Performance Recognition Program (PRP)
Information System

Welcome to the Performance Recognition Program (PRP) Information System instruction
page. HRD is excited to announce this new feature, which will allow Agency PRP
Coordinators to enter their Citation winner and Carballo nominee’s information directly
into our database.

Here you will find the instructions on how to register and enter your agency’s Citation
winners on the PRP Information System. Please keep in mind, how you enter your
agency’s Citation winners is how they will appear on the printed Citation. Please
make sure all spelling is correct, and the name reads how you would like it to
appear on the Citation.

Instructions: Registering for First Time Users

1. Click on PRP Information System (or find the system link on the PRP website).
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Welcome To the Performance Recognition Program (PRP) Information System

Forgot your password? Enter your Email Address

Email: | | submit



https://www.csexam.hrd.state.ma.us/PRP/Login.aspx

2. Click on “New User?’
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Performance Recognition Program (PRP)

PRP Coordinator Account

First Name: [ ]
Last Name: [ ]
Email: [ ]
Phone: —

Secretariat: [ Select a Secretariat v
Password: —

3. Enter your first name, last name, email, phone number, and select your secretariat.
Once your secretariat is selected, an agency list will pop up. Please select your agency. If
you are the PRP Coordinator for multiple agencies, please check all agencies that apply.
Enter and re-enter your password.

4. Hit *submit.” You will automatically be brought back to the initial login page. An
email will be generated confirming that your information has been submitted. Once your
account is approved you will receive an email confirmation and will be able to login and
enter your agency’s Citation winners.
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Performance Recognition Program (PRP)

Welcome To the Performance Recognition Program (PRP) Information System

You will receive an email when the Administrator appreves your account

Email Address: | JlEs

Password: [ |6

New User?

Forgot your password? Enter your Email Address.

Email: | | Submit |




Instructions: Entering your Agency’s Citation
Winner(s)

1. After you login, you will see the following screen.
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Performance Recognition Program (PRP)

Harme Enter Citation Winner Wiew Citation Winner(s) Logout

View Citation Winner(s)

No information to view. Please enter citation winners by clicking on “Enter Citation
Winner” link

2. Click on the “Enter Citation Winner’ tab to begin entering you Citation winners.

3. For Individual Citations, enter the First Name and Last Name. If your Citation
winner is also a Carballo nominee, please check the Carballo nominee box. Hit
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Save.
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Horme Enter Gitation Winner Wiew Citation Winner(s) Logout

Citation Winner Information

Secretariat: ADMINSTRATION & FINANCE ]
Agency: | HUMAN RESOURCES DIVISION ~]|
Group Award:

First Name: |

Last Name: ]

[
[
tarballo Nominee:




4. For Group Citations check the Group Award box and enter the total number of
group members. Hit the ‘Enter Member Names’ button.
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Horme Enter Citstion Winner WView Citstion Winnar(s) Lagaut

Citation Winner Information

Secretariat: ‘ADMINSTRATION & FINANCE ‘
Agency: ‘ HUMAN RESOURCES DIWISION V‘
Group Award:

Number oforoup

L [ 1| Enter member Names

Group Name: [

carballo Nominee:

Save Back

5. Enter the group name and the members’ first and last name and hit ‘Save.’
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Horme Enter Citstion Winnar Visw Citstion Winnar(s) Lagout

Citation Winner Information

Secretariat: |ADMIN‘STRATION & FINANCE |
Agency: | HUMAN RESQURCES DIVISION V‘
Group Award:

Number of Group Members: Entsr Mamber Hames

Group Name: [

Carballo Neminee:

Member Names:

First Name Last Name
I[ |
I |

Save Back

6. Continue steps 2-5 until all your Citation winners are entered.



Instructions: Editing and Deleting Citation Winners

1.

If you would like to edit or delete a Citation winner, click on “View Citation
Winner(s).’
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View Citation Winner(s) Logout

View Citation Winner(s)
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Click on the name or group name of the Citation you would like to edit or delete.
This will bring you into the Citation Winner Information screen.

For individual Citation winners:
o0 To edit the Citation winner’s name, enter the change and hit ‘Update.’
0 To select them as a Carballo nominee, check the Carballo nominee box
and hit *‘Update.’
0 To delete the entire record, click ‘Delete.” A pop-up will appear asking if
you are sure you want to delete this record. If yes, hit ‘Okay.” If not, hit

‘Cancel.” Once zou delete a record, zou cannot retrieve it.
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Horne Enter Gitation Winner View Gitation Winner(s) Logout

Citation Winner Information

Secretariat: |ADMINSTRATION & FINANCE |
Agency: [HUMAN RESOURCES DIVISION ]
Group Award:

First Name: [Helly |

Last Name: [Golightly ]

carballo Neminee:

Delete | Back




4. For group Citation winners:

(0]

(0]

To edit the group name, enter the new group name and hit ‘Update.’

To add group members, enter the new member in the space provided and
hit ‘Add New’ to save. Repeat this step until all new group members are
added.

To delete a group member, click ‘Delete’ next to their name.

To edit a member name, click ‘Edit” and enter your corrections. Once
corrected hit “‘Update.” If you would like to undue your change, hit
‘Cancel.’

To delete the entire record, click ‘Delete.” A pop-up will appear asking if
you are sure you want to delete this record. If yes, hit ‘Okay.” If not, hit
‘Cancel.” Once you delete a record, you cannot retrieve it.

Once you are finished with your corrections, click ‘Update’ or ‘Back’ to
return to the View Citation Winner(s) screen.
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Citation Winner Information

Secretariat: |ADMINSTRATION & FINANCE |
Agency: [HUMAN RESOURCES DIVISION ]
Group Award:

Number of Group Members:

Group Name: [Technology Developers |

tarballo Nominee:

Member Names: FirstName LastMame Edit Delete|
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