Format for KISS Appraisal Input File

All data should be submitted in an Excel Spreadsheet using the columns indicated below.  Please pay special attention to the things to watch for at the bottom.

Appraisal Information (Annual Only)


Column A:
Name (last, first).


Column B:
SSN with dashes (i.e. 111-22-3333).


Column C:
Rating Code (E, H, L, M, or U).


Column D:
Effective Date (mm/dd/yyyy preferred) (example: 03/01/2002 = Mar 1, 2002).


Column E:
Appraisal period ending date of current appraisal.


Column F:
Due Date of Next Appraisal (mm/dd/yyyy perferred).


Other acceptable date formats are dd-MMM-yy (01-MAR-02), dd-MMM-yyyy (01-MAR-2002), m/d/yy (3/1/02), or m/d/yyyy (3/1/2002).

NOTE:  Column headings are optional, but are strongly recommended to make it easier for the person preparing the spreadsheet.

THINGS TO WATCH FOR:  


a.  The appraisal period ending date cannot be after the effective date.


b.  The due date for the next appraisal cannot be prior to the effective date.


c.  Submit only annual appraisals for processing with KISS.


d.  Please be careful not to reverse two numbers in the SSN.  

e.  Make sure to include the dashes in SSNs as in the above examples.  

               f.  Do not provide actions for processing on ex-employees.


g.  Make sure the codes are valid.  Valid codes are shown above.


h.  Do not include blank columns or blank rows in the spreadsheet.  It may look better, but it requires extra work to process. 

