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Key Points to be Discussed 
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∗ Enterprise Forms System (EFS) 
∗ Component of eMail Electronic Records and Document 

Management System (eERDMS). 
∗ Framework for storing, accessing, and managing the 

Department’s records. 

∗ EFS will consolidate all internal forms used by the 
Department and external forms used by the public 
into a centralized automated forms program. 

 

What is EFS 
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∗ An eForm (electronic form) is a computer program 
version of a paper form. 

∗ Eliminates the cost of printing, storing, and 
distributing pre-printed forms. 

∗ Can be filled out faster because the programming 
associated with them can automatically format. 

∗ Can calculate, look up, and validate information. 
∗ Digital signatures and routing via email reduces 

completion time. 
∗ Electronic submission of completed forms eliminates 

cost of rekeying data and associated errors. 
 
 
 

What is an eForm 
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∗ Electronic Signature 
∗ Online, Paperless Approval 
∗ Automated E-mail Notices 
∗ Filters by Bureau/Office 
∗ Full Text Search 
∗ Open/Save Forms Online – Submit Online 
∗ Keeps History Automated Receipt, if needed 

 

New Features 
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∗ Current Paper versions were used to close out FY 2014 
∗ eFORM is optional for FY 2015 
∗ Hard copy forms available in Performance Management 

(Non-SES) Toolbox 

∗ Full transition for use in FY 2016 

Start up Dates 
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Form launched December 19, 2014. 
Use for FY 2015 optional by Bureaus and Offices. 
Guidance and instructions are located on the DOI HR 

website at http://doi.gov/pmb/hr/index.cfm. 
Performance Management (Non-SES) Toolbox 

established with guidance. 
Hard copy forms are also located in the Toolbox. 

Completion of eFORM 
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http://doi.gov/pmb/hr/omdex.cfm


∗ All information is housed in the Department’s 
Electronic Forms System (EFS) 

∗ To access the system, the link is 
https://eforms.doi.gov 
 

Completion of eFORM 
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https://eforms.ddoi.gov


Completion of eFORM 
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Completion of eFORM 
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Completion of eFORM 

18 



Completion of eFORM 
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Completion of eFORM 
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∗ Notification is sent to the employee advising him/her of action 
required to establish their performance plan.   

∗ Clicking on the Enterprise Form System (EFS) Portal opens the 
Task List of items for review and completion.   

∗ “Understanding Performance Management” and “Benchmark 
Standards” documents can be reviewed by clicking on the link 
identified.  

∗  Additional EFS information, including FAQs can also be reviewed 
by clicking on the link identified.  

 

Completion of eFORM 
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∗ The employee should verify the information in their performance 
plan, enter the last four digits of their SSN and certify the rating 
official discussed the elements/standards. The employee should 
also review “Understanding Performance Management” and the 
IDP, if uploaded.  After the review is completed, the employee 
must click on Submit Now to submit the form for processing. 

 

Completion of eFORM 

22 



∗ The employee has 7 days to review and accept their 
performance appraisal plan.   

∗ After 7 days, if the form is not signed, it is returned to the Rating 
Official indicating there was no action taken by the employee.  

∗  The Rating Official must determine whether the employee is 
refusing to sign the Performance Appraisal Plan or did not have 
sufficient time to act on the request.  Entering No or Yes will 
move the form forward for the appropriate action.   

 

Completion of eFORM 
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Completion of eFORM 
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Completion of eFORM 
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∗ Progress Review 
∗ Approximately 15 days prior to the date selected for the Progress 

Review, the Rating Official will receive an email reminder.   
∗ By Clicking on the EFS Portal, a Task list will open. 
∗ Select the Assigned Task and click on Open Form. 

 

Completion of eFORM 

26 



Completion of eFORM 
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Completion of eFORM 
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∗ Interim Review 

Completion of eFORM 
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Completion of eFORM 
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Completion of eFORM 

Enter Rating  
and 
Narrative 

Enter Rating  
and 
Narrative 
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Completion of eFORM 

Element rating  
and summary  
rating will be 
automatically  
entered  
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Completion of eFORM 
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Completion of eFORM 
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Completion of eFORM 
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∗ Annual Rating Summary 

Completion of eFORM 
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Completion of eFORM 
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∗ Accomplishments Request – Initial Page 

 

Completion of eFORM 
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Completion of eFORM 

39 



Completion of eFORM 

Narrative Summary # 1 

Rating and 
 Narrative 
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Narrative Summary #2 
 

Completion of eFORM 

Rating and 
 Narrative 
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Completion of eFORM 
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∗ Summary Rating Determination  
 

Completion of eFORM 

Rating of Record Reviews - Once a final rating (like an interim rating) is completed, the supervisor should take the opportunity 
 to meet and discuss the rating with the employee.   
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Completion of eFORM 
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Completion of eFORM 
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Completion of eFORM 
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Completion of eFORM 

If the employee does not agree with the overall rating of record, they have a right to request a reconsideration of the 
rating.  Employees should seek assistance from their Servicing Human Resources Office for procedures regarding the 
Reconsideration Process.  If after any reconsideration process there is an adjustment to the overall rating of record, the 
servicing Human Resources Office will arrange for necessary adjustments to the rating of record. 
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∗ ESF Portal Access 
∗ EFS Information Site 
∗ Performance Management (Non-SES)Toolbox 

Resources 
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∗ Nick Chomycia 
∗ Employee Relations Program Manager 
∗ US Department of the Interior 
∗ Office of Human Resources 
∗ 1849 C Street, NW 
∗ Washington, DC 20240 
∗ Tel: 202.208.6107  

 
∗ Vickki G. Johnson 
∗ Director, Workforce Relations and Performance 
∗ US Department of the Interior 
∗ Office of Human Resources 
∗ 1849 C Street, NW 
∗ Washington, DC  20240 

Tel:  202.208.7271 
 
 

Questions? 
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