IMPORTANT TO NOTE

The forms will ONLY function on Microsoft Word version 2002, 2003 or 2007.
o Please read the SECURITY SETTINGS and DOWNLOAD INSTRUCTIONS below.
o Complete Security Setting selection BEFORE document review or use.
o You must select your POSITION TITLE prior to completing the form.
o The Macros WILL NOT respond if the Security Setting and Position Title are not selected.

TABLE OF CONTENTS

Based on which version of Microsoft Word you have installed on your computer, refer

to the appropriate section below.

Section 1 — MS Word 2002 or 2003

Security Settings .

File Download Settings
Downloading the Template
Completing the Form
Printing the Form.

Section 2 - MS Word 2007

File Download Settings
Downloading the Template
Security Settings .
Completing the Form
Printing the Form.
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Section 1 MS Word 2002 or 2003

Security Settings

@ This is required one time only.

A) Open Microsoft WORD

[w]

B) Select Tools > Macro > Security
Tools able Window Help
3 Speling and Grammar. .. F7 Ig -

Language ] =

1 Fix Broken Text...

Word Count...
‘@ AutoSummarize. ..
Speech

24 Track Changes Ctrl+5hift+£
Compare and Merge Documents. ..
Protect Document...

Online Collaboration 3

Letters and Mailings 3

VTt:u::uls on the Web...

I Macro — 4 | Macros...

-

Templates and Add-Ins... Record Mew Macro...

2% AutoCorrect Options. .. 9” Security...

Customize, ..

Vigsual Basic Editor
Microsoft Script Editor Al

Options...

C) Select Medium Security Level in the pop-up window
— Click OK
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Security E| El

e e e e

[Security Level || Trusted Sources |

D Tt

" High. Only signed macros from trusted sources will be allowed
to run. Unsigned macros are automatically disabled.

I ¥ Medium, You can choose whether or not to run potentially

unsafe maoros.

" Low (not recommended). You are not protected from
potentially unsafe macros. Use this setting only if you have
virus scanning software instaled, or you are sure all
documents you open are safe,

Vinus scanner (s) installed,

Lo ] o= |

D) Exit out of Microsoft WORD

File Download Settings

@ This is also required one time only.

A) Click on Start (located on the lower left area of your screen)
— Click on My Computer, located on the right side of the selections menu that appears

'fé Internet Explorer _‘) My Documents
':Q Printers and Faxes

L_J My Recent Documents »
Microsoft Word

B? Cn@l Panel

Set Program Access and
Defaults

s/ Search

@| Log Off |E| Turn Off Computer

E 2 8
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B) Click on Tools, located on the toolbar at the top
— Select Folder Options

e My Computer

File Edit View Favorites Help
] N Map Metwork Drive. ..
)

Q= - ©

5} My Computer

Disconnect Metwork Drive. ..

Synchronize. .. —

Folder Options. .. -

Address

C) Select the File Types tab
— Using the scroll bar, scroll down to select DOC Microsoft Word Document
— Click on the Advanced button

Folder Options

| General || View | File Types JOffline Files |

Registered file types:

Extensions  File Types A
|#]DISCO  DISCO File
D DIVX  DivX Video
Microsaft Word Document
. Microsoft Ward HTML Document
@ DOCM... DOCMHTML File
W DOT  Microsoft Word Template

Pl mmr Mt Wl rd LTRAL Tmmrloin,

Mew H Delete ]

Details for 'DOC" extension

Cpens with: Microsoft Waord

Files with es¢ension ‘DOC” are of type "Microsoft Word Document”.
To change settings that affect all "Microsoft Word Document” files,

click Advanced.
=

I QK l[ Cancel ] App

D) Make sure you have Confirm open after download selected with a checkbox
— Click OK
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Edit File Type

B e | (e
Actions:

Mew Mew...
Open —

Print B
Printto

Remove

Set Default

10

II Confirm open after download I
—
[] Always show extension

Browse in same window

Cancel

[ ok

E) In the Folder Options window, click on the Close button

A) Go to the P4P website on the Internet at www.ocgov.com/p4p or from the OC Intranet at
http://ocintranet.ocgov.com/ under the Performance Management Program section.

Choose one of the 3 form types that you would like to download.
— In this example, click on the Download Form 3 — Annual Evaluation link

]

Home => Human Resources (OCHR) == P4P
Management Pay-for-Performance Program (P4P)
P4P - Pay-for-Performance Planning and Appraisal Form

Important Note: Before completing any of the forms, please dick here to read the
Security Settings and Download Instructions
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B) Select SAVE in the File Download pop-up box

Do you want to open or save this file?

Ej Mame: P4P Form 3 - Annual Evaluation.doc
| Type: Microsoft Word Document, SSSKB
Frome  egov.ocgov.com

|ﬂpm|5_avaitamel§

[¥] Akwaps ask before opening this type of file

“While files from the |ntemet can be useful, some files can potentally
harrn pour computer. |f you do not trust the sowce, do not open of
sava this fle. Whal's the righ?

C) SAVE the P4P Form 3 - Annual Evaluation.doc to a desired location.
(e.g., Desktop, My Documents)
* Rename the File Name if you like

2

My Documents
My Computer | 1
| il i | |}_ |
" File pame: P4P Form 3 - Annual Evaluationdoc  v| | [ save |
MyMNetwork  Saveastype: | Microsoft Word Document | Cancel |
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A) Open the P4P Form document you just saved
B) Select ENABLE MACROS in the Security Warning pop-up window

L o

Security Warning

"Ci\Documents and SettingsicechplDeskiopDELETE P4P Form.doc” contains
Macros,

Macras may contain viruses, Ik is usually safe ko disable macras, but if the
macros are leqgitimate, waou might lose some Funckionality,

Disable Macros ] [ Enable Macros ] [ Mare Info ]

C) In order for the form options to function correctly, you must first select one (1) of the four
positions listed below.

To bring up the list, click anywhere within the gray shaded area where CHOOSE
POSITION is displayed.

! Fle Edt Wiew Insert Format  Tools  Table
HAR=N" RENE RS AR N
El | IR E LI I SRR BRI

" |CHOOSE POSITION| &

D) Under the Departments section, click within the gray shaded area to bring up the list of
departments
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4

CHOOSE POSITION

ICHO OSE DEP.&RTMENTI

to

CHOOSE EVALUATION TYPE

E) Select one (1) of the Departments listed below from the pop-up window

Microsoft Word

Assessor

auditor-Conkroller
Child Suppart Services
(“lark qof Fhe FBoard

F) After selecting a Department, click on the Close button

Microsoft Word

=,

| Buditar-Controller

[

G) Click within the gray shaded area to bring up the list of evaluation types

CHOOSE POSITION

CHOOSE DEPARTMEMT

to

JCHOOSE EVALUATION TYFE|

H) Select one (1) of the Evaluation Types listed below

@ Depending on the form type you're filling out, more than one (1) option may be
listed.
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CHOOSE POSITICON CHOOSE DEFARTMEMNT

to [CHOOSE EYALUATION TYFE *
CHOOSE E'-.-'AI_.LIATION TYPE
Annual Evaluation and Reward Determination

I) Continue to fill out and complete the form.
— The buttons and macros should work as intended

@ Flickering

Page 5 of the forms tends to flicker. To reduce the flickering, you can zoom into
the document to about 130%.

obat Comments
=[] & | 130% v-t_'ll,uaeadii |B 7 U]
. g oo T J (I

—wn

- B - S . S B

* please provide brief and concise infor mation when completed.

J) Save the form to a desired location on your computer

When printing the form, you may receive several pop-up messages (one for each page of the form)
similar to the following image below.

Click YES for all of them that you may receive. It’s letting you know the margins are outside of the
printable area.
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Section2 MS Word 2007

File Download Settings

@ This is also required one time only.

A) Click on Start (located on the lower left area of your screen)
— Click on My Computer, located on the right side of the selections menu that appears

g Internet Explorer |;—) My Documents
%2 Printers and Faxes

r My Recent Documents #
Micms:ufthrd L—J

|_9 My Pictures

g My Computer

@ c:»&P,l Panel

Set Program Access and
Defaults

p Search

@| Log Off |5‘ Turn Off Computer

B) Click on Tools, located on the toolbar at the top

Page 10 of 18
P4P Form Instructions — Revised 10/23/09



— Select Folder Options

? My Computer

File Edit View Favorites Help
) N Map Metwork Drive. ..
¥

- Synchronize. ..
Address vj My Computer
Folder Options. .. e

C) Select the File Types tab
— Using the scroll bar, scroll down to select DOC Microsoft Word Document
— Click on the Advanced button

Disconnect Metwork Drive. ..

Folder Options

| General || Wiew File Types §Offline Files |

Registered file types:

BExtensions | File Types A
| DISCO  DISCO File
Div Video

Microsoft Word Documert
. Microsoft Word HTML Document
%DDCM... DOCMHTML File
W |DOT  Microsoft Word Template

PRI rCTL Mliccmas® Ward UTRI Trmmel-ta

Hew ][ Delete ]

Details for "DOC" extension

Openg with: Microgoft Word

Files with esdension ‘DOC" are of type "Microsoft Word Document”.
Tao change settings that affect all "Microsoft Word Documert’ files,

click Advanced.
=

[ QK H Cancel ] App

D) Make sure you have Confirm open after download selected with a checkbox
— Click OK
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Edit File Type

B e | (e
Actions:

Mew Mew...
Open —

Print B
Printto

Remove

Set Default

10

II Confirm open after download I
—
[] Always show extension

Browse in same window

Cancel

[ ok

E) In the Folder Options window, click on the Close button

A) Go to the P4P website on the Internet at www.ocgov.com/p4p or from the OC Intranet at
http://ocintranet.ocgov.com/ under the Performance Management Program section.

Choose one of the 3 form types that you would like to download.
— In this example, click on the Download Form 3 — Annual Evaluation link

]

Home => Human Resources (OCHR) == P4P
Management Pay-for-Performance Program (P4P)
P4P - Pay-for-Performance Planning and Appraisal Form

Important Note: Before completing any of the forms, please dick here to read the
Security Settings and Download Instructions

B) Select SAVE in the File Download pop-up box
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e R |

Do you want to open or save this file?

Ej Mame: P4P Form 3 - Annual Evaluation.doc
Type: Micrasoft Word Document, SSSKE
Fromy  egoy,ocgoy.com

|E_pm|5_aveitawel§

[¥] Abways ask before opening this type of file

While fles from the Intemet can be usehul, some files can potentially
harrr pour computer, |f pou do not trust the sowce, do not open o
save this fle. Whal's the sk ?

C) SAVE the P4P Form 3 - Annual Evaluation.doc to a desired location.
(e.g., Desktop, My Documents)
* Rename the File Name if you like

Saveirf | (& Desklop x © & £ @
J 4 My Computer
Recent ‘ﬂh‘l‘f Netwaork Places
Deskiop ‘
My ﬁmm

My Comput

! = !{_] i .|

Fle parie: |P4P Form 3 - Annual Evaluation.doc j - |

MyMNetwok  Saveastwpe: | Miciosoft Word Document ~| [ Caneel |
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Security Settings

This step is required for each time you open any of the three P4P forms.

A) Open the P4P form in WORD 2007

(In this example it's the Annual Evaluation Form)

B) Click the Options button that’s within the Security Settings area

Table Tools

Insert Page Layout References Mailings Review View Design Layout

B . LN || SR sk bad Wil || WYY
— 154 Copy g
Paste I ' = Ty O

- J Farmat Painter *

Annual Evaluation Form

C) In the Security Alert pop-up box, select the radio button for Enable this Content

— Click OK
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Microso

@ Security Alert - Macros & ActiveX

Macros & ActiveX

Macros and one or more ActiveX controls have been disabled, This active content might
contain viruses or other security hazards, Do not enable this content unless you trust
the source of this file.

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source,

Maore information

File Path:  C:\...s and Settings'Hiren'Desktop'P4P Form 3 - Annual Evaluation TEST.doc

{3 Help protect me from unknown content {recommended)

Open the Trust Center |_ Cancel J

D) Complete the form (next section below)

A) Open the P4P Form document you just saved
B) Select ENABLE MACROS in the Security Warning pop-up window

fam 1

Security Warning

"Ci\Documents and SettingsicechplDeskiopDELETE P4P Form.doc” contains
Macros,

Macros may conkain viruses, Ik is usually safe ko disable macras, but if the
macros are leqgitimate, waou might lose some Funckionality,

Disable Macros ] [ Enable Macros ] [ More Info ]

C) In order for the form options to function correctly, you must first select one (1) of the four
positions listed below.
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To bring up the list, click anywhere within the gray shaded area where CHOOSE
POSITION is displayed.

! Fle Edt Wiew Insert Format  Tools  Table

Management Pay-
Annual Evalue

EMPLOYEE'S NAME

ICHOOSE F'CISITIONI &

D) Under the Departments section, click within the gray shaded area to bring up the list of
departments

IDENTIFYING INFORMATION

EMPLOYEE'S NAME
POSITION DEPARTMHENT {
CHOOSE POSITION ICHOOSE DEP.&RTMENTI
PERIOD COYERED EYALUATION TYPE

to CHOOSE EVALUATION TYPE

E) Select one (1) of the Departments listed below from the pop-up window

i

ch rnsn!t mnra E

Assessor
auditor-Conkroller
Child Suppart Services
(“lark qof Fhe FBoard
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F) After selecting a Department, click on the Close button

-

Microsoft Word

=,

| auditor-Contraller j

Close |

G) Click within the gray shaded area to bring up the list of evaluation types

CHOOSE POSITION CHOOSE DEPARTMEMNT

to JCHOOSE EVALUATION TYFE|

H) Select one (1) of the Evaluation Types listed below

&

Depending on the form type you're filling out, more than one (1) option may be
listed.

CHOOSE POSITICON CHOOSE DEPARTMEMNT

to tHOOSE EVALLIATION TYPE *
CHOOSE EVALLIATION TYPE

Annual Evaluation and Reward Determination

I) Continue to fill out and complete the form.
— The buttons and macros should work as intended

&

Flickering

Page 5 of the forms tends to flicker. To reduce the flickering, you can zoom into
the document to about 130%.
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obat Commenks

s S - u
ﬁ [ - T L T T L R SR T -

ADDITIONAL COMMENTS (Optional)

* Please provide brief and concise information when completed.

J) Save the form to a desired location on your computer

Printing the Form

When printing the form, you may receive several pop-up messages (one for each page of the form)
similar to the following image below.

Click YES for all of them that you may receive. It’s letting you know the margins are outside of the
printable area.

\ ?) The margins of section 1 are set outside the printable area of the page. Do you want to continue?

Yes i Mo
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