New Hire
Government Employee Management System (GEMS)
Quick Guide
Logging in
Enter the following link in your NMCI computer: https://aps.navwar.navy.mil 
Verify GEMS system access by clicking on Employee. 
Plan to meet with your supervisor within 30 days to establish your performance goals and objectives.
[bookmark: _Toc358297252][image: Main_add plan.jpg]Create a New Plan
As a new employee to GEMS, you will see the “Employee Main” screen that shows the current appraisal cycle.  Click Add New Plan to set up your performance plan.
[image: PPT318.png][image: PPT316.png]Be sure to select Edit E-mail Options link and type your email address in the textbox provided to receive automated notifications. 
[bookmark: _Toc358297253]Select Supervisor & Higher-Level Reviewer
[image: new plan select supervisor.jpg]You are responsiblie for selecting your supervisor and higher-level reviewer names within your performance plan from the drop-down list. 
Organizational Goal 
Enter the organizational goal in the textbox directly beneath the “Supervisor” and “Higher Level Reviewer” textboxes, this will can be provided by your supervisor or administrative officer.
[bookmark: _Toc358297254]How to Set Objectives
In the “Mission Objectives” section, click Add New Objective each time you wish to add an objective.  You cannot add another objective until all required (highlighted) fields of the current objective contain information.
· Enter the “Mission Objective Title” and write the description in the box below it using the SMART methodology.  
· Do not use special characters (such as bullets) in textboxes; they do not print properly.
· Change the start and end dates if an objective is to have a specific timeline (shorter than the full performance year).  Default dates will always be the current appraisal cycle or your start date. 
· Apply a value of importance to objectives, defining a greater significance of one objective over another and setting a percentage of the total performance evaluated.  Unless you specify a weight percentage from the drop-down list, all weights are distributed as proportional.
· GEMS will not allow a plan to be approved by the supervisor if the percentage weights do not equal 100%. 
[image: PPT1D6.jpg]


[Grab your reader’s attention with a great quote from the document or use this space to emphasize a key point. To place this text box anywhere on the page, just drag it.]



[bookmark: _Toc358297255]Request Supervisor Approval
[image: PPT59.png]After completing your three to five performance objectives, click Request Supervisor Review Plan.  A confirmation message appears (shown below).  Click Proceed to send an email to your supervisor that your plan is ready for review

For information on how to write objectives or about APS please go to the following website: https://flankspeed.sharepoint-mil.us/sites/NAVWAR/80CorpOps/SitePages/8.0.3_Alternative_Personnel_System.aspx
If you have any issues, please contact the APS Help Desk as soon as possible. The Help Desk can be reached at: 619-524-7743 or Aps.customer.support@navy.mil. 



















[bookmark: _GoBack][image: ]
image4.jpeg
WDSP0T390425 Unclas:
9-oR&M-0

ed

S GEMS User Guide f

Emplc

N oo o S

E & Cut

~=loix| @
T | .
Employee Performance Plan

22 Cony status: New Plan
Paste New (B2 u a8
TS Format Painter || gjige - 3 Delete s Missing islos needed o proceed o the next step are highlighted and labeled with the word ‘(needed)”

ipboar 5 ides ont y

TR = B Sy s OrgCode:  Edai: Pay Pool r

x 0
| O o 70000 SPAWARTO
s Appraisal Cycle: Plan first Submitted:  Latest Plan Approved:  Annual Review:

1.Jul 2013 thru 30 Jun 2014

SpeliCheck | SavePlan | Cancel  EditE-Mail Options | Help | [ Retum Toiain

©Organizational Information
Please type part of the Supervisor's name or Higher Level Reviewer's name and use the arrow keys to select a match.
Supervisor: Higher Level Reviewer: Pay Pool:

[ [ SPAWARTO

i ABVEXECLVLFOUR, CYNTHIA (70000) |
‘ DASTONE, CATHLEEN (71100) =

orsrmine, cocsea 7100
T E
Specially Situated:

Not Applicable.

Mission Objectives [ Aaa New Objective

Select the Help fink below the gray box for assistance and Save Flan to save your changes Fields with asterisks (*) are required fields needing values. Approved
objectives may be edited, but they cannot be deleted

Mission Objective Titte: StortDater  EndDater  Weight%:
I [o77012013 | [0673022012 | [Proportional <]
i ‘Mission Objective
=]
i -]

Click to add notes

PS> pr—

Slide15 0f37 | "APS PPT User Guide TEMPLATE" |

=
= BRI A e

start| |Deskiop | [ Inbox - Microsoft Out...| ) GEMS User Manual D...| ] Ssarch Results | DFn3cemsFiver | G Microsoft PowerPaint...| @ SPaWAR #PS - Micr... |[@ https://mynavair.





image5.jpeg
ision Opjeciives [ 26310 creic |

‘Selectthe Help link below the gray box for assistance and Save Plan to save your changes. Fields with asterisks (*) are required fields needing values. Approved
objectives may be edited, but they canot be eleted.

[Fow to create an Inactive Objective 02262013 | [os0172013 Pv ional

For

mission objective can become inactive when cthe duration is shorter than the performance year.
|example, if ic starcs in Feb and ends Mar, then at any time outside the set time frame, the cbjective is

considered inactive.





image6.png
the link will your supe that
your plan is ready for approval. Do you want to continue?





image7.png
@ The Alternative Personnel System (APS) is a mechanism for introducing and testing

‘beneficial changes in federal human resources management systems.

PERFORMANCE OBJECTIVES are criical elements that are
achievable, excesdable, mezsurable, and consistent with an

Specific

Measurable _ SmPIoyee'sduties and responsivities, levelof iy, tyse
of work,and orgenizational mission.

Aligned a7 bjectves focus o resls o be efveres s
tasks 1 be completed. They must be completed within the

Reasonable  raing yce, my be mosine auing the rating ey, efect
core responsiiftes, and llow similar duties o have simiar

Time-Bound

performance objectives

GETTING STARTED ON PERFORMANCE OBJECTIVES
‘OBECTIVE FRAMEWORK tiv
+ Identifes future goals
« Defines quaity of

outcome
= Links objective to
organization's mission
+ Links to posiion/salary.
« Identifes thre to five
individual objectives

ordata
+Holds employee
responsible for activity

« Holds supervisor
responsible for results
in relation to customer

JULY 1 || JANUARY || JUNE 30 || AUG-OCT

RatingYarBein | | ik e Roviews | | Rating e Ends || Prtormance
fir

| i | |f [ommmerm ] [ L2 (e
rereon e atiesin | || | sonuspomrs

S ] || I3
Gy e | ==

et 11 —

romecores | || | e ||| ot 000t
— { S i

| e | || ool ] it f1] |

FOR MORE INFORMATION, SEE SPAWARINST 12510

APS Development

Vou wil hear 475 raferradta

<5 “the ol Damo Project”
495 waz developed ss 3
demonstration project under
the Cii Service Reform Act of
1578, implemented n 1980 3¢
San Dingo and China Lake,
Catfornis, and made.
permanent a the Atarnative
Personnal System (495) i the
mid-1950s_ In Aprl 2008, DoD
daployed the National
Securty Parsonnel Systam
(NSPS); Rowever n October.
2009, i Law retractaa
NSPS an manciated transition
back to persanne systems of
racord pior to NSPS.For us,
that squated tothe.
Demenstration Projector 4.
On Maren 27,2011, SPAWAR
HQand fs associated PEO.
ciilan employess
transiionsd back t2 A%,

.-.«i_‘i/@

ars
it Do





image1.png
Employee Main
Performance Plan Actions.
Select the "Add New Plan" bution to start the process or select a previous appraisal cycie.

‘Appraisal Cycle: 1 Jul 2011 thru 30 Jun 2012,




image2.png
Employee E-Mail Options:
Notify Me When
¥y Performance Plan is Approved
[ My Approved Plan was Modified
[ My Interim Self-Assessment is Due
[ My Interim Review is Complete
[ My Annual Self Assessment is Due
[ My Annual Appraisal is Complete

E-mail Address:"

[Type Your Email Address Here@navy.mil





image3.png
Employee Performance Plan
status: New Plan

Employee Name: OrgCode:  E-Mai Pay Pool ID:
ERICADEFAULTA 72000
Appraisal Cycle: Plan First Submitted: Latest Plan Approved: ~ Annual Review:
1.ul 2012 hru 30 Jun 2013

Soolcross [sompir] Carcel EotEatoptons | o | [ rebmtorian |

Organizational Information
Please type part of the Supervisors name or Higher Level Reviewers name and use the arow keys to select a match

Pay Pool:
[Select |

‘Specially Situated:
[Not Applicable =

wason opsvs [ 51 o]
Weight %:





