USER INFORMATION
Basic USAP User/Employee Information
· Unique User ID
· Unique Employee ID
· Status ID – Active/Inactive
· First Name
· Middle Name
· Last Name
· Email – unique system wide
· SSN – unique at top-level agency level – used for eOPF transfer
· Phone Number
· Pay Plan
· Series
· Grade
· Title
· Position Description Number
· Bargaining Unit Status 
· Executive Pay Rate (See Lookup Values)
· Appointment Type
· Agency Identifier – agency assigned alpha numeric value to uniquely identify an employee – used in API and web import process
· User Avatar
· Supervisory Status (See look values)
· Create/Update Dates and IDs associated with create/update
· Assigned Officials (Primary and Secondary Rating and Reviewing Officials and default Higher Level Reviewer)
· Rules of Behavior Acceptance Date (required each year)
· Has viewed USAP Welcome Message

User Login Information
· PIV Info – PersonIdentifier/AgencyCode/OrganizationIdentifier/UUID
· Last Login Date
· Last Login Type (PIV/Login.gov)
· PIV Bypass Expiration Date
· Admin Unlock Date
· Login.gov Info – Identifier/Provider
· OTP Info – Code/Expiration – stored temporarily
User Role Information
· User ID
· Role ID – (See Lookup Values)
· Unit Of Role – All roles apply to the unit assigned as well as any unit below the assigned unit in the organization tree
· User Admin Type – SES vs Non-SES Admin

User Proxy Information – USAP allows users to assign proxy access to their accounts
· Employee ID of proxy – Proxies can perform all actions of the employee they are proxying for with the exception of applying signatures. The ID of the proxy is used in logs to denoted the actions taken.





UNIT INFORMATION
Unit Information
· Unit Name
· Unit Short Name – Used for display purposes
· Is PIV Enabled -for users assigned to the unit
· Is PIV Enforced – for users assigned to the unit
· Is EOPF Enabled for SES/SP plans
· Is EOPF Enabled for Non-SES plans
· Organization Seal – Optional, but if present, appears on each users’ dashboard and on plans depending on template settings. 
· Modification Dates/IDs
· Parent Unit ID – units are stored in a hierarchical structure. Units without a parent id are top-level agencies. 
· Import Code – used for web-import process
· PIV Codes – Codes present on PIV card certificates required for employee PIV logins
· EHRI Codes – used for EOPF transmission – only visible/editable at Sys Admin level
· Agency Code – used for EOPF transmission – only visible/editable at Sys Admin level
Unit Permissions – By default all top-level units have full permissions. Lower level units can be restricted in the functionality available to their admins by limiting the permissions assigned to those units.
· Unit ID
· Permission ID – See lookup values
Rating Cycle Group – Rating Cycle Groups are used to designate the official rating cycles of a specific agency
· Rating Cycle Group Name
· Default Start Date
· Default End Date
· Plan Creation Window – the number of days before the default start date that a plan can be created
· Unit ID – Designates the highest level of the organization tree that this rating cycle applies to. Any organization under this unit can assign users to this rating cycle group.

Performance Review Board – Performance Review Boards are used to review both SES and SP plans
· Performance Review Board Name
· Unit ID – Any user assigned to this unit or an unit below in the organization tree can be assigned to this PRB Group
· Officials Assigned – Officials can be assigned as a member or a chair. Chairs have the ability to sign plans
· Members - Assigned By Employee ID
· Executives/Professional being evaluated - Assigned By Employee ID
Performance Element Library
· Element Long Name – Only displays in library
· Element Short Name – Name that appears on a plan when this element is added to a template
· Element Text
· Unit ID – Any organization under this unit in the organization structure can view and add this element to a template, but it can’t be edited by an admin of an unit lower in the organization structure.
· Pay Plan/Series/Grade Associations – multiple pay plan, series and grade associates can be made per one element. These values are only used for search and categorization. The values do not affect the templates or plans the element can appear on. 
Standards Groups Library
· Group Name
· Unit ID - Any organization under this unit in the organization structure can view and add this standard to a performance element, but it can’t be edited by an admin of an unit lower in the organization structure.
· Standard Level 
· Standard Name
· Level Text
· Order 
· Pay Plan/Series/Grade Associations – multiple pay plan, series and grade associates can be made per one element. These values are only used for search and categorization. The values do not affect the templates or plans the standards can appear on. 
Unit Goals – these are used as strategic alignments on plan elements
· UnitID - Designates the highest level of the organization tree that this goal applies to. Any organization under this unit can use this unit goal.
· Unit Goal Title – displayed on plans
· Unit Goal Name – displayed only in goal library
· Parent Unit Goal ID – Goals are stored in a hierarchical fashion





NON-SES PLA/TEMPLATE INFORMATION
Non-SES Templates
· Unit ID – all templates are assigned to a unit. Any employee assigned to that unit or any unit below it in the organization tree can be assigned to the template.
· Template Name – Identifying name, but not shown on plans built from the template
· Temple Header Title – displays as the header on the plan
· Agency Seal display flag – determines if Agency Seal appears on plans for this template
· Plan Number display flag – determines if field is displayed on the plan - hard-coded value entered through template wizard
· Position Description Number flag – determines if field is displayed on plans – user enters value
· Purpose of the Plan flag – determines if field is displayed on plans – user enters value (see lookup data for values)
· Part 1: Optional Text flag - determines if field is displayed on plans – user enters value 
· Part 2: Optional Text flag - determines if field is displayed on plans – user enters value 
· Supervisory Code flag – determines if field is displayed on plans – user enters value (see lookup data for values)
· Instructions – appears in Part 6 of the plan
· Summary Rating Pattern (seek lookup data for values)
· Employee Self Accomplishment Narrative Permissions – templates can designate if Employee Self-accomplishment narratives are required/optional/not available at the summary and the element level
· Rating Official Narrative Permissions - Templates can designate if Rating Official narratives are required/optional/not available at the summary and the element level. Templates can also designate if a Rating Official Narrative is required based on the rating assigned to the element or the overall plan.
· Rating Official Criticality Permissions Flag – determines if Rating Officials are allows to determine the criticality of elements on plans created against this template
· Rating Element Permission Flag – determines if Rating Officials are allows to add optional elements to plans created against this template 
· Minimum Elements – if optional elements are allowed on plans this setting ensures plans have at least the designated number of elements
· Maximum Elements - if optional elements are allowed on plans this setting ensures plans do not have too many elements
· Performance Appraisal Certification Input – No Review/After Rating Official Signs in Rating/After Reviewing Official Signs in Rating/After Employee Signs in Rating
· Is Active – determines if a template is the most recent version
· Is Ready For Assignment Flag – Determines if template can be assigned to an employee and if a plan can be created against the template
· Finalized Date
· Create By/Updated By/Updated Date
NOTE: Once a template is marked as Ready For Assignment, it can no longer be edited. The template can be unfinalized in the system, which will create a new copy of the template that can be edited. The purpose of this functionality is to prevent plans created against the template from being affected by changes to the template.
Summary Rating Levels – These are the overall rating values that will be used to calculate the final rating for plans. The number of levels is determined by the Summary Rating Pattern associated with the template
· Level Name – ex: Unacceptable/Marginally Successful/Fully Successful/etc
· Maximum Value – maximum calculated rating value associated with this level
· Description 
Template Performance Elements – Each template has a list of associated elements that can appear of plans created against the template. Elements can be manually entered on a plan or added from the Performance Element library
· Element Name 
· Element Text 
· Element Type – Critical/Non-Critical/Additional/Flexible
· Maximum Weight – parameter limiting the weight assigned to the element on the plan
· Minimum Weight - parameter limiting the weight assigned to the element on the plan
· Sort Order – determines the display order of the element on the plan
· Goal Alignment Flag – determines if alignment to an agency goal is required for this element on the plan
· Rating Official Can Edit Element Text Flag – determines if the rating official is able to edit the Performance Element text on the plan
· Rating Official Can Add Sub-Elements Flag – determines if the rating official is able to add sub-elements to this element on the plan
· Parent Element ID – A value will be present if the element is a sub-element. This value will identify the parent element.
· Sub-Elements Individually Weighted Flag – designates if any sub-elements should be individually weighted
· Sub-Elements Individually Rated Flag - designates if any sub-elements should be individually rated
Performance Element/Standard Text Rating Values – Each element has a list of associated rating levels and values. The number and values of these levels does not have to match the levels or values of the summary Rating Levels. Standards can be manually added to a template or 
· Rating Level Name
· Standard Text – Description of the performance required to achieve the rating level (only required for Level 3)
· Rating Level Value – point value for the level to be used in overall rating
Template Phase Settings – Each plan contains three phase types (Planning/Progress Review/Rating). Templates can specify signatures required, number of progress reviews and other aspects of those plan phases. Each template will contain settings for each phase type
· Phase Type (Planning/Progress Review/Rating)
· Is Reviewing Official Signature Required Flag – designates if the Reviewing Official is required to sign in the specified phase
· Phase Count – All phases other than Progress Review will have a value of 1. The Progress Review phase allows up to 3 separate reviews.
Non-SES Evaluations
· Employee ID – Identifies employee of the plan
· Template ID – Identifies the template the plan was created against
· Employee Name – at the time of plan creation (unless specifically updated by an admin)
· Pay Plan – assigned to the employee at the time of plan creation (unless specifically updated by an admin)
· Series – assigned to the employee at the time of plan creation (unless specifically updated by an admin)
· Grade – assigned to the employee at the time of plan creation (unless specifically updated by an admin)
· Title  – assigned to the employee at the time of plan creation (unless specifically updated by an admin)
· Position Description Number  – assigned to the employee at the time of plan creation (unless specifically updated by an admin) – availability is based on template settings
· Plan Purpose – available based on template settings
· Plan Number – displayed based on template settings
· Template Name
· Rating Cycle Group
· Unit – assigned to the employee at the time of plan creation (unless specifically updated by an admin)
· Plan Status – see lookup data for values
· Plan Start Date – defaults to assigned Rating Cycle Group dates but can be changed – must be within two years of the current data
· Plan End Date – defaults to assigned Rating Cycle Group dates – must be at least 90s after the starting date
· Is Eligible For eOPF Flag
· Released To Employee Flag – only for plans that require Reviewing Official signature in Planning phase
· Annual Summary Rating – Final rating level assigned/calculated by Rating Official
· Annual Summary Rating Points – If plan’s derivation formula is Weighted or Mean, the resulting points calculation is stored
· Employee Summary Self Accomplishment Narrative
· Rating Official Summary Narrative
· Agency Use – General narrative 
Non-SES Evaluation Elements – these elements are associated with the plan based on template settings
· Element Name
· Element Text
· Weight 
· Rating Code – rating level assigned by the Rating Official
· Calculated Point value – based on Rating Code and Weight (if present)
· Parent Element ID – Present if element is a sub-element or part of an Element Group
· Criticality Settings – Critical/Non-Critical/Not Included in Rating
· Employee’s Element Self-Accomplishment Narrative 
· Rating Official Element Narrative 
· Strategic Alignments – Links to Unit Goals – there can be multiple alignments for an element
Non-SES Evaluation Element Rating Values – these values are populated and associated with elements based on template settings
· Rating Level Name
· Rating Level Description
· Rating Level Value
· Is Required – designates if standard text value is required at this specific level
· Rating Official Description Additions – if allowed by template
Non-SES Evaluation Notes – notes do not appear on the printed plan and are not sent to eOPF – notes can be entered by anyone with access to the plan and released notes can be seen anyone with permissions to view the plan
· Author ID – links to Employee ID of the note creator
· Created Date
· Note Text
· Is Released Flag
· Released Date
Non-SES Evaluation Phase Information
· Phase ID – Corresponds to Planning/Progress Review (up to 4 entries)/Rating
· Rater Signature Date
· Rating Signature ID
· Reviewing Signature Date
· Rating Signature ID
· Employee Signature Date
· Employee Signature Bypassed Date
· Employee Signature Bypassed By
· Employee Signature Bypass ID
· Is Reviewing Official Signature Requirement Flag

Non-SES Evaluation Progress Review Notes – Progress Review notes can only be entered by Rating Officials and Administrators. Released notes can be viewed by anyone with access to the plan
· Author ID – links to Employee ID of the note creator
· Created Date
· Note Text
· Is Released Flag
· Released Date
· Employee Reviewed Date
Non-SES Performance Appraisal Certification – if specified by template
· Certifier ID
· CertificationDate
· Certification By Pass Flag – denotes if the PAC certification was bypassed
Non-SES Evaluation Documents – Documents are not printed with the plan, or uploaded to eOPF
· Employee ID – Employee ID of the evaluation
· Document Name
· Location
· Document Type – See lookup data for types
· Description
· Uploaded By
· Upload Timestamp




SES TEMPLATE/PLAN INFORMATION
SES Template
· Template Name
· Is Plan Purpose Visible Flag – determines if plan purpose is visible on plans created against this template
· Agency Use Available Flag – determines if executives are allowed to edit part 8 Agency Use field
· Number of Progress Review phases – 1 to 4
· Is Ready For Assignment Flag – determines if this plan is the ready for employees to be assigned and plans to be created
· Is FY 26 Flag – determines if FY 25 EO regarding level names and goal validation are in place for this template
· Is Active Flag – determines if this is the most recent version of this template
· Finalized Date
· Parent ID – Keeps track of the previous version of this template
· NOTE: Once a template is marked as Ready For Assignment, it can no longer be edited. The template can be unfinalized in the system, which will create a new copy of the template that can be edited. The purpose of this functionality is to prevent plans created against the template from being affected by changes to the template.
SES Template Elements
· Element Description – Critical Element Name
· Description Details – Critical Element Description
· Standard Weight – Default weight assigned to element when it appears on a plan
· Min Weight – minimum weight that can be assigned to the element
· Max Weight - maximum weight that can be assigned to the element
· Agency Specific Requirements Editable Flag – determines if Agency Specific requirements are editable on the plan
· Element Goal Rating Method – Value determines how CE 5 goals are rated 
· Minimum CE 5 Goals – minimum number of CE 5 goals required
SES Template Progress Review Settings
· Reviewing Official Signature Required in PR Flag
· Reviewing Official Signature Required in Rating Flag

SES Template Rating Codes
· Rating Code Name
· Rating Code Description
· Points
SES Evaluation
· Employee ID – Identifies employee of the plan
· Template ID – Identifies the template the plan was created against
· Employee Name – at the time of plan creation (unless specifically updated by an admin)
· Pay Plan – assigned to the employee at the time of plan creation (unless specifically updated by an admin)
· Series – assigned to the employee at the time of plan creation (unless specifically updated by an admin)
· Grade – assigned to the employee at the time of plan creation (unless specifically updated by an admin)
· Title  – assigned to the employee at the time of plan creation (unless specifically updated by an admin)
· Plan Purpose – available based on template settings
· Template Name
· Rating Cycle Group
· Unit – assigned to the employee at the time of plan creation (unless specifically updated by an admin)
· Plan Status – see lookup data for values
· Plan Start Date – defaults to assigned Rating Cycle Group dates but can be changed – must be within two years of the current data
· Plan End Date – defaults to assigned Rating Cycle Group dates – must be at least 90s after the starting date
· Is Eligible For eOPF Flag
· Eval Rating Code - Rating level assigned by Rating Official
· Annual Summary Rating – Final Rating level assigned by Appointing Authority
· Employee Summary Self Accomplishment Narrative
· Rating Official Summary Narrative
· Agency Use – General narrative 

Evaluation Elements
· Weight
· Rating Code – Rating Official rating
· Final Rating Code – Appointing authority rating
· Rating Official Narrative
· Strategic Alignment  - free form text entered on plan
Evaluation Goals – these are only associated with CE 5 that allows individual goals/objectives
· Objective text 
· Weight
· Strategic Alignment – relates to unit goals – multiple alignments are allowed
· Page number – associated with strategic alignment entries
SES Evaluation Phase Information
· Phase ID – Corresponds to Planning/Progress Review (up to 4 entries)/Rating
· Rater Signature Date
· Rating Signature ID
· Reviewing Signature Date
· Rating Signature ID
· Employee Signature Date
· Employee Signature Bypassed Date
· Employee Signature Bypassed By
· Employee Signature Bypass ID
· Is Reviewing Official Signature Requirement Flag
Higher Level Review
· Request Date – Higher level reviews can be requested by employees
· Higher Level Reviewer Signature Date
Evaluation Documents – Documents are not printed with the plan, or uploaded to eOPF
· Employee ID – Employee ID of the evaluation
· Document Name
· Location
· Document Type – See lookup data for types
· Description
· Uploaded By
· Upload Timestamp



SLST TEMPLATE/EVALUATION INFORMATION
SLST Templates – Currently only two templates are available and are only available at the system level. Units cannot create/edit their own templates. One template applies to plans created before the 2025 EO SLST process changes and one template applies to plans created after the 2025 EO process changes
· Template Name
· Progress Review Phase Count
· Is FY 25
SLST Template Critical Elements
· Critical Element Name
· Critical Element Text
· Ordinal/Order
· Min Weight
· Maximum Weight
· Minimum Objective Count – for elements that require user entered objectives/goals, this value determines the minimum number required for validation to pass
SLST Template Competencies – Default competencies that appear of SLST plans for critical elements that have pre-populated objectives/competencies
· Competency Name
· Comptency Text
SLST Template Standard Text – contains the data displayed in Part 4. Performance Standards for critical elements on the printed plan
· Header text
· Level text
· Standard text
SLST Template Phases – determines the phases and number of phases for the template
· Phase ID 
· Order
SLST Template Rating Levels 
· Level Number
· Level Name
· Level Description
· Level Value Range – low to high
SLST Evaluation
· Employee ID
· Employee Name – at the time of plan creation (unless specifically updated by an admin)
· Pay Plan – assigned to the employee at the time of plan creation (unless specifically updated by an admin)
· Series – assigned to the employee at the time of plan creation (unless specifically updated by an admin)
· Grade – assigned to the employee at the time of plan creation (unless specifically updated by an admin)
· Title  – assigned to the employee at the time of plan creation (unless specifically updated by an admin)
· Plan Purpose
· Rating Cycle Group
· Unit – assigned to the employee at the time of plan creation (unless specifically updated by an admin)
· Plan Status – see lookup data for values
· Plan Start Date – defaults to assigned Rating Cycle Group dates but can be changed – must be within two years of the current data
· Plan End Date – defaults to assigned Rating Cycle Group dates – must be at least 90s after the starting date
· Is Eligible For eOPF Flag
SLST Evaluation Elements
· Critical Element Name
· Critical Element Text
· Ordinal
· Rating Official Rating Score
· Rating Official Level Value
· Appointing Authority Level
· Appointing Authority Score
· Rating Official Element Summary
SLST Evaluation Critical Element Competencies – stores the competencies associated with evaluation elements. This includes the standard pre-populated competencies as well as the user-entered competencies
· Competency ID – links to pre-populated competency – may be null
· Objective/Competency Text – stores user entered competency/objective text
· Weight
· Rating Level – Rating Official’s have the ability to rate individual competencies
SLST Evaluation Critical Element Competency Goals – certain critical elements allow the alignment of user-entered competencies to Unit Goals. 
· Unit Goal ID – links to unit goal in Unit Goal Library
· Unit Goal Text
· Page Number
SLST Evaluation Phase Information
· Phase ID – Corresponds to Planning/Progress Review (up to 4 entries)/Rating
· Rater Signature Date
· Rating Signature ID
· Reviewing Signature Date
· Rating Signature ID
· Employee Signature Date
· Employee Signature Bypassed Date (Progress Review Only)
· Employee Signature Bypassed By (Progress Review Only)
· Employee Signature Bypass ID (Progress Review Only)
· Is Reviewing Official Signature Requirement Flag
· Higher Level Reviewer Signature Date (rating phase only)
· Higher Level Reviewer ID  (rating phase only)
· PRB Signature Date (rating phase only)
· PRB Chair ID (rating phase only)
· Approving Official Signature Date (rating phase only)
· Approving Official ID (rating phase only)
SLST Evaluation Ratings
· Rating Official Summary Rating - Rating level assigned by Rating Official
· Rating Official Summary Calculated Score – Calculated Raw Score value
· Higher Level Reviewer Summary Rating 
· Reviewing Official Summary Rating – Rating level assigned by Reviewing Official 
· Review Panel Summary Rating – Rating Level assigned by PRB group
· Appointing Authority Summary Rating  – Final Rating level assigned by Appointing Authority
SLST Evaluation Narratives
· Rating Official Progress Review Narrative – up to 4
· Rating Official Summary Narrative
· Sr Professional Summary Narrative
· Higher Level Review Summary Narrative
· Reviewing Official Summary Narrative
· Performance Review Board Narrative 
· Approving Authority Narrative
SLST Evaluation Documents– Documents are not printed with the plan, or uploaded to eOPF
· Document Name
· Location
· Document Type – See lookup data for types
· Description
· Uploaded By






LOOK UP DATA
Evaluation Status
· 1 – Active
· 2 – On Hold
· 3 – Completed
· 4 – Closed
· 5 – Under Review
· 6 – Unrateable
Roles
· 1 – System Administrator
· 2 – System User
· 3 – User/Employee
· 4 – Rating Official
· 5 – Reviewing Official
· 6 – PRB Member
· 7 – Unit Administrator
· 9 – Appointing Authority
· 12 – Higher Level Reviewer
· 13 – PRB Chair
· 14 – Performance Appraisal Certifier 
Unit Permissions
· 1 – Basic Functionality - Allows administrators of this organization to create and manage users, run reports, add resources, and assign user officials, rating cycle groups, templates, and rating and reviewing official roles for this and all subordinate organizations. This permission is automatically granted to all administrators.
· 2 - Performance Appraisals - Allows administrators of this organization to create, view, and edit performance appraisals for this and all subordinate organizations.
· 3 - User Imports - Allows administrators of this organization to mass import users for this and all subordinate organizations.
· 4 - Rating Cycle Groups - Allows administrators of this organization to create and edit rating cycle groups for this and all subordinate organizations.
· 5 - Admin Permissions - Allows administrators of this organization to assign admin roles, assign performance appraisal certification roles, and manage admin permissions for this and all subordinate organizations.
· 6 - Organizational Structure - Allows administrators of this organization to manipulate the organizational structure of this and all subordinate organizations.
· 7 - Non-SES Templates - Allows administrators of this organization to create and edit Non-SES templates associated with this and all subordinate organizations.
· 8 - Performance Element Library - Allows administrators of this organization to create and manage performance elements and standards for this and all subordinate organizations.
· 9 - Strategic Goal Library - Allows administrators of this organization to create and manage strategic goals for this and all subordinate organizations.
· 10 - Non-SES eOPF - Allows administrators of this organization to submit to eOPF Non-SES performance appraisals for this and all subordinate organizations.
· 11 - SES Template Settings - Allows administrators of this organization to create and edit SES templates associated with this and all subordinate organizations.
· 12 - PRB Groups and Appointing Authority - Allows administrators of this organization to manage higher level reviews, Performance Review Boards, and Appointing Authorities for this and all subordinate organizations.
· 14 - SES eOPF - Allows administrators of this organization to submit to eOPF SES performance appraisals for this and all subordinate organizations.
· 15 - Mass Email Notifications - Allows administrators of this organization to send mass email notifications to users of this and all subordinate organizations.
Plan Purpose
· Annual
· Interim
· WGI
· Other
· Detail
· Extended
· Separation
· Transfer
SupervisoryStatus
· 2 – Supervisor or Manager
· 4 – Supervisor (CSRA)
· 5 – Management Official (CSRA)
· 6 – Leader
· 7 – Team Leader
· 8 – Other Positions
Summary Rating Pattern
· A – Level 1/Level 3
· B – Level 1/Level 3/Level 5
· C – Level 1/Level 3/Level 4
· D – Level 1/Level 2/Level3
· E – Level 1/Level 3/Level 4/Level 5
· F – Level 1/Level 2/Level 3/Level 5
· G – Level 1/Level 2/Level 3/Level 4
· H – Level 1/Level 2/Level 3/Level 4/Level 5

Document Type
· 6997 -	Awards
· 6998 -	Individual Development Plan
· 6999 -	Interim/Detail Performance Feedback
· 7000 -	Letter of Recommendation
· 7001 -	Self-Accomplishment Narrative
· 7002 -	Self-Accomplishment Narrative Addendum
· 7003 -	Supporting Documents
· 7004 -	360 Report
· 7005 -	Other

Executive Pay Rates
· Level I
· Level II
· Level III
· Level IV
· Level V
