 

If the document status is not started or drafted by employee, this page appears in editable form.   

• Each KTO is listed and numbered sequentially in order of entry into the database.  KTOs  that 
have previously been marked inactive will appear at the bottom of the list and be grayed out. 

• For all active KTOs there will be a checkbox for marking the KTO inactive. Next to the checkbox 
will be a “learn more” link.3  Mousing over the “learn more” link will expose a panel with a 

                                                                 

3 Link text may change. 
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description of what it means to mark a KTO inactive. Mousing off the panel will hide it again. 
This checkbox is initially unchecked. The system should remember and display as checked any 
KTOs that have been marked as inactive if the user leaves and then returns to the system before 
submitting the Mid-Year Review. 

•  For all active KTOs there will be a checkbox for marking a personal development KTO. Next to 
the checkbox will be a “learn more” link that shows a explanation of what it means to mark a 
personal development KTO. This link will exhibit the same behavior described above.  This 
checkbox is initially unchecked. The system should remember and display as checked any 
personal development KTOs if the user leaves and then returns to the system before submitting the 
Mid-Year Review. 

• For each KTOs (active or inactive) there will be an eWebEditPro control where employees can 
enter freeform comments. These fields are optional. 

• A link to add additional KTOs will appear beneath the list of KTOs. Clicking the link will show a 
new eWebEditPro control where users can enter the text of a new KTO.  This new KTO will also 
have an inactive checkbox, a personal development checkbox, and an employee comments 
eWebEditPro control.  Each time the user clicks the “add additional KTOs” link another grouping 
of KTO controls will appear onscreen. If a user attempts to inactivate, mark as development, or 
add comments to a new KTO without providing the actual text of the KTO he or she will see an 
error message and be prevented from proceeding when attempting to submit the form. 

• There will be one extra eWebEditPro control where employees can enter unplanned 
accomplishments. Next to this control will be a “how is this different from a KTO” link. Mousing 
over this link will expose a panel with an explanation of what a user should enter into this box. 
Mousing off the panel will hide it again. This field is optional. 

 

If the document status is submitted or drafted by manager the employee’s inputs will appear in view 

mode. The manager’s comments will be restricted. 

• Each KTO is listed and numbered sequentially in order of entry into the database.  KTOs  that 
have previously been marked inactive will appear at the bottom of the list and be grayed out. 

• KTOs that have been marked as inactive or development KTOs will be labeled accordingly. 

• All employee comments will be listed beneath their respective KTOs.  If the employee did not 
enter comments under any particular KTO, there will be a message in place of the employee 
comment explaining that no comments were added. 

• Beneath each KTO will be a placeholder for manager comments with a note indicating that 
manager comments will become visible once the Mid-Year Review has been approved. 

• The employee’s unplanned accomplishments will be listed if the employee has entered any. If the 
employee has not written any, the unplanned accomplishments label will appear with a note 
beneath indicating that no unplanned accomplishments were added. 
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If the document status is approved or acknowledged the page will appear in view mode. Both 
employee and manager inputs will be visible. 

• Each KTO is listed and numbered sequentially in order of entry into the database.  KTOs  that 
have previously been marked inactive will appear at the bottom of the list and be grayed out. 

• KTOs that have been marked as inactive or development KTOs will be labeled accordingly. 

• All employee and manager comments will be listed beneath their respective KTOs.  If the 
employee or manager did not enter comments under any particular KTO, there will be a message 
in place of the comment explaining that nothing was added. 

• The employee’s unplanned accomplishments will be listed if the employee has entered any. If the 
employee has not written any, the unplanned accomplishments label will appear with a note 
beneath indicating that no unplanned accomplishments were added. 
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Manager Draft (3.2 M) 

 

If the document status is not started this page will show a message that the document has not been 
started yet. 

 

If the document status is drafted by employee this page will show labels for each of the sections (KTOs 
and Unplanned accomplishments) with a note underneath each explaining that employee comments 
will become visible once the Mid-Year Review has been submitted. 
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If the document status is submitted or drafted by manager this page will appear in editable form. 

• Each KTO is listed and numbered sequentially in order of entry into the database.  KTOs  that 
have previously been marked inactive will appear at the bottom of the list and be grayed out. 

• Any KTOs that have been marked inactive or development by the employee will be labeled 
accordingly. 

• Employee comments will be displayed beneath their respective KTOs (not editable by manager). 
If the employee has not entered comments for a particular KTO, a note will appear in place of the 
comments explaining that none were added. 

• An eWebEditPro control where managers can enter comments will appear beneath the employee 
comments area for each KTO. 

• The employee’s unplanned accomplis hments will be listed if the employee has entered any. If the 
employee has not written any, the unplanned accomplishments label will appear with a note 
beneath indicating that no unplanned accomplishments were added. 

 

If the document status is approved or acknowledged the page will appear in view mode. Both 
employee and manager inputs will be visible. 

• Each KTO is listed and numbered sequentially in order of entry into the database.  KTOs  that 
have previously been marked inactive will appear at the bottom of the list and be grayed out. 

• KTOs that have been marked as inactive or development KTOs will be labeled accordingly. 

• All employee and manager comments will be listed beneath their respective KTOs.  If the 
employee or manager did not enter comments under any particular KTO, there will be a message 
in place of the comment explaining that nothing was added. 

• The employee’s unplanned accomplishments will be listed if the employee has entered any. If the 
employee has not written any, the unplanned accomplishments label will appear with a note 
beneath indicating that no unplanned accomplishments were added. 
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View (3.2 V) 

 

For all other users with access, if the document status not started this page will show a message that 
the document has not been started yet. 

If the document status is drafted by employee, submitted, drafted by manager, or approved this page 
will show labels for each of the sections (KTOs and Unplanned accomplishments) with a note 
underneath each explaining that employee and manager comments will become visible once the Mid-
Year Review has been acknowledged. 
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If the document status is acknowledged, the page will appear in view mode. Both employee and 
manager inputs will be visible. 

• Each KTO is listed and numbered sequentially in order of entry into the database.  KTOs  that 
have previously been marked inactive will appear at the bottom of the list and be grayed out. 

• KTOs that have been marked as inactive or development KTOs will be labeled accordingly. 

• All employee and manager comments will be listed beneath their respective KTOs.  If the 
employee or manager did not enter comments under any particular KTO, there will be a message 
in place of the comment explaining that nothing was added. 

• The employee’s unplanned accomplishments will be listed if the employee has entered any. If the 
employee has not written any, the unplanned accomplishments label will appear with a note 
beneath indicating that no unplanned accomplishments were added. 

 

Buttons 

This page will include some combination of the following buttons depending on the status and viewer of 
the document. 

Button Properties 

Name Label Behavior 

Continue Save & Continue Submits the KTO update page form 
Checks off step 2 
Redirects to Mid-Year General Comments page (3.3) 

Next  Go to the Next Page Redirects to Mid-Year General Comments page (3.3) 

Back Go Back Submits the KTO update page form if page is in editable 
format 
Redirect to Mid-Year Overview (3.1) 

Recommend 
Changes 

Recommend 
Changes 

Submits the KTO update page form if page is in editable 
format 
Redirects to Mid-Year Recommend Changes page (3.10) 

Request 
Changes 

Request Changes Redirect to Mid-Year Request Changes page (3.12) 

Quit Quit for Now Submits the KTO update page form if page is in editable 
format 
Closes the employee record window 

 

Display Combinations 

 Employee Manager All Others 

Not started n/a Quit Quit 

Drafted by Continue Quit Quit 



 27 

Employee Back 
Quit 

Submitted Next  
Back 
Quit 

Continue 
Back 
Recommend Changes 
Quit 

Quit 

Drafted by 
manager 

Next  
Back 
Quit 

Continue 
Back 
Recommend Changes 
Quit 

Quit 

Approved Next  
Back 
Request Changes  
Quit 

Next  
Back 
Quit 

Quit 

Acknowledged Next  
Back 
Quit (label just reads 
“Quit” here) 

Next  
Back 
Quit (label just reads 
“Quit” here) 

Next  
Back 
Quit (label just 
reads “Quit” here) 

 

Open Issues 

Will recommend changes and request changes labels be modified to reflect the concept of handing a 
document back and/or unlocking it? 

 

Mid-Year General Comments (3.3) 

Overview 

This page lists employee and manager general comments on KTOs for a given employee’s KTOs. 
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Employee Draft (3.3 E) 

 

If the document status is not started or drafted by employee this page appear in editable format. 

• A single eWebEditpro control appears where employee can enter general comments. 

 

If the document status is submitted or drafted by manager this page appear in view mode with 
restricted manager comments. 
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• Employee comments will be displayed beneath “your overall comments” label.4  If the employee 
has not entered general comments a note will appear in their place indicating that no general 
comments were added. 

•  A placeholder for manager general comments will appear beneath the employee general 
comments section, with a note indicating that manager general comments will become visible once 
the Mid-Year Review has been approved. 

 

If the document status is approved or acknowledged the page appears in view mode. 

• Employee comments will be displayed beneath “your overall comments” label. If the employee 
has not entered general comments a note will appear in their place indicating that no employee 
general comments were added. 

• Manager comments will be displayed beneath “manager’s overall comments” label. If the manager 
has not entered general comments a note will appear in their place indicating that no manager 
general comments were added. 

 

                                                                 

4 Label text may change. 
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Manager Draft (3.3 M) 

  

If the document status is not started this page will show a message that the document has not been 
started yet. 

 

If the document status is drafted by employee this page will show labels for each of the sections 
(employee general comments and manager general comments).  

• A note beneath the employee general comments label will indicate that employee comments will 
be visible once Mid-Year Review has been submitted.  
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• A note beneath the manager general comments label will indicate that managers can add their 
general comments once the Mid-Year Review has bee submitted. 

 

If the document status is submitted or drafted by manager this page will appear in editable form. 

• Employee comments will be displayed beneath the “employee’s overall comments” label. If the 
employee has not entered general comments a note will appear in their place indicating that no 
employee general comments were added. 

• A single eWebEditpro control will appear where the manager can enter general comments. 

 

If the document status is approve or acknowledged this page will appear in view mode. 

• Employee comments will be displayed beneath the “employee’s overall comments” label. If the 
employee has not entered general comments a note will appear in their place indicating that no 
employee general comments were added. 

• Manager comments will be displayed beneath “manager’s overall comments” label. If the manager 
has not entered general comments a note will appear in their place indicating that no manager 
general comments were added. 
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View (3.3 V) 

 

For all other users with access, if the document status not started this page will show a message that 
the document has not been started yet. 

If the document status is drafted by employee, submitted, drafted by manager, or approved this page 
will show labels for each of the sections (employee general comments and manager general comments) 
with a note underneath each explaining that employee and manager comments will become visible 
once the Mid-Year Review has been acknowledged. 
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If the document status is acknowledged, the page will appear in view mode. Both employee and 
manager comments will be visible. 

• Employee comments will be displayed beneath the “employee’s overall comments” label. If the 
employee has not entered general comments a note will appear in their place indicating that no 
employee general comments were added. 

• Manager comments will be displayed beneath the “manager’s overall comments” label. If the 
manager has not entered general comments a note will appear in their place indicating that no 
manager general comments were added. 

 

Buttons 

This page will include some combination of the following buttons depending on the status and viewer of 
the document. 

Button Properties 

Name Label Behavior 

Continue Save & Continue Submits KTO General Comments form 
Checks off step 3 
Redirects to Mid-Year Draft Break page (3.4) 

Next  Go to the Next Page Redirects to Mid-Year Strengths Assessment page (3.5) 

Back Go Back Submits the KTO General Comments page form if page is 
in editable format 
Redirects to Mid-Year KTO Update page (3.2) 

Recommend 
Changes 

Recommend 
Changes 

Submits the KTO General Comments page form if page is 
in editable format 
Redirects to Mid-Year Recommend Changes page (3.10) 

Request 
Changes 

Request Changes Redirects to Mid-Year Request Changes page (3.12) 

Quit Quit for Now Submits the KTO General Comments page form if page is 
in editable format 
Closes employee record window 

 

Display Combinations 

 Employee Manager All Others 

Not started n/a Quit Quit 

Drafted by 
Employee 

Continue 
Back 
Quit 

Quit Quit 

Submitted Next  
Back 
Quit 

Continue 
Back 
Quit 

Quit 
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Recommend Changes 
Drafted by 
manager 

Next  
Back 
Quit 

Continue 
Back 
Quit 
Recommend Changes 

Quit 

Approved Next  
Back 
Request Changes  
Quit 

Next  
Back 
Quit 

Quit 

Acknowledged Next  
Back 
Quit (label just reads 
“quit” here) 

Next  
Back 
Quit (label just reads 
“quit” here) 

Quit (label just reads 
“quit” here) 

 

Mid-Year Draft Break (3.4) 

Overview 

This page is a mid-way point between the KTO section and the development section f the mid-year review.  
It displays a message indicating to employee and managers they have finished the first section and are 
about to move on to the second.  This page can only be accessed through the form post from the button on 
the editable Mid-Year General Comments page (3.3), which limits this page to managers and employees. 



 35 

Employee View (3.4 E) 

 

If the document status is not started, submitted, drafted by manager, approved, or acknowledged, 
this page is not accessible. 

If the document status is drafted by employee this page shows a block of text  served through the 
content management system indicating that the first part of the Mid-Year Review is done and the 
user is now moving on to the second part, which, by the way, is optional. 
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Manager View (3.4 M) 

 

If the document status is not started, drafted by employee, submitted, approved, or acknowledged, 
this page is not accessible. 

If the document status is drafted by manager this page shows a block of text served through the 
content management system indicating that the user is done with the first part of the Mid -Year 
Review and that they are now moving on to the second part.  
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Buttons 

This page will include the following three buttons depending on the status and viewer of the document. 

Button Properties 

Name Label Behavior 

Continue Continue Checks off step 4 
Redirect to Mid-Year Strengths Assessment (3.5) 

Back Go Back Redirects to Mid-Year KTO General Comments (3.3) 

Quit Quit Closes employee record window 

 

Display Combinations 

 Employee Manager All Others 

Not started n/a n/a n/a 

Drafted by 
Employee 

Continue 
Back 
Quit 

n/a n/a 

Submitted n/a Continue 
Back 
Quit 

n/a 

Drafted by 
manager 

n/a Continue 
Back 
Quit 

n/a 

Approved n/a n/a n/a 

Acknowledged n/a n/a n/a 
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Mid-Year Strength Assessment (3.5) 

 

Overview 

This page lists competencies that are relevant for the completion of a given employee’s KTOs and includes 
employee and manager ratings on how frequently the employee demonstrates the selected competencies.   

Access & Views  

The standard view is a table of selected competencies and ratings.  If the employee and the manager have 
provided ratings for the selected competency, both ratings will be displayed. If only one of those people has 
provided a rating, only their ratings will be shown. 

Depending on the status and viewer of the document, this page may appear in editable form. 
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Document Owners 

If the document status is not started or drafted employee and the user viewing the document is the 
owner, he or she will see an editable version of this page as depicted below.  

 

If the document status is submitted or drafted by manager the employee will see a message 

indicating that manager selections will become visible once the document has been approved. 

Direct Managers 

If the document status is submitted or drafted by manager and the user viewing the document is 
the manager of the owner, he or she will see an editable version of this page as depicted below. 

  

If the document status is not started or drafted by employee the manager will see a message 

indicating that the employees selections will become visible once the document has been 

submitted. 
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All Others 

All other users with access rights on the given document will see the standard view, unless the 

document has not been acknowledged yet.  In that case, such users will see a message indicating 

that the contents will become visible once the document has been acknowledged. 

Functionality 

This page includes a “see examples” link next to each competency.  Scrolling over this link exposes a 
hidden panel listing examples. Scrolling off the panel hides it again. 

Document Owners 

The employee’s editable version shows a list of all BGI competencies (with three placeholders for 
additional competencies) and adjacent checkboxes.  

 

The user will tick the checkboxes to select individual competencies that they consider important 
for completing their KTOs.  As a checkbox is ticked, the selected competency will also be 
populated in the table at the bottom of the page, where the user can provide a rating for the 
selected competency. Deselecting a competency in the top section should also remove it from the 
table at the bottom. 

Direct Managers 

The manager’s editable version shows the same list of BGI competencies with adjacent 
checkboxes, but it also includes a separate column of disabled checkboxes indicating the 
competencies that were selected by the employee.   

 

Managers will tick the checkboxes in the enabled column to select the competencies they consider 
important for the employee to complete his or her KTOs.  All competencies that were selected by 
the employee will be pre-populated in the table at the bottom of the page, with the employee’s 
rating displayed beneath. As the manager ticks a checkbox, if the employee has not already 
selected the competency, it will be added to the list at the bottom of the page with controls for the 
manager to input a rating. If the employee has already selected the competency, controls for the 
manager’s rating will simply be added to the existing competency listing in the table at the bottom 
of the page.  Deselecting a competency will reverse the behavior. 
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Fields  

Document Owners 

The editable version for employees will include a checkbox for each competency.  Three empty 
textboxes will be provided with a 255 character limit where employees can enter additional 
competencies.  These textboxes will also have a checkbox to indicate selection. (JavaScript should 
be added so that if the user clicks onto the textbox the corresponding checkbox is checked 
automatically and if the user deselects the checkboxes next to a textbox the contents of the textbox 
are removed.) 

The editable employee version will also include a radio button grouping for each selected 
competency.  The grouping will contain four radio buttons that the employee will chose from in 
order to rate how often they use the given competency. 

Direct Manager 

The editable version for managers will include one enabled checkbox and one disabled checkbox 
for each competency. The employee’s selection will be pre-populated in the disabled checkbox, 
where relevant.  Three empty textboxes will be provided with a 255 character limit where 
managers can enter additional competencies.  These textboxes will also have a checkbox to 
indicate selection. Any custom competencies previously entered by the employee will appear in a 
disabled textbox – also with a disabled and an enabled checkbox. 

The editable manager version will also include as many as two radio button grouping for each 
selected competency – a disabled grouping for the employee rating and an enabled grouping for 
the manager selection. Each grouping will contain four radio button. 

Buttons 

Technical Note 

The behaviors described in the functionality section should be handled in client-side code, so the page does 
not need to refresh each time the user selects an additional competency. 
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Mid-Year Development Plan (3.6) 

 

Overview 

This page displays the employee’s development plan with manager comments, as well as general 
comments on personal development for a given employee. 
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Access & Views  
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Functionality 

Fields  

Buttons 

Open Issues 

Mid-Year Draft Done (3.7) 

 

Overview 

This page indicates the end point for the data-entry portion of the mid-year review.  It displays a 
message indicating to employees and managers that they have finished drafting their comments 
and what their next steps are. 
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Access & Views  

Functionality 

Fields  

Buttons 

Open Issues 

Mid-Year Submit (3.8) 
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Overview 

This page allows the document owner to submit what he or she has written to his or her manager.  
The document’s status is updated, locking the employee’s comments and transferring the 
document to the manager to add his or her comments. 

Access & Views  

This page is only accessible to the employee. 

After the mid-year review has been submitted (document status is Submitted, Approved or 
Acknowledged) this page only shows a message saying that the review has been submitted to the 
manager. 

When the mid-year review is in Drafted status the editable version is shown. When the employee 
comes to this page (either through the step navigation or from Error! Reference source not 
found.) introductory text is shown, followed by a list of the document steps that the employee has 
completed. 

Fields  

In the editable version: 

There is a text area where the employee can type comments that will be sent to the 
manager in an email. These comments will not be stored in the system. 

There is an option to have a copy of the email sent to the employee. This option is 
selected by default. 

Buttons 

The Submit to Manager button updates the document status to Submitted and sends an email to the 
manager (Needs to reference the standard email page…). The email will contain whatever 
message the employee entered into the text area field. If the “send copy” field was checked, the 
same email is also sent to the employee. 

For the actions of the other buttons see need reference to standard buttons section. 
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Mid-Year Approve (3.9) 

 

Overview 

This page allows the manager to indicate that he or she is done adding comments and signal 
acceptance of what the employee has written by formally approving the mid-year review. This 
action locks both manager and employee comments. 

Access & Views  

This page is only accessible to the manager. 

After the mid-year review has been approved (document status is Approved or Acknowledged) 
this page only shows a message saying that the review has been approved and returned to the 
employee for acknowledgement. 
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When the mid-year review is in Submitted or Manager Drafted status, the editable version is 
shown. 

Fields  

In the editable version: 

There is a text area where the manager can type comments that will be sent to the 
employee in an email. These comments will not be stored in the system. 

There is an option to have a copy of the email sent to the manager. This option is selected 
by default. 

There is a checkbox where the manager can indicate that a meeting with the employee 
occurred. This field is optional and is not checked by default. If a the manager has 
previously indicated that a meeting occurred, the checkbox should be checked.5  

Buttons 

The Approve Review button updates the document status to Approved and sends an email to the 
employee (Needs to reference the standard email page…). The email will contain whatever 
message the manager entered into the text area field. If the “send copy” field was checked, the 
same email is also sent to the manager. 

The cancel button takes the user back to the previous page. 

Open Issues 

Where is the value of the “met with employee” checkbox displayed? 

                                                                 

5 This would be the case if the manager approved the review and then the employee requested changes. 
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Mid-Year Recommend Changes (3.10) 

 

Overview 

If the manager does not want to approve the review, he or she can return the document to the 
employee by recommending changes. This resets the document’s status to Drafted and transfers 
the document back to the employee to implement changes.  

Access & Views  

This page is only accessible to the manager when the document is  in the Submitted or Manager 
Drafted states. If the document is not in one of these states, there should be no way to reach this 
page and an error should be shown. 
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Fields  

There is a text area where the manager can type comments that will be sent to the emp loyee in an 
email. These comments will not be stored in the system. 

There is an option to have a copy of the email sent to the manager. This option is selected by 
default. 

Buttons 

The Recommend Changes button updates the document status to Drafted and sends an email to the 
employee (Needs to reference the standard email page…). The email will contain whatever 
message the manager entered into the text area field. If the “send copy” field was checked, the 
same email is also sent to the manager 

The cancel button takes the user back to the previous page. 
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Open Issues 

 

Mid-Year Acknowledge (3.11) 

 

Overview 

This page allows the employee to acknowledge the manager’s comments and formally close the 
review process.  This is the last step in the mid-year review process. Once it is completed, the 
review is complete and visible to anyone with access rights to the document. 

Access & Views  

This page is only accessible to the employee. 
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Before the mid-year review is Approved this page only shows a message saying that the review 
will be acknowledged after it is approved by the manager. 

When the mid-year review is in Approved status the editable version is shown. When the 
employee comes to this page (either through the step navigation or from Error! Reference source 
not found.) introductory text is shown followed by the editable fields. 

Fields  

There is a text field where the employee can enter the date a review meeting took place. The field 
is optional. 

Functionality 

A calendar function should allow the employee to easily select the date that the meeting took place. 

Buttons 

The Acknowledge button updates the document status to Acknowledge. 

For the actions of the other buttons see need reference to standard buttons section. 

Open Issues  



 53 

Mid-Year Request Changes (3.12) 

 

Overview 

As an alternate to acknowledging the review, this page allows employees to request changes to 
what the manager has written.  This unlocks the manager’s draft and transfers the document back 
to the manager to implement changes. The document’s status is set to manager draft. 

Access & Views  

This page is only accessible to the manager when the document is in the Acknowledge state. If the 
document is not in that states, there should be no way to reach this page and an error should be 
shown. 
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Fields  

There is a text area where the employee can type comments that will be sent to the manager in an 
email. These comments will not be stored in the system. 

There is an option to have a copy of the email sent to the employee. This option is selected by 
default. 

Buttons 

The Request Changes button updates the document status to Manager Drafted and sends an email 
to the manager (Needs to reference the standard email page…). The email will contain whatever 
message the employee entered into the text area field. If the “send copy” field was checked, the 
same email is also sent to the employee. 

The cancel button takes the user back to the previous page. 
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Open Issues 

 

Mid-Year Printable Version (3.13) 

 

Overview 

This is the printable version of the mid -year review.  
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Access & Views  

This page is accessible to all users with access rights to a document through a link available on 
each page of the mid -year review document.   

The standard view of this document includes all comments added by the employee and the 
manager. Each section of the document and their contents are shown in the same order as they 
appear on the standard pages. 

Content is suppressed from view based on the document’s status and the current user. 

 Not Started Drafted Sumitted and 
Manager Draft 

Approved Acknowledged 

Employee N/A Employee’s 
comments 

Employee’s 
comments 

All All 

Manager N/A Nothing All All All 

Others with 
Access 

N/A Nothing Nothing Nothing All 

 

Whenever content is not visible to a user, a message should be shown in its place indicating that 
the content is not visible at this time.  

Whenever there is no content for a  section a message should be shown indicating that there is no 
content to show.6 

 

Administration Pages 

Administration Page 

Administration pages are available to the handful of users with permissions to administer user profiles, 
exercise super viewing rights, run reports, or update system settings.  Like the home page, administration 
pages load into the primary window of the application (not a popup window).   

Administration pages are accessible through links in the top right corner of the primary window.  These 
links are only displayed to users with the appropriate access.   

The specifications for the individual administration pages are detailed further in this document under the 
Page-Level Specifications. 

                                                                 

6 This is like the page on the electric bill that says “This page intentionally left blank” and is there so that 
people don’t wonder why content is “missing.” 
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User Administration (10.1) 

 

Overview 

This page allows system administrators to manage settings associated with a user profile. From 
here administrators can change the user’s manager, assign administrator, reporter, or super viewer 
status, share the given users documents with others, or change the status of existing documents. 

Functionality 

 

Buttons 

Open Issues 
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