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Performance feedback is the two-way, meaningful exchange of
information between supervisors and employees regarding
performance expected and performance exhibited.
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LOGGING INTO MY BIZ & MY PERFORMANCE TOOL

Click on this link to log into the My Performance tool:

https://compo.dcpds.cpms.osd.mil/

Click to Log
into My Biz

 DXPOS Poral - Login

Fle B View Frostes Toos Help

0CPDS-Ouade 111 &) Detence =

Mansgem... G Defense Tave System & Estaffiog - Home

Yo B Lewve Request 5] Approval Sumemary ) ATAAPS Discaener

) CHILAN ACCULTURATION  Civlan Pesinnel On-Line

Login Help | Contact L

News and Information

Smart Card Access

To access MyBiz+/HR application, select Smart Card,

Last updated Apri 23, 2017
1300 CDF

(@ he Department of Defense (D0D) cnian workdorce holds 3 Unigque mission ocused posture tat can beneft

the U . CENTCOM Chvtlan Expecbonary Werkore (CEW) eogram The talen and expernce that DeD
e 5 1 aprosenktv o How O el ot | Judned

PRSI AN e g {3 Smart Card Log In
Toe 2308t value o cmpoyees who vokier 10 eploy Incute: profssions evelopmen, opportnty o

DK 1 chetn wORIER DI g

@nerence i the Department

*important ** I you feceived 3 new SEag e with no changes 10 your
information (F st Name or EDIP) sesedilimart Card Log In

4 coaliion partners, fivancial incentves, and ullimalely making 3
our Smart Card for the First Time.

Registery
Re-register a newly fssued Smart Card (e.g., you had a Name Change)
Convert rom a Non-Smart Card User to a Smart Card User

nse mission

Q) han you or a ofyour teedback durng the trst year of MyEize! We appreciate he time and efior you 190k 10
Jet us know what wass working for you and what needed improvement. Throughout the 1ast year. and looking forward,
we will continue 10 vatse

1o enhance MyBiz+

Non-Smart Card Access
Component Help Desk Information kiR apphiaon s Lo

s site, please select Contact Lis 1o locate and deeclly contact your

I you are having problems access)
Companent Help De:

@, Non-Smart Card Access L

Fora check out our Erequenty EAQY
Register as a Nor-Smart Card User for the First Time
Reset Password

For acress problems. setect Contact List for vour Agency’s Help Desk

& wps s £-@ac | @oceosroma

B Ve Fnode ok Hep
e Raquest {8 Approval Sememary {8 AT3 0o CCUTLRATON 1 C )0CPDS-Oraci 1 ) Dfanse Terve Maragem... 53 Do

DCPDS PoRTAL

vt Syt () DPVAAD Rascrces & Raf.. (1] E-safing - Herna ] GFEBS Login

Click the
purple box
to Choose
your path

My Add Additional

Select e apgilcatie HR MyBIzs 1o 10 3cess your Agency's Gatabase. If your AQRNCY's e not dlpkayed, seloct e A3 Addional AppicaonDatanases Bk abave 10 Compiete your MyBZsHR
appirancn oy

Choose your Path

W) To protect your personal information, log out of your DCPDS Portal session by selecting the ‘Logout button. [l LI

o awtm sy 1t £ - ac | (@GR ®ua

BT v Feons Tods b

s ) emve et ] st Sammary ) ATAARS e

2 Ot T Syt ) EPAMP assuces & Rt (2] -t - Mo B GRS Login

Click
‘Accept’

Privacy Act Statement

The icemation you g ” Data 13 Coverua by 1he PYIVBCY ACtof 1574 For QUaSHoNs raarti YOur pérsonsl SRcrmason pHase Contactyour Kcal HUman RESOUTSs Ofkcs

AUShorioes: 5 U S . Chaplers 11, 13,29, 31, 33, 41, 23, 51,59, 55,61, 63, 72, 75, 69, 31099, 5ULS.C. 7201, 10 USC 125: D00 Walnactker 140025, vomes 1100 & 1401, 29 CFR 1614601, 30 E.0 9397

Principal Puroses: To alow Chilan {800op(aled und 81 100 800(oprialed und) emplayes n e Department of Deferse (D00} 10 updite perscnsl rmation
e Uses = o s system

upeats your InforTation may reaTe manual HR processieg o e atsence of some iormaion



https://compo.dcpds.cpms.osd.mil/

0 - & c || ocrosporia @ wypice

Customer Support = @ Help.

Notifications

MyBiz+ provides improved user experience and
HR information on-demand! R::/ Title Start Dote

€ L
: ﬂ Click here for a brief MyBiz+ overview
<] ©
il

e Your Name is here . .
. The Employee

Welcome,
* You have 2 unread notifications.

m_:g—_ clicks on “My Performance.”

The Rating

Official/Supervisor clicks on

R “Manager Functions” and

i “Performance Management
— and Appraisal”




EMPLOYEE INITIATING PERFORMANCE PLAN

Click the Pull
Down Menu and
Select “‘DoD
Performance
Management
Appraisal
Program”

MyPerformance

Employee
MyPerformance Main Page

Warning: This application is designed for sensitive unclassified personnel inform

nation only. Do NOT enter dassified information in this system. Unauthorized release of
dlassified information is a violation of law and may lead to prosecution.

From the Main Page, you can create, updale and view your Performance Plans; view and peint par or an enlire plan afes it is creaied; and rack the status of a plan. Vou can o

iso search for completed plans by seleciing the 'Show Campleled PlansiAppraisals ink locaied st the botiom of this page.

urn

Then Select

111 G 0 ”
Appraisals of King, Judith H /

Crvale Now Pla -Ghoose a Plan Type-
Records Displayed 10[v] |} & F v B
Employee Name Current Owner Rating Official Name Appraisal Year ‘Appraisal ID Plan Approval Date Type Plan Status Current Status. Action
[rp— - Homan, Victos 201 a4

22017 DD Approved Progress Review Completed Updte ] G

Seloct the link 1o searc
P Shew Complet

The default

dates should be
DoD Performance Management .
Appraisal Program correct;

however, please

s verify they are
=== | as annotated on

this sample.

Create Performance Plan

Employee Information

Employee Name  King, Judith H
P Show Employee Detals

Setup Details

*
Indicates required field

At this point you
can choose to
[—Build New Plan

(start from
scratch) or

| temmomne oo Copy from

o ST AS Existing Plan

(begin with last

year's plan as a

starting point).

Build New Plan  Copy from Existing Plan
*

Appraisal Type
@ TIP The Appraisal Period Start Date represents the start of the empioyee’s pert -asgsefw and change this date, f necessary

* Appraisal Period Start Date
* Appraisal Period End Date

Appraisal Effective Date

DoD Performance Management
Appraisal Program

Enter the

Appraisal Effective

ate (it will search

for plans) and
click on

Find.
he plan will appear

e —h s indicated in your

Appraisal ID & Employee Name. Employse Number

Copy Performance Plan

Return to Plan Setup

@ TIP Rating Officials and empiayees can copy a performance pian from one year 1o the next. Raling Oficials can copy a plan from one employee to another. Once copied, the performance plan can be alered accordingly

Search

Hole tnat the: Search is case Insensitive

Appraisal Effective Date Plan Approval Date Appraisal Type

Plan Status View  Copy se arch
01-Jun-20168 28-Juk-2017 Annual Appraisal - DoD Copy '

4 i ‘\Click on

Copy. 3

6420 King, Juditn H 184057



DoD Performance Management

Appraisal Program
r—— _— Verify that you
Do you wish to copy the plan of King, Judith H using the Appraisal ID: 64207 Wish to CO py you r
plan.

Click Yes or No.

In this example, YES
_ was selected to copy
the plan.

Employee Information

Empl

Note the TABS across the
top. You are now at the
Plan TAB and the sub
tab,

Step 1: Plan Details.

Created By  Kig, Judiin H

Verify the Plan Details. In this example, the dates are correct.
Your dates should be the same.

Save and Continue.

If Plan Details are
Correct, click Save and
Continue to go to the
next screen.

PP ol S Note that you are now on

S Step 2: Mission Goals
E:’:\:;ee Ill[wr:\allull" ) TAB .

P Shaw

Dol Core Values: Leadership, and

dedication to duty, integrity, ethics, honor, courage, and loyalty.

Make any changes to
your organization’s
mission/goals.

For additional quisance. select Need Help?

When finished, click

/ Save and Continue.




Employee Information

Empio)
b s

You are now at

SeiEct Need MEIpT

Show Al Details | Hide All Details
Datails Number

Pending
Pending
Pending

Pending

Step 3: Performance
Elements and
Standards TAB.

Cnoose an Acticn v

MART Gileria. Seiect Nead more information? ink f0 view the SWART crfesia

Click the Update button to
s ot | 2 5 modify the Performance
- Elements.

Click the trash can to
delete a Performance
Element.

Click Add Performance
Element to add a new
Performance Element.

When finished updating all Performance Elements, click Save and Continue.

DoD Performance Management
Appraisal Program

You are now at the

sk 10 collse al sieps

Approvals/Acknowledgements
TAB.

Click the Choose an Action pull-
down menu and select Transfer to
_ Rating Official then select Go.

Emplayee Notification to Rating Official - Holman, Victor

Message to Rating Official

Gancel | Transtar 1o Bating

After entering your e-mail
contents, click the
Transfer to Rating Official with
E-mail Notification button.

If you choose to Transfer to
Rating Official without E-mail
Notification be sure to notify your
supervisor separately.



, DoD Performance Management
/ Appraisal Program

If you are finished
P ey — with your input for
S pe— 3 ALL performance

v\alements, click the
pull down arrow

and Choose

- “Transfer to
s Rating Official” to

e - select GO.

P Slp3 Raling Oficil - Document ComMmunicaion 1o EMployee

o Hioe
Details Tasks

Mot Stanea

b Step4 Emglayee - Acmowledgment Mt Started

This section will be utilized by
the Supervisor. No action by
the EMPLOYEE is required
until it is time for Employee
Acknowledgement at the end of
the appraisal process.

¢ ) DoD Performance Management
\#% ) Appraisal Program

Employee Notification to Rating Official - Holman, Victor You enter your message to

Ganesl

- your supervisor here.

Then click “Transfer to
Rating Official with E-mail
Notification.”

You may also choose to send
without e-mail notification but
you will still need to notify your
supervisor to let them know you
have submitted your input.

For a0aional guicance, seisct Need Halp?

i farwarding my inpus 1 my Perfermance Elements. | am availabie Yo SSCUSS 8t your conves

Spell Chack
Natice: You

are abou o coact Holman, Vicioe by e-mail Due 1o fhe unencryptes nature of this o-mai cos e any non pulblic larmason such a5 50cial securly TMBers o1 prvacy act ifarmation n yous ¢

&, Confirmation
The appraal Nas been subeniti=d 10 e rating oficial

Employee

You are now back at the
My Performance Main Page.

MyPerformance Main Page
<

oo Hip?
plication s designed for sensitive undassified persannel informan enter classified information in this system.
wse of classified information is a violation of law an

d may lead to prosecution.

st or an entite plan afler it is created, ani iar

ek e stalss of @ pian. You can als search for evenpieted plans by selecting

: Note: Confirmation message

Important: Ta become famikar wilh the celumns, select the Need Help? ink

—— that the appraisal was
S submitted to the Rating

~Ghoose a Plan Type- v ee Off . |
CREEICE .
CurrentOwner - Rating Official Name . Appraisal Year - AppraiasiID - Plan Approval Date ©  Type - Plan Status - Current Status Astion

Holman, Victos 1; ——— 5420 20 uao? DD Approvea Progress Review Compleled  View ] 6o

Also Note: The Current
Owner is the Rating Official.
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Performance feedback is the two-way, meaningful exchange of
information between supervisors and employees regarding
performance expected and performance exhibited.
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LOGGING INTO MY BIZ & MY PERFORMANCE TOOL

Click on this link to log into the My Performance tool:

https://compo.dcpds.cpms.osd.mil/

Click to Log
into My Biz

 DXPOS Poral - Login

Fle B View Frostes Toos Help

0CPDS-Ouade 111 &) Detence =

Mansgem... G Defense Tave System & Estaffiog - Home

Yo B Lewve Request 5] Approval Sumemary ) ATAAPS Discaener

) CHILAN ACCULTURATION  Civlan Pesinnel On-Line

Login Help | Contact L

News and Information

Smart Card Access

To access MyBiz+/HR application, select Smart Card,

Last updated Apri 23, 2017
1300 CDF

(@ he Department of Defense (D0D) cnian workdorce holds 3 Unigque mission ocused posture tat can beneft

the U . CENTCOM Chvtlan Expecbonary Werkore (CEW) eogram The talen and expernce that DeD
e 5 1 aprosenktv o How O el ot | Judned

PRSI AN e g {3 Smart Card Log In
Toe 2308t value o cmpoyees who vokier 10 eploy Incute: profssions evelopmen, opportnty o

DK 1 chetn wORIER DI g

@nerence i the Department

*important ** I you feceived 3 new SEag e with no changes 10 your
information (F st Name or EDIP) sesedilimart Card Log In

4 coaliion partners, fivancial incentves, and ullimalely making 3
our Smart Card for the First Time.

Registery
Re-register a newly fssued Smart Card (e.g., you had a Name Change)
Convert rom a Non-Smart Card User to a Smart Card User

nse mission

Q) han you or a ofyour teedback durng the trst year of MyEize! We appreciate he time and efior you 190k 10
Jet us know what wass working for you and what needed improvement. Throughout the 1ast year. and looking forward,
we will continue 10 vatse

1o enhance MyBiz+

Non-Smart Card Access
Component Help Desk Information kiR apphiaon s Lo

s site, please select Contact Lis 1o locate and deeclly contact your

I you are having problems access)
Companent Help De:

@, Non-Smart Card Access L

Fora check out our Erequenty EAQY
Register as a Nor-Smart Card User for the First Time
Reset Password

For acress problems. setect Contact List for vour Agency’s Help Desk

& wps s £-@ac | @oceosroma

B Ve Fnode ok Hep
e Raquest {8 Approval Sememary {8 AT3 0o CCUTLRATON 1 C )0CPDS-Oraci 1 ) Dfanse Terve Maragem... 53 Do

DCPDS PoRTAL

vt Syt () DPVAAD Rascrces & Raf.. (1] E-safing - Herna ] GFEBS Login

Click the
purple box
to Choose
your path

My Add Additional

Select e apgilcatie HR MyBIzs 1o 10 3cess your Agency's Gatabase. If your AQRNCY's e not dlpkayed, seloct e A3 Addional AppicaonDatanases Bk abave 10 Compiete your MyBZsHR
appirancn oy

Choose your Path

W) To protect your personal information, log out of your DCPDS Portal session by selecting the ‘Logout button. [l LI

o awtm sy 1t £ - ac | (@GR ®ua

BT v Feons Tods b

s ) emve et ] st Sammary ) ATAARS e

2 Ot T Syt ) EPAMP assuces & Rt (2] -t - Mo B GRS Login

Click
‘Accept’

Privacy Act Statement

The icemation you g ” Data 13 Coverua by 1he PYIVBCY ACtof 1574 For QUaSHoNs raarti YOur pérsonsl SRcrmason pHase Contactyour Kcal HUman RESOUTSs Ofkcs

AUShorioes: 5 U S . Chaplers 11, 13,29, 31, 33, 41, 23, 51,59, 55,61, 63, 72, 75, 69, 31099, 5ULS.C. 7201, 10 USC 125: D00 Walnactker 140025, vomes 1100 & 1401, 29 CFR 1614601, 30 E.0 9397

Principal Puroses: To alow Chilan {800op(aled und 81 100 800(oprialed und) emplayes n e Department of Deferse (D00} 10 updite perscnsl rmation
e Uses = o s system

upeats your InforTation may reaTe manual HR processieg o e atsence of some iormaion



https://compo.dcpds.cpms.osd.mil/

@ wybiee
85 Login

@ DCPDs PORTAL
Estaffng - Home B

AP Resources & e,

@ s ame
e [ view Fovcites Toss Hep
4 v Request ) Appeoval Sumenaey ) ATAPS Osclimer () CVLIAN ACCULTURATION. ¢ Civlian Pesonnel Om-Line &) DCPDS-Orace 111 ) Defense Travl Managem... 53 Dot

/{{’&24» Other DCPDS Applications - % Favorites -  Customer Support - © Help - Logout

o s Notifications
MyBiz+ provides improved user experience and
HR information on-demand! Read | Tide St oo
Unread

(B
g " Click here for a brief MyBiz+ overview

(] o
As the

‘:Ve',c:,;e Your Nameis here .. .....
Employee, you

click under “My

Performance”

b # Last Personnel Action




INITIATING PROGRESS REVIEW

The employee should initiate the Progress Review—there is now the option for the employee to
provide input on each element and to annotate their accomplishments thus far. Employees are not
required to provide input however it is highly recommended they take an active part in this process.

MyPerformance

MyPertommance Main Page | Pravde Guest Feedback
Rating Official/Higher Level Reviewer The page should
MyPerformance Main Page populate with your

own approved
‘Warning: This application is designed for sensitive unclassified personnel information only. Do NOT enter classified information in this system. Unauthorized
release of dassified information is a violation of law and may lead to prosecution. perform ance p|an

From the Main Page, you can create, update and view employee Performance Flans, change the Rating Official andior Higher Level Reviewer, view and print part or an enbre plan afler il is created; close a plan, and frack the status of a plan.

S Under the Current
To creale a Performance Plan To completa ather actions described above: status COIU mn you
: gg:g:g;::::; :I‘::_F:Du: + Select an option from the Action column Should see “Plan
»
Approved.

+ Sedact the 'Go’ button
+ Salect the 'Go’ bution

Important: Ta bacoms familiar with the columns, selact the Nead Hlp? link

Plans/Appraisals In Progress
@ TIP Only Employees that have a plan in progress are listed below.

Show Me Al Appraisals [¥]  Appraisal Year ALL ]

Records Dispiayed 107%) | If 2 (5 &5« @I

Employee Name = Current Owner - ting Official Name < Appraisal Year = Appraisl ID =~ Plon Approval Date = Type = Plan Status =~ Current Status = Action
Halmes, Pamela C Holmes, Pamela C ing. Judith H 51520 12-Dec-2017 DoD Approved Plan Approved View ~| Ga Dete rm | ne WhO
Carter, Jodi Lynn Carter Jodi Lynn King, Judith H 2018 oD Approved Plan Approved View ¥ Go

currently owns the
performance plan.
If you are NOT the
owner of YOUR
plan, you need to
Retrieve it so that
you can start the
progress review.
If you are already
the owner of the
plan skip to
page 4.

MyPerformance Wiz e Logou

MyPerformance Main Page | Provide Guest Feedback

Rating Official/Higher Level Reviewer

MyPerformance Main Page

Need Help?
Warning: This application is designed for sensitive unclassified personnel information only. Do NOT enter classified information in this system. Unauthorized
release of classified information is a violation of law and may lead to prosecution.
From the Main Page, you can create, update and view employee Performance Plans; change the Rating Official and/or Higher Level Reviewer, view and print part or an entire plan after itis created; close a plan, and track the status of a plan
You can also search for completed pians by selecting the ‘Show Completed Plans/Appraisals’ ink located at the botiom of this page.
To create a Performance Plan To Gomplete other actions described above:
+ Select 'Choose a Plan Type' « Select an option from the Action column
+ Selecl 'Appraisal Flan Type'

* Select the 'Go’ button
+ Select the ‘G0’ button

Important Tobcoms famiar s th caus, st Need o Click the pull down

Plans/Appraisals In Progress

&TIP Only Employees that have a plan in progress are listed below. menu un d er
Create New Plan

ShowMe  All Apprasals Appraisal Year AL [¥] —Ghoose a Plan Type— Go “Action” and select
Focords s 10%] 13 @ B 8w “Retrieve” and

Employee Name ~~  Current Owner © Rating Official Name - Appraisal Year - Appraisal D~ Plan Approval Date = Type~ Plan Status ~  Current Status = Action
Helmes, Pamela C Holmes, Pamela C King, Judith H 2018 51520 12-Dec-2017 DoD Approved Plan Approved Go th e n G O
Carter, Jodi Lynn Carter, Jodi Lynn King, Judith H 2018 51527 12-Dec-2017 DoD Approved Plan Approved View Go



MyPerformance : Logau

MyPerformance Main Page  Provide Guest Feadback

& Confirmation

e s o s s The yellow banner
Rating Official/Higher Level Reviewer at the tOp Of the

- page tells you the
Warning: This application is designed for sensitive unclassified personnel information only. Do NOT enter dlassified information n this system. Unauthorized i
release of classified information Is a violation of law and may lead to prosecution appralsal was

From e Main Page,you can ceale, e and view Higher i 303 p pat o an e s e i crested,cose i, and Tack B St of  ion Successfu”y
¥ou can s seare for complete lans b seiecing i Show Compeiea ian/Apprisas ik ocated 2t h bt f i page

o s Pafrmanc o compitesivr o s e Retrieved.

+ Select 'Choose & Flan Type' « Select an aplion rom the Action column
+ Selact ‘Appratsal Pian Type'

MyPerformance Main Page

+ Select the ‘G0’ buttan
+ Select the ‘Ga’ bution

Imporant: oecome o et o, st e e o7 ok Also, you verify
the owner of the

Create New Plan Plan.

Plans/Appraisals In Progress

@ T1P Only Empiayess hat have a plan in progress are ksted below

Show Me  All Appeaisals ] Appraisal Year AL [w] —Chaose & Pan Type- & (6o
Recoras Dispiayea 10[%] | 3 2 5 £t v

Employee Name - Current Owner Rppraisal Year Appraisal ID Plan Approval Date - Type = Flan Status Current Status = Action

Holmes, Pamela C King, Juditn H 2018 51529 12-Dec-2017 oD Approved Pian Approved Upaats v 6o
Garter, Jodi Lynn Carter, Jodi Lynn King, Judith H 2018 51527 12:Dec-2017 DaD Approved Plan Approved View v] 6o

Now that YOU (the employee) “owns” the plan you can now begin the Progress Review process.

Logout

MyPerformance Main Page P

%, Confirmation
The appraisal has been successhull retneved.
Rating Official/Higher Level Reviewer

MyPerformance Main Page

Need Help?
Warning: This application is designed for sensitive unclassified personnel information only. Do NOT enter dassified information in this system. Unauthorized
release of classified information is a violation of law and may lead to prosecution.
From the Main Page, you can areale, update and view employee Performance Plans, change the Rating Official andéor Higher Leved Reviewer, view and prnt part or an enbire plan after it is created. close a plan, and track the status of a plan.
YOu CA 3150 5€ACN Tor COMPIEIEd PIans by Selecting Ihe “Show COMPIUEA PIARS/ADELaiSaS’ link Iocated at Ihe Loom of this page
To creale a Performance Plan To compiele ather aclions described above:
+ Select Chocse a Plan Type' « Select an oplion from the Acion column
 Select ‘Appeaisal Pian Type'

« Select the ‘Go’ bution
+ Select the ‘Go’ bution

S ——— Click the pull down

Plans/Appraisals In Progress

R menu under

Showt A 7] ApraatYeur L[] P 9 “Action” and select

R T ET I Update” and GO.
Employee Name Current Owner Rating Official Name - Appraisal Year - Appraisal ID - Plan Approval Date Type Plan Status Current Status - Action
Halmes, Pamela C King, Judith H King, Judith H 2018 51529 12-Dec-2017 DaD Approved Plan Approved Update [¥] 6o



DoD Performance Management
Appraisal Program

,, Confirmation

Supervisory Commitment Statement

I acknawiedge my role 35 @ supenvisor s vital in fostering a fair, cradible, and ransparent performance system. It is mpartant that | ensure performance sisments are inked

monitar and evaluste smpioyes performance; recgnize and reward performance, &nd appropriately sddress deficient parformance.

DoD Performance Management
Appraisal Program

Logout

R Click the
— Acknowledge
button

gaals;

VERY IMPORTANT!!
PLEASE FOLLOW DIRECTIONS CLOSELY SO AS NOT TO CHANGE THE EMPLOYEE’S
PERFORMANCE PLAN—WE ARE DOING A PROGRESS REVIEW.

Click the Progress
Reviews TAB.

MyBize  Holp

Plan | Progress Reviews  Annual Appraisal  Namative Stalements  View/Print Fom  Manage Guest Participants

Step 1: Plan Detalls | Slop 2. Mission Goals  Step 3. Parformance Elements and Standards  Step 4. Appeovais and

Employee Information
Fmployee Name  Holmes, Pamela C

P Show Employes Detais

This screen allows you 10 view and change the detalls of yOuI SMPpioye's perfarmance pian.
Step 1: Pian Details

Acknowledgments

* Yurty the sporstsl dates and hioherbevl reviewrr name i curect . spolcable: (ks e necessary changes.

iect Save and Continua bulton at the bofiom nght carar to mave ta Slep 2 Mission Goals
TIP: Choase an Adtion — located at the lop right comer —

 selection of other actions theoughout

For addtional guidsnce, sslsct Meed Help?

* Appraisal Type
* Appraisal Period Stan Date

Annusl Appeaisal - DoD v/
01-Nov2017 e

Performance Plan Approval Dats
Plan Last Modified Date

* Appraisal Peniod End Date  31-Mar-2018  fa Created By
* Appraisal Efective Date  01-Jun-2018 Y
Rating Official Name  King, Judilh H
Higher Level Reviewer  Holman, Victor

DoD Performance Management

Appraisal Program

Flan  Progress Reviews mreficical  Naraiive Siatements  View/Print Form  Manage Guest Participants

Employee Information

Employee Hame  Holmes, Pamela C
b Show Employes Details

This screen aBows you 10 create, Update of view Completed PrOgIess reviews. Progress Reviews are performance discussicns
cycie

. to creale a
+ Select Update butlon under Action colum 10 Updale & progeess ieview
+ Sabect View History bution under Aclion column 1o view a compleled progress review.

For additional guidance, sslect Meed Help?

Humber
Mo resuts found.

Created By Creation Date Higher Level Review Date

crce

12-Dec-2017
14-Dec-2017
King, Judith H

~ Chonse an Action — ¥ 6o

Save and Continue.

Note: We are
within the
Progress

Reviews TAB.

MyBiz

Help

Verify you are
on the
Progress
Reviews TAB

- Chooss an Action v 6o

—_

— e Pt i - . and then click
| “Create
Progress
reate Progress Review | 14 o (< £ w [ . ]
Status Cs Date Ci Method Emplny: Ack ;’:t: § Action Delete ReVIeW




Employee Information

Employee Mame  Hoimes, Pamela C
B Stow Empioyee Details

Progress Review Information

Go Back to Progress Reviews.

A progress review shawid acknowledge achievements o dale and suggested areas for imgrovemenl. The supervisor and empiayee should engage in meaningful communicalions Broughot the appratsal cyde ko assess pedormance against the performance elements and standards

Progress Review Initistor  King, Jugith H
o " Progress Review Number
Progress Review Status  Intialed

Assessments | APpOVAIS 300 ACKIOMEIgMENES

This screen slows you 10 View your SMpRYEE's PEMIIMANGE lemants And S1aN0AIds 3nd NPUL 30 eNter your Ssessmants

merts
mance element and standans(s)

Performance Elements

Howte b

The Progress
Review opens
up and the
Performance
Elements are
listed. On this
___example, note
that
Performance

Order Status Performance Element Type
Human Resaurce Management - Miltary Approved Cretcal
2 Resource Management Approved Crical
3 Human Resource Managemeat - Civiian Approved Crical

Performance Element and Standard(s)

Manage key elements of military human resources . Update and maintain military portion of the TRADOC Rating Scheme and publish NLT 30th of
every month; conduct in/out processing for military assigned to the Command Group, Personal, and selected Special Staff ensuring all key areas are
updated within 72 hours of infout processing (DTS, SharePoint Rosters, etc). Within 5 days of notification of incoming soldiers, input

letter
into the Army Career Tracker notifying service member of his/her sponsor. Review and ensure accuracy of monthly recurring reports (162, UCFR, etc)
and resolve discrepancies within suspenses.

Employee Input

Rating Official Assessment

Element# 1 is
selected.
Scroll down for
the Input
Blocks.

The Performance
Element and
Standard(s) are
listed.

Employee should
provide input in this

a

A

Go to Next Performance Element  Go Back to Top of Page

t

When input is complete just click Go to Next Performance

Element and you'll continue until you’ve addressed all elements.

block. What have
you accomplished
thus far?

Rating Official
provides input here.
Is the employee on

track? This is where

Raters should

annotate how the
employee is
performing and if they
need to make
adjustments in their
performance and/or
focus.



Employee Information

Employee Mame  Hoimes, Pamela C

b Snow Employee Details

Progress Review Information

When Employee has

completed their input, click on

s 4™ GO0 Back to Progress
Reviews.”

A progress review showd acknowledge achievements fo date and suggested areas for imgrovement The supervisor and emplayee should engage in meaningful communications Sroughaut the appratsal cyde ko assess pedormance against the performance elements and standards

Progress Review Initistor King, Judith H

Progress Review Number
Progress Review Status  Intialed

nts | AROVAS N0 ACKOWIEGQMENIS

This screen slows you 10 View your SMpRYEE's PEMIIMANGE lemants And S1aN0AIds 3nd NPUL 30 eNter your Ssessmants

e next performance element and standarns(s)
Ihe page

15 page:

s Reviews page.

For adisonal guidance, select Need Help?

Performance Elements

Ho ey

Order  Performance Element Title

Status Performance Element Type
J 1 Human Resource Management - Miltary Approved Cretcal

2 Resource Management Approved Crical

3 Human Resource Management - Civiian Approved Crical

DoD Performance Management
Appraisal Program

MyBizs Help

Plan  Progress Reviews | Annual Appraisal  Narative Stalements  ViewPrint Form  Manage Guest Participants

Employee Information

Employee Name  Hoimes, Pameta C

P Snow Empioyes Details

This sereen allows you to Creae, updae of view completed progress reviews. Progress Reviews a s that must e
performance cycle

- Select o a progress review

- select Apaale a progress review

U 10 W 3 COMplEN=d pIOGIESS review.

For addibanal guitance, select Need Help?
He gy m
Number  Crested By Creation Date. Higher Level Review Date Status [ Method
1 King, Judin H 2502018

Initiated

DoD Performance Management
Appraisal Program

tool. Empiayess must have at least one documented progress review wiy

When you are ready
to submit to the
Rating Official click
the pull down menu
and select Transfer to
Rating Official.

— Choose an Action — ~] 6o

ich typically occurs midway threugh the

Empleyes Ack Date Action Delete

Update 7}

MyBiz+

Rating Official Notification to Employee - Holmes, Pamela C

gancel  Transtar

The message screen

Message to Employee

his sereen allows yeu 1o Send a MesSage 15 yous employes regarding Ieir performance paniappraisal The nolifeation cn be sert wih ar wanoul an email message
+ Ta provide agditignal infarma empioyoe. enter a message in the fe:

- Ityo 0 30 withaut
seen wiliou! mang ar

w Wessage ia Emplayee and select Transfer 1o Employee wilh E-Mal Noliication tuion al fop nght comes.
son bufion. You Wil need 0 Contact he empioyee directy.
iges

Sele

For saatonal gudance, select Nesd Halp?

Please o 10 your Peomance Management and AQOraial 1o view of Upaale your pertarmance plan,

‘Spall Chack
Motice: You are aliout o contact Homes, Pameia C by e-mail Due to fhe unencrypled nalure of his e

= ; appears where you
can opt to choose to
send an e-mail to let
the Rating Official
know you have
completed your input.

il communicaion. please do not include any non-public nfoemabon such as sockl secuy numbers or privacy act fomation In your e-mak

The Rating Official would follow all the same steps except they would
complete the Rating Official Input.

Instructions for routing the Progress Review to the HLR are at next

page.



DoD Performance Management

Appraisal Program

Progress Reviews Information area
Go Back to Progress Reviews
Employee Information

Employee Mame  Haimes, Pamela
¥ Show Emgioyeo Detas

Progress Review Information

A pregress review shouk o e and suggested v The supervisar ' hroughout the standards

Progress Review Initiator  King, Judh H
e Reviow [ifafor kg, Jok Progross Review Number 1
Progress Review Status infialnd

Approvats snd Acknowsedgments

This screen allows you to star the appeousl seulior comenurication pracess or view status infoamsbon of he employes’s progress review:
- o

1 Sow A8 DBLaS I 10 568 S131US INRMaNON (0212, MEMod, #1.} SN0 HI0E All DSTAIS INK 10 CoR0ES Al 1eps.
> ican undes Details colume 10 569 approval andior communicabon information far sach step and selec - ioon to calagsa step.
1 SIaMT Bution unser ACHon CONMN for SHEDS 1 (f equired) or 3, f avallabis.

o Back Io Progress Reviaws button at op right comes 1o go back 1o Progress Reviaws page.

For addisonal guiance, seloct Noed Help?

He g
o 0 Dt s 0 et

Details Tasks Status. Action

» Step 1. Rating Oficial - Request o Document Higher Level Review 0F requirs) ot Started Stan

T Te——— [ Mot st

L3 Step 1 Rating Official - Document Cemmunication to Emgioyee Mot Started Stant

B Swp4 Ratng OMcial- Document Empiopes Acmowsdgmsnt ot Startea ‘518D 3 must ba completed

Let’s get started with

Step 1--Click “Start” to
Request HLR Review.
DO NOT SKIP STEPs.

Hebaym
‘Show Al Details | Hide: All Details
Details Tasks Status Action

4 Step 1 Rating Offcal - Request or Document Higher Level Review (i equired) Not Starteq start Scrou down your screen
and you can choose to
write something to the
HLR in the block

&TIP There are two options available to complete this step. If you are both the rating official and higher level reviewer, use Option B to document the approval.

Option A - Transfer to the Higher Level Reviewer

s provided or just send.

& TIP Please select new HLR from list of values, i required.

Change Higher Level Reviewer  Holman, Victor Q

Click “Transfer to Higher
Level Reviewer with E-
< message, selectthe “Transfer to Higher Level Reviewer with E-mail Nolfication ufton to send the message mail Notification”

Message to Higher Level Reviewer

This screen provides space for you to send a Higher Level Reviewer a message regarding an employee's Progress Review. Afer

Spell Check

Notice: You are about to contact Holman, Victor by e-mail. Due to the unencrypted nature of this e-mail communication, please do not include any non-public information such as social security numbers or privacy act information in your e-mail.

Cancel | Transfer to Higher Level Reviewer without E-mail Notification | Transfer to Higher Level Reviewer with E-mail Notification

Now, the Progress Review is with the HLR. The next few pages will document how the HLR
completes the Progress Review and returns it to the supervisor.

HLR APPROVING PROGRESS REVIEW

The HLR logs
into My Biz
and the My

Need Help?
Warning: This application is designed for sensitive unclassified personnel information only. Do NOT enter classified information in this system. Pel’fOI’m ance

Unauthorized release of dassified information is a violation of law and may lead to prosecution. T I th
From the Main Page, you can create, update and view employes Performance Plans; change the Rating Official andior Higher Level Reviswer, view and print part or an entire plan afier it is created: close 3 plan, and rack the status of a plan
Vot can alssarch o compleld plans by select he Show Compleed PlansiAppraisals ik located at e botom of s page. way as the

To create a Performance Plan: To complete other actions described above: S :
upervisor.

ct ‘Choose a Plan Type + Select an option from the Action column
+ Select ‘Appraisal Plan Type'

+ Select the 'Go' butlon
- Select the ‘o' button

Important: To become famdar with the columas, select the "Need Help™ link

Plans/Appraisals In Progress

Once logged in
they will see a

~Ghaose a Plan Type— v] G I|St Of
Records Displayed  10/v] | 3L & 76 £ v @

employees for
Employee Name . " Rating Official Name .. Appraisal Year .. Appraisal ID .. Plan Approval Date . Type .. Plan Status ... Current Status Action

i b s Pl e i e e [ e T 5 whom they are
Holmes, Pamela Halman, Victor King, Judith H 2018 51520 12-Dec- 2017 Dab  Approved Progress Review Pending HLR Approval  Ugdate v| Geo the Super, 'ISOI’

@ TIP Only Empioyees that have a plan in progress are listed below

ShowMe All Appraisals V] Appraissivear ALL [v]

Notice the status

Please note the “Current Owner” column. The HLR is the owner of the plans listed above.



myy s e

Heed Help?
Warning: This application is designed for sensitive unclassified personnel information only. Do NOT enter classified information in this system.
Unauthorized release of classified information is a violation of law and may lead to prosecution.

From the Main Page, you can create, update and view employee Performance Plans; change the Rating Offcial and/or Higher Level Reviewer, view and print pat or an enire plan after itis created; clase a plan, and track the status of & plan.
You can also search for completed plans by selecting the "Show Completed Plans/Appraisals' ink located at the bottom of this page

To create a Performance Flan To complete ofher actions descrined above:
+ Select ‘Chovse a Plan Type! column
+ Select Appraisal Plan Type'

To begin the HLR
- Sacin o' buen Approval Process, the
Impanant: To become familiar with the columns, select the ‘Need Help? link. .
ParalAppraieteIn rogrese HLR clicks the GO
(@719 Only Employees hat hav.3 piah n progress s sted bow button.
Craate New Plan
Show Me Al Appraisals [¥] Appraisal Year ALL [v]

+ Select an option from the Acli

~Chaose a Plan Type-

¥ e
Records Displayed 10[%] | 3 & S @i« M

Employee Name Current Owner . Rating Official Name . Appraisal Year . Appraisal ID . Plan Approval Date - Type . Plan Status .. Curent Status Action

Wiggins, Jr, Charles Pation Holman, Vicior Holman, Vicior 2018 17847 15 Dec.2017 oD Modiied Flan Reviewed by HLR Update v| Go
Holmes, Pamela G Holman, Victor King, Judith H 2018 51529 12-Dec2017 DoD  Approved Progress Review Pending HLR Approval Update v G

Click the
DoD Performance Management
Appraisal Program

Acknowledge
button

Supervisary Commitment Statement

| acknowledge my role as a supervisor is vill in fostering a fair, credible, and iransparent performance system. I s important that | ensure performance elements are linked o organizational performance goals; establish
open communicalion, monitor and evaluate employee performance, re and reward performance, and appropralely address deficient performance

DoD Performance Management

Appraisal Program Click the “Progress

Reviews” TAB

Plan | Progress Reviews S Annual Appraisal  Narmative Statements  ViewPrint Form — Manage Guest Participants

Step1: Plan Dumils  Siep 2 Mission Goals  Step 3 Performance Elements and

dards  Step 4: Approvals and Acknowledgments

- Choose an Acton - v] co
Employee Information

Employes Name  Holmes, Pamela C
P Show Employes Detaits

This screen provides inf about U

e plan.
Step 1. Plan

+ Select Continue button al the bottom right comer to mave to Step 2 Mission Goals

ose an Action - localed al the lop fight cormer — allows for selection of othes actions throughout

nal quidance, select Need Help?

Appraisal Type  Annwal Appraisal - DoD
Appraisal Period StartDate  01-Nov-2017
Appraisal Period End Date  31-Mas-2018

Performance Plan Approval Date  12-Dec-2017

Plan Last Modified Date  31-Jan 2018

Created By King, Judith H
Appraisal Effective Date  01-Jun-2018

R:

Official Name  King, Judith H

Higher Lavel Reviewsr  Holman, Viclor

Employee Name

DoD Performance Management
Appraisal Program

Plan  Progress Reviews | Annual Agprafal  Narrative Statements  WiewFrint Form  Manage Guest Parbeipants

-~ Choose an Action — v Go
Employee Information

Employee Name  Holmes, Pamela C
b Shaw Emglayee Deails

This screen allows you to review and sslect retur for change of approve of view 3
evvew which [Y[CaRy OCCUrS midway Meough the perfor

view. Progress Reviews e dis that

st be documented i the MyPerfomance tool Employess must have atleast one documented progress

« Select Updale button under Acion colur 1o
+ Select View Hislory bulion undes

inpat and rafing official as: s
MpIElEd progress feview.

Action colummn 10 view ¢

For addibianal guidance, select Need Help?

HeSgW

The HLR clicks
Number Created By Creation Date Higher Level Review Date Status.

Method Employes Ack Date Action « »
King, Judith H 31-tan2018 Initated Update / U pdate

Note the “Status” is Initiated (by the Supervisor)



Progress Reviews Information area
Go Back to Progress Reviews
Employee Information

Employes Hame  Holmes, Pamela G

P Show Emplayee Detais

Progress Review Information

HLR clicks “Approve” or
w Progress ResewHumber 1 pp

S —————— “Return for Change”

Approvals and Acknowtsdgments

This creen allows ou 10 FEMUM for change or BpPrave andior view SIAILS INfOMAlion of the EMPIOYEE's PrOJrEss review

8 Detaits bk to collapse @l steps.

on for each step and select 4 icon to collapse siep.
bl

Select Go Back to Progress Reviews bullon at top right comer fo go back to Progress Reviews page

tatus information (date, method,

For addilional gudance, select Need Help?

Al W
s Tasks Status. Action
Step 1: Rating Official - Request or Dacument Higher Level Review (f required) Completed Step 1 compiete:
Step 2 Higher Level Reviewer - Review (i required) Pending Approval Approwe or Retum for Changs
Slep 3 Raing Official - Document Commanication to Employes Not Started Step 2 must be completed
B Siep4 Rabing Official - Document Employes Acknowledgment Not Started Step 3 must be completed

DoD Performance Management
Appraisal Program

: : — PR HLR then can return the
Higher Level Reviewer Approval Notification to Rating Official - King, Judith H .
) [ = ; Progress Review to the
Supervisor. HLR can
B — choose to write a
S message for the e-mail
or leave it blank.

Message to Rating Official

This screen pros
or addtonal gu

somcreck “Click Approve and
S o, 4 S WA S 5 Notify Rating Official by
E-mail.”

Appraisal Program HLR receives a Warning
to ensure he/she wants
1. Warning bo ves to Approve the Progress
Do you wish to approve the Progress Review for Holmes, Pamela C? ReVIeW for the
employee.

DoD Performance Management

Click Yes/No”

MyPerformance sers| e

in Page | Provide %

Rating OfficialiHigher Level Reviewer // The system then returns
MyPerformance Main Page HLR tO the My

Need Helg? .
Warning: This application is designed for sensitive unclassified personnel information only. Do NOT enter classified information in this system. Pe rform an Ce M al n Page .
Unauthorized release of classified information is a violation of law and may lead to prosecution.

From the Main Page, you can create, update and view emplayee Performance Flans, change the Rating Official and/or Higher Level Reviewer, view and print part or an enfire plan afier i is created. close a plan, and track the stalus of a plan.

Note the “Current
Owner” is now the
Supervisor.

‘You can also search for completed plans by selecting the “Show Completed Plans/Apprarsals' link Iocated at the bottom of this page.

Te creale a Performance Plan To complete alher acticns described sbave
+ Seloct ‘Choose a Plan Type' + Select an optian from the Action column
+ Seloct ‘Appratsal Plan Type'
- Select the 'Go' buton
+ Select the ‘Go' buton
important: To become tamiliar with the columns, select the ‘Need Help? bk

Plans/Appraisals In Progress

Creats New Plan NOte the “Current
s e Status” indicates
Records Displayed 10v] | 3 2 5 £

Employes Name Current Owner ating Official Name . Appraisal Year - Appraisal ID - Plan Approval Dats . Type - Plan Status - Current Status, Action Progress ReV|eW

Holmes, Pamela C g, i H King, Judeh H 218 s1s20 12.Dec2017 DD Appowed  Progress Rewew Approved by HR Ml ¥ G !ppro ed by HLR.”

@ TIP Cnly Employees that have a plan in progress are isted below

ShowMe Al Apprasals [¥]  Appraisal Yesr AL []

This concludes the HLR portion of the Progress Review for one employee.



SUPERVISOR COMMUNICATION WITH EMPLOYEE

The Supervisor now continues in the My Performance Tool to complete the Progress Review.

MyPerformance

MyPuriomance Man Fage | Py

st Foes

Rating Official/Higher Level Reviewer

Supervisor clicks GO to
open the Plan.

MyPerformance Main Page

Warning: This application is designed for sansitive unciassified per

sonnel information only. Do NOT enter classified information in this system. Unauthorized
release of classified Information is & violatian of law and may lead to prosecution

Fran tha Matn Paga, yos can ciuais spdat an view senpiyos Pertofmance Piaes, chanpa B Raling Oficial o Highos Lavel Raviews; v and s o an snkes i afe i s crsalo; cose 3 lan, and ack e stabes of 3 plan
£ 5 B8eNCh o Compveted e by sHecing

“Show Compia Plans Aol ik clsd sl I Bolkon of 148 page
T realn  Parformancs Fan:

T compate ubar actons deceibod abews:
- Suind Chioes o Pl Type + el an oo o
ioct Ageratal Plan Typy’

- Satectthe G/ b
+ et e G’ bt
Impartant: To be<ome tmatar i he cohumins, Seect B Nesd Heip Ik

PlansiAppraisals In Progress

0P ity Emplopues i hrwn 2 i n progeus v s ook
Create tew Pian

Show e A4 Apgratnas %] appraisaver wiL (¥ T

v 6o
Recorss Disghayed 0[] -

Employee Name = Curremt Gamer - Rating Official Name Appraissl Year - AppesisaliD -~ Plan Approval Dote = Type - Plan Stus - Curremt Status Action

Holmos, FamsiaC  King, ucth H o duith H o st 12.8ec2017 [ Progress Review Aoproved iy MR Lipdae ¥l G

DoD Performance Management
Appraisal Program

MyBiz+

, Confirmation

J— Click the
R Acknowledge
button

I acknawledge my role as a supervisor s vitalin foslering a fair, credible, and iansparent performance system. It is mpartant that | ensure performance elements are knked
monitor and evaluate employee performance; recognize and reward performance, and appropriately address deficient performan

gals;

DoD Performance Management
Appraisal Program

Click the Progress
— Reviews TAB.

Step 1: Plan Detalls | Stop 2. Mission Goals

Step 3. Parformance Elements and Standards  Step 4. Approvals and Acknowledgments.

— Chogse an Action — L
Employee Information

Employee Name  Holmes, Pamela C
P Show Employes Detais

This screen allows you 1o view and change the detalls of your employee's perfarmance pian

Step 1. Fran Details

* Vorify the appraisal lowal reviowar and. if applicabe,
+ Salect Save and Continua button 3t the bofiom right comar to mave to Step 2 Mission Goals

TIP: Choose an Action - located at the fop right comer -

 selection of other actions through
For addilional guidsnce, select Need Help?

* Appraisal Type [ANNUSI AppeaiEal - D30

Performance Plan Approval Date  12-Dac-2017
* Approisal Period Start Date  01-Nov-2017

® Plan Last Modified Date  14-Dec-2017
* Appraisal Period End Date 31 Mar 2018 [ Created By King, Judith H
* Appraisal Effective Date 0102018 [

Rating Official Nome  King, Judith H
Higher Level Reviewsr  Holman, Victor

Save and Continue

DoD Performance Management
Appraisal Program

Flan  Progress Reviews  Annual Appeaisal  Namalive Statements  View/Print Form  Manage Guest Parlicipants

~ Choose an Acon v 6o
Employee Information

Employes Name  Holmes, Pamela C
b Show Employee Delads

s screen alows you 10 create, UpGaTE of visw complsted progiess fevisws. Progress Reviews are perfamance discussions Inat must be documented in the MyPertormance tocl. Emplayess must have at least ane
eyela.

s miway
« Select Create Progress Review butlon to create a progress review

*+ Sslect Upsiato bution under Action cohmn fo update a
~ Selic View Hisiory buflon under AChon coumn 10 view 3 con

For additicnal guidance, select Need Help?

HeEam

Mumber  Created By Creation Date

Click the “Update” button
. commn e ke o e _——to proceed. Please note
that at this point you
should have already had
a face-to-face discussion
with the employee on the
Progress Review.

Higher Level Review Date Status G
I-Jan-2018

1 King, Judith H 3-Jan-2018 Inibated

11



DoD Performance Management
Appraisal Program

Progress Reviews Information area

GO BICK 10 Progress Reviews
Employee Information

Emgloyes Nama  Holmes, Famda C
b Show Empioyes Detats

Progress Review Information

Al o impucremeed. The supens i mesringhi

e appraisal cycs I ascess et . PE—
Progress Review Initator King. Judih 4

Progress Arview Number 1
Progress Review Stats  waatnn o

Approvals sea Acanastedgments

e sampioyes's Drogress farien.

ormation idat, i Dot b 1 cotagso i s
o2 apuval o et fo wach step ave et - icon 1o codags g,
Tor Siaps 1 i eapired o 1

Yavsiatie.
s o 1 1194 cene 1 0o back 1 Proggess Reviers page

Status Action

Cospletsa S 1 compted
Completsc skpe
e =1

Won s 9403 st s complensa

Progress Reviews Information area
G0 Back 10 Prousess Reviews.
Employee Information

Employse Name  Helmes, Pameia ¢
¥ S Employee Detats

Progress Review Information

Apropess o sl and o and emiare $houkl sy in evssminglul comimmricaBons eoughudIhe apprsisal cycis 10 assess paroimance sgsnet B perdoamance siements and slandards

b st Dncument Highes Level

P Slen 2 Hgher Level Rsviswss - Review f requed)

4 Step3 Rawg ORcal. Document Communicatisn 15 Empisyee

Communication Dato
Commenication Memoa
Other

Cancel  Save and Transtar 1o EMDIoyes for Acknowlsdgmsat  S3vs and 0o 0 STEp 4

DoD Performance Management

Appraisal Program

Rating Official Notification to Employee - Holmes, Pamela C

Cancet
Message to Employee
115 scrose rovces 5pace for you o S9nd Your EH0y90 3 35390 9ing his e o Erogress Review. Afer weng e message, select e Transior o Erpioy with E-masl Noticaton busn o end he mesiage
For ad0Ronal guidance. sslect Need Help?

e
18b and complele Slep 4. Once you've acknowledged. a copy of the DD Foan 2006 wil be avalabie n the Compleled Pians and Apgeaisals area

Notice You are about o contac Pamela C by e-ma . nature.

Let’'s move on to

Step 3 to Document
Communication to
Employee--Click “Start.”
DO NOT SKIP STEPs.

Scroll down your screen
to this section.

Enter the
Communication Date
(the date you met with
the employee) and Enter
the Method which should
be Face-to-Face.

Then click on “Save and
Transfer to Employee for
Acknowledgement”

DO NOT select Save
and go to Step 4.

Supervisor clicks on
“Transfer to Employee
with E-mail Notification.”

Please note that the text
provides instructions for
the Employee to
Acknowledge their
Progress Review.

Once the employee Completes Step 4 (Approvals/Acknowledgements) and dates the Progress Review, this will

conclude the Progress Review Steps.

12
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MBEGINNINGS

DPMAP
APPRAISAL
GUIDE

Performance feedback is the two-way, meaningful exchange of
information between supervisors and employees regarding
performance expected and performance exhibited.

-

It’s NOT about the 365" day

Prepared by Judy King
Command Group Administrative Officer
27 Mar 18
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LOGGING INTO MY BIZ & MY PERFORMANCE TOOL

Click on this link to log into the My Performance tool:

https://compo.dcpds.cpms.osd.mil/

Click to Log
into My Biz

 DXPOS Poral - Login

Fle B View Frostes Toos Help

0CPDS-Ouade 111 &) Detence =

Mansgem... G Defense Tave System & Estaffiog - Home

Yo B Lewve Request 5] Approval Sumemary ) ATAAPS Discaener

) CHILAN ACCULTURATION  Civlan Pesinnel On-Line

Login Help | Contact L

News and Information

Smart Card Access

To access MyBiz+/HR application, select Smart Card,

Last updated Apri 23, 2017
1300 CDF

(@ he Department of Defense (D0D) cnian workdorce holds 3 Unigque mission ocused posture tat can beneft

the U . CENTCOM Chvtlan Expecbonary Werkore (CEW) eogram The talen and expernce that DeD
e 5 1 aprosenktv o How O el ot | Judned

PRSI AN e g {3 Smart Card Log In
Toe 2308t value o cmpoyees who vokier 10 eploy Incute: profssions evelopmen, opportnty o

DK 1 chetn wORIER DI g

@nerence i the Department

*important ** I you feceived 3 new SEag e with no changes 10 your
information (F st Name or EDIP) sesedilimart Card Log In

4 coaliion partners, fivancial incentves, and ullimalely making 3
our Smart Card for the First Time.

Registery
Re-register a newly fssued Smart Card (e.g., you had a Name Change)
Convert rom a Non-Smart Card User to a Smart Card User

nse mission

Q) han you or a ofyour teedback durng the trst year of MyEize! We appreciate he time and efior you 190k 10
Jet us know what wass working for you and what needed improvement. Throughout the 1ast year. and looking forward,
we will continue 10 vatse

1o enhance MyBiz+

Non-Smart Card Access
Component Help Desk Information kiR apphiaon s Lo

s site, please select Contact Lis 1o locate and deeclly contact your

I you are having problems access)
Companent Help De:

@, Non-Smart Card Access L

Fora check out our Erequenty EAQY
Register as a Nor-Smart Card User for the First Time
Reset Password

For acress problems. setect Contact List for vour Agency’s Help Desk

& wps s £-@ac | @oceosroma

B Ve Fnode ok Hep
e Raquest {8 Approval Sememary {8 AT3 0o CCUTLRATON 1 C )0CPDS-Oraci 1 ) Dfanse Terve Maragem... 53 Do

DCPDS PoRTAL

vt Syt () DPVAAD Rascrces & Raf.. (1] E-safing - Herna ] GFEBS Login

Click the
purple box
to Choose
your path

My Add Additional

Select e apgilcatie HR MyBIzs 1o 10 3cess your Agency's Gatabase. If your AQRNCY's e not dlpkayed, seloct e A3 Addional AppicaonDatanases Bk abave 10 Compiete your MyBZsHR
appirancn oy

Choose your Path

W) To protect your personal information, log out of your DCPDS Portal session by selecting the ‘Logout button. [l LI

o awtm sy 1t £ - ac | (@GR ®ua

BT v Feons Tods b

s ) emve et ] st Sammary ) ATAARS e

2 Ot T Syt ) EPAMP assuces & Rt (2] -t - Mo B GRS Login

Click
‘Accept’

Privacy Act Statement

The icemation you g ” Data 13 Coverua by 1he PYIVBCY ACtof 1574 For QUaSHoNs raarti YOur pérsonsl SRcrmason pHase Contactyour Kcal HUman RESOUTSs Ofkcs
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https://compo.dcpds.cpms.osd.mil/

Other DCPDS Applications avorites -+ Customer Support - © Help - Logout

Notifications
MyBiz+ provides improved user experience and
HR information on-demand! Read | Tide it Dote

f ‘ Unread
g : ﬂ Click here for a brief MyBiz+ overview
f
o ©
L RN (2]

Your Name is here . ... ..

Welcome,

* You have 2 unread notifications. The E m p | Oyee

Q clicks on “My Performance.”
The Rating

anc - Add HR F

USEES Official/Supervisor clicks on
“Manager Functions” and
“Performance Management
and Appraisal”

MyPerformance

Your Plan
should now be

MyPerformance Main Page | Provids Guest Fesdback My Joumal

Employee

MyPertormance Main Page listed.

Need Help?

Warning: This application is designed for sensitive unclassified personnel information only. Do NOT enter dlassified informaticn in this system. Unauthorized
release of classified Information Is a violation of law and may lead to prosecution

T ——— Please note that
the “Current
Owner” should
be YOU (the
employee).

Froum the Main Page, you can creale, update and view your Perlormance

Ta complete other

+ Selec he Action calima

+ Select the ‘Go’ bullon

Important: To becoma famiar with the columns, seloctthe Heed Help?” nk
Appraisals of King, Judith H

Create Hew Plan
tan Type v 6o

Recoras Displayed 10v] | Jf 2 75 & » |
Employes Name Current Owner ing Official Name Appraisal Year Type
¥ing, Judin H Kng, Jusin H Hoiman, Victor 2018 6420 2602017 DD Approved Frogress

Action
mpleted Update v] Ga

Plan Status

Appraisal ID Plan Approval Date

If you are NOT
the owner, click
the pull down
menu and
choose
“Retrieve Plan”
and GO.

If you ARE the
owner, and the
“Action” says
“Update”, click
GO to begin the
Appraisal
Process.

2



EMPLOYEE INITIATING ANNUAL APPRAISAL

DoD Performance Management

Appraisal Program o " &  Your Plan Details
- are now on the
Pom | Ao fent ittt Ve Fon screen and all the
various TABS of
the entire
appraisal process.

Step 1: Plan Defails ~ Step 2: Mission Goals  Step J: Performance Elements and Standards  Step 4: Approvais and A

Employee Information

Employee Name King, Judith H
P Show Employea Deta

“This scroen allows you 16 view and change the detaiks of your parformance plan/apprasal
Step 1: Pian Oetails

* Warity i apuroisa dolesandranoficialand igher ovel reviewst narmes ars comrec, anc,# applcatio, make he necessary hangas.
+ Select Save and Continue bufton a the botiom night comer to mave o Step 2- Mission Goals

TIP: Ch \clion — localed - 0 n of olher act

! Please double check
e S IR e that your Appraisal

* Appraisal Period End Date  31-Mar-2018 Y Created By  King Judih H

e o ot Effective Date is:

Rating Official Name  Halman, Victor

et 01 Jun 2018

Save and Continue

DoD Performance Management

Appraisal Program e Cll Ck on th e

P —— “‘Annual Appraisal”
Inputs and Ratings  Approvals and Acknowledgments TAB .

~ Chioose an Aclion ~ 6o

Employee Information

Employee Name King, Judih H
P Shaw Employee Delais

A writtan rating of fecord must be provided af e end of the appraisal cycle far been under an plan for 90 calencar days during e cyce,

allows you 10 view your p

Selec Rao buion next o e you want 1o view a inpu

- B0 S My Jouat ek 1cted OO T iyt KGat TALGNG K 4URC 1 O AV M Wamasn o CuF et a4l g
+ Select Go to Next Pertormance Element buttan at bofom right comer to oo 1o the naxt pariormanca slemant and standard(s

+ Salect Go Back Ib Top of Page button at bottom right comer 10 go back 1o ihe fop of the page

+ Select Save and Conlinue buflen at Batlom right Come 10 g0 ta APRrovaIS and ACKnowSagmEnts page.

For agditional guidance, ssiect Need Help?

Performance Elements

U Note your

Performance Element Title Status Performance Element Type
S B — A - < Performance
2 Resource Management Approved Ctical Elements are here
Order Performance Element Title Status Performance Element Type

Wanagﬂﬂ Approved Critical
S — —r— The selected

3 Logistics/FaciltiesfTraining Approved Critical P e rfo rmance
4 Supervision and Performance Management (Supv) Approved Criical E | eme nt an d th e
description of the

Manage Human Resources for the Command Group, Personal, and selected Special Staff encompassing the military and civilian personnel P rf

management, military and civilian awards. and all aspects of security operational and personnel security. Publish TRADOC Rating Scheme monthly e O m a n Ce
ensuring updates reflect all organizational changes; Ensure civilian evaluations (TAPES closeauts) are processed/submitted to CPOC within 45 days of

10 regulations and keep leadership informed on pending evaluations; Assist Chiefs/Directors wilh civilian hiring process and serve s liaison with CPAC E | e m e nt a n d
on all personnel-related actions/issues; Ensure awards are processed and submitted and/or prepared within 2-3 working days; Oversee injout

processing and sponsorship programs for military/civilians assigned to the Command Group, Personal, and selected Special Staff._Oversee

THRU date; Manage a seamless transition from TAPES to DPMAP and ensure all new employees and military raters recaive training within 30 days of
arrival; Monitor and ensure supervisors are conducling quarterly counseling IAW TRADOG policy; Monitor EES and review evaluations for conformance

comprehensive security program that includes impromptu security and follows-on inspections, AT Random Access measures, OPSEG awareness St an d a rd S
training, and assessment and ensures that personnel security clearances are maintained

A

Employee Input

ﬁ

P Show My Journal

This is where the Employee

Here’s my chance to tell my Rater (with proof) enters their input. Tell how

how well | did my job. Did | do what was well you accomplished your
expected (which is a “3” or did | go above and < )

beyond? What was the impact? element/standards in 2000

] coner characters or less.

Rating Official Assessment 3

(Limit to 2000 charscters)



Employee Input

Complete

A

|
Here’s my chance to tell my Rater (with proof) how

well | did my job. Did I do what was expected (which Employee |npUt
is a “3”) or did I go above and beyond? What was the
impact? and go to the next
p— o o B Performance
Rating Offical Assessment Element by Cllelng

on “Go to Next
Performance
Element.”

If you click “Save and Continue” it will take you to
the Approvals/Acknowledgements page.
Therefore, DO NOT click this until you are
finished with all your input for EACH element.

DoD Performance Management : ; Once YOU’Ve Completed the

Appraisal Program

“Employee Input” for each of
your Performance Elements
’ click the “Save and Continue”
. i and you will then be at the
— Approvals/Acknowledgements
TAB.

Save and Go Back



, DoD Performance Management
/ Appraisal Program

If you are finished
P ey — with your input for
S pe— 3 ALL performance

v\alements, click the
pull down arrow

and Choose

- “Transfer to
s Rating Official” to

e - select GO.

P Slp3 Raling Oficil - Document ComMmunicaion 1o EMployee

o Hioe
Details Tasks

Mot Stanea

b Step4 Emglayee - Acmowledgment Mt Started

This section will be utilized by
the Supervisor. No action by
the EMPLOYEE is required
until it is time for Employee
Acknowledgement at the end of
the appraisal process.

¢ ) DoD Performance Management
\#% ) Appraisal Program

Employee Notification to Rating Official - Holman, Victor You enter your message to

Ganesl

- your supervisor here.

Then click “Transfer to
Rating Official with E-mail
Notification.”

You may also choose to send
without e-mail notification but
you will still need to notify your
supervisor to let them know you
have submitted your input.

For a0aional guicance, seisct Need Halp?

i farwarding my inpus 1 my Perfermance Elements. | am availabie Yo SSCUSS 8t your conves

Spell Chack
Natice: You

are abou o coact Holman, Vicioe by e-mail Due 1o fhe unencryptes nature of this o-mai cos e any non pulblic larmason such a5 50cial securly TMBers o1 prvacy act ifarmation n yous ¢

&, Confirmation
The appraal Nas been subeniti=d 10 e rating oficial

Employee

You are now back at the
My Performance Main Page.

MyPerformance Main Page
<

oo Hip?
plication s designed for sensitive undassified persannel informan enter classified information in this system.
wse of classified information is a violation of law an

d may lead to prosecution.

st or an entite plan afler it is created, ani iar

ek e stalss of @ pian. You can als search for evenpieted plans by selecting

: Note: Confirmation message

Important: Ta become famikar wilh the celumns, select the Need Help? ink

—— that the appraisal was
S submitted to the Rating

~Ghoose a Plan Type- v ee Off . |
CREEICE .
CurrentOwner - Rating Official Name . Appraisal Year - AppraiasiID - Plan Approval Date ©  Type - Plan Status - Current Status Astion

Holman, Victos 1; ——— 5420 20 uao? DD Approvea Progress Review Compleled  View ] 6o

Also Note: The Current
Owner is the Rating Official.



RATING OFFICIAL COMPLETION OF EMPLOYEE ANNUAL APPRAISALS

Log in Instructions are on Page 1 & 2

p—— T Once you are logged
Rating Official/Higher Level Reviewer In, yOU WI” be at the
MyPerformance Main Page : My Performance

Need Help?

Warning: This application is designed for sensitive undlassified personnel information only, Do NOT enter classified information in this system. M ain P ag e
Unauthorized release of classified information is a violation of law and may lead to prosecution.

From the Main Page., yeu can create, updale and view empioyee Performance Plans; change ine Rating Oficial andior Higher Level Reviewer, view and print part or an entire plan afle It is crealed, close a pian, and irack the stalus of a pian.

D — R —— Your Employees will

be listed here.

« Select "Appraisal Plan Type'

+ Select the 'Go’ bution

+ Select the 'Go' bution
Important: To become familiar with the columns, select the Need Help link.

Plans/iAppraisals In Progress

& TIF Only Employees that have a plan in progress are ksted below.

Create New Plan

5 = If the employee
e g ) |2 5 G < Completed their

ShowMe Al Appraisars [¥] Appraisal Year AL [¥]

Employee Name - Current Owner Rating Official Name . Appraisal Year - Appraisal ID = Plan Approval Date - Type - Plan Status - Current Status - Action
Hoimes, Pamela C King, Juditn H 2018 51529 120862017 DD Approved Progress Review Compieted  Update v| o H n t d

transferred the
plan, YOU (Rating
Official/Supervisor)

should be the
Current Owner.

MyPerfomance Main Page | Provide Guest Feedback

Rating Official/Higher Level Reviewer
MyPerformance Main Page

Need Help?

Warning: This application is designed for sensitive unclassified personnel information only. Do NOT enter classified information in this system.
Unauthorized release of classified information is a violation of law and may lead to prosecution.

From the Main Page., yeu can create, updale and view empioyee Performance Plans; change ine Rating Oficial andior Higher Level Reviewer, view and print part or an entire plan afle It is crealed, close a pian, and irack the stalus of a pian.

You can also search for compleled plans by selecting the "Shaw Comp o ¢ Wk located at the page
To create 3 Pertormance Fian To COMpISte OMer ACHONS GESCrIDED ADOVE:
+ Select 'Choose a Plan Type « Select an option from the Action column

« Select "Appraisal Plan Type' . .
et e G0 bt + Select the 'Go’ button TO begln the

Important: To become familiar with the columns, select the Need Help link.

Plans/Appraisals In Progress. Appra'sal process,
S — — make sure Update
e IF TIT T is selected under

Employee Name - Current Owner -~ Rating Official Mame -~ Appraisal Year -~  Appraisal ID =  Plan Approval Date - Type ©- Plan Status -~  Current Status - Action "
P o TP = @ Action and then

Garter, Jodi Lymn Carter, Jodi Lynn King, Judin H 2018 s1s27 120ec2017 DD Approved Progress Review Completed  View ~ & | kG o



DoD Performance Management

MyBiz+ Help

Appraisal Program

, Confirmation Acknowledge C“Ck the

Supervisory Commitment Statement

Acknowledge
button confirming
your role as
Supervisor.

I acknawiedge my role 35 @ supenvisor s vital in fostering a fair, cradible, and ransparent performance system. It is mpartant that | ensure performance sisments are inked gals;
monitar and evaluste smpioyes performance; recgnize and reward performance, &nd appropriately sddress deficient parformance.

DoD Performance Management
Appraisal Program

MyBiz+ Help

B e T e otice that you are at
the Plan TAB.

Step 1: Plan Details | Slep 2 Mission Goals  Step 3. Perfrmance Elements and Standards  Step 4 Approvals and Acknowledgments

Choose an Action ~ o

e Verify the Appraisal
[yt Effective Date is
1Jun 2018. If not,

please change it.

This screen allows you lo view and change the defalls of your employee’s performance plan

Step 1 Pian Detais

~ VEnly e APPraisal 0ales and NIGNET IEvel TEVIEwes NAME 5 COMECT, 00, If BpPICADIE, Make Me NECESSAry Changes
+ Select Save and Continue bullon at the botlom fght comer 1o move 16 Step 2 Mission Goals.

TIP: Choase an Action — Iocated at the 1op gt comer — allows 1or Selection of otfer actians TIAUgNOU! he performance cycie

For adddional guidance, select Need Help?

* Appraisal Type [Annual Appraisal - Dob v

* Appraisal Period Start Date  01-Nov.2017

Note: This employee
transitioned into

DPMAP on 1 Nov 17.

semscnne EMPlOyEES may have

. ) _ different dates based
EVERYONE should have 31 Mar 2018 as the Appraisal Period End Date unless a special 1 their transition or

circumstance occurred (please call your HR/Admin POC if this date is different than 31 Mar 2018.) start date.

Performance Plan Approval Date

o

* Appraisal Period End Date  31Mar2018 [
* Appraisal Effective D: fa
Rating Official Name

Higher Level Reviewer

Click on the Annual Appraisal TAB.

DoD Performance Manag~.aent

MyBizs  Help Logout

Appraisal Program

Plan  Progress Reviews  Annual Appraisal | Narative Stalements  View/Prind Form  Manage Guest Participants

o s Ao s € Notice the TABS within the Annual Appraisal TAB.

- Choose an Action V] 6o

Employee Information

Employee Name  Homes, Pamela C

b Show Empioyee Details

A\ WIiten rabing of fECOrT MUt De ProvISEd at Me End of e BpPralsal Cyclé 1or E3Ch eMPITYEE WG NAS DEEn UNET 3n APPOvEd PEMOMMANCE pIan for 90 CaIENTaT ays QUNNg e cycle
This screen allows you 1o view your employee's performance elements and standards, view employee inpul, enter your performance narratives, and enler recommended element ralings.

+ SelECt Ratio BUTION NEXT 10 e PEMOMMANCE SleMEnt and SIANGAIALS) YOU WAN 10 VIEW and enter PEMOMmance namatves
+ Select G 10 Next PErformandce EIment bulton at DOTom gt comer 10 6o 10 Ihe NEXT PEMDIMANCE element and S1andara(s).
elect Go Back 1o Top of Page butlon al bottom right comer to go back io the top of the page.

select Save and Continue bulion to go o Rating of Record page.

For 300Monal QUITANce, SEEct Need Help?

Appraisal Type Annual Apgraisal - DoD Appraisal Period Start Date  (1-Hov-2017
Appraisal Effective Date  01-Jun-2018 Appraisal Period End Date  31-Mar-2018




Scroll down until you can see the Employee’s Performance Element Titles and the
Employee’s Input

Performance Elements m— CliCk the radio button
HeEg. _ next to each element to

see each element’s
description as well as the
Employee Input for each
one.

®© 1 Human Resource Management - Military Approved Critical
2 Resource Management Approved Critical

3 Human Resource Management - Civilian Approved Critical

Performance Element and Standard(s)

This is the Performance Element description and applicable
standards

Employee Input

This is where the employee provided their input on how well they met
or exceeded this objective. They should provide examples of
challenges and how they overcame them as well as the impact.

Keep scrolling down to the
Rating Official Assessment.
The Rating Official will complete

B the Assessment (2,000
characters or less). You may
want to DRAFT it in Microsoft
Word then copy/paste when

o o complete.

Performance Element Rating

Go 1o Mext Perfarmance Blemert o Back 1o Tap of Page

The Rating Official will then
provide the Element Rating (1, 3,
or 5). Remember, if you rate a
Performance Element a “1” the
employee will receive a “1” on the
entire evaluation.

When you are finished with the
Assessment on one
Performance Element and want
to move to the next, click on Go
to Next Performance Element.
When finished with all
Performance Elements, click
Save and Continue—this will
take you to the Approvals and
Acknowledgements TAB.




It's a good idea to always double check which TAB you are on just to make sure the gremlins haven't put you
over on the wrong TAB.

Assuming you are finished with
Rating Official Assessments for
each Performance Element,
you should be on the
Annual Appraisal--
Approvals and
Acknowledgements TAB.

Employee Information

— If this is not where you
intended to be, click on
Save and Go Back and you
can select the Performance
Element Assessment you need
to complete and Rate.

ALWAYS START WITH STEP 1—DO NOT SKIP STEPS.

HLR is NOT Optional for Performance Plans or Appraisals

To route the Annual Appraisal
to the HLR, click on
Step 1, Start.

Always choose
Option A to Transfer to HLR.

@ TIP Thars are o ogtions avalable to complsta this S48, If you s both tha rabng oficial and Pioher lvsl reviswee e

Option A - Transter ta the Higher Level Reviewer

You would type the contents of
your e-mail (always Spell
i e e e e T et i Check) and then click
Transfer to Higher Level
Reviewer with E-mail
)i — Notification.

Cancel  Transfer 1o Higner Leval Reviewsr without E-mai Notfication  Transfer 10 Higher L <™

Spell Check

Fihis & mal comemnicatios




COMING SOON!

THE HIGHER LEVEL REVIEWER
APPROVAL PROCESS

SUPERVISOR COMMUNICATION TO
EMPLOYEE

EMPLOYEE ACKNOWLEDGEMENT




Quick Guide for Printing Completed Appraisals

1) Log into My Biz +
2) Onthe My Performance Main Page, click on Show Completed Plans/Appraisals

MyPerformance T Logan

MyPerformance Main Page | Provide Guest Feedback

Rating Official/Higher Level Reviewer

MyPerformance Main Page
Need Help?
Warning: This application is designed for sensitive unclassified’personnel information only. Do NOT enter classified information in this system. Unauthorized release
of classified information is a violation of law and may lead to/prosecution.
From the Main Page, you can create, update and view employes Performance Plans; change the Rating Offical andjor Higier Level Reviewer, view and print part or an entire plan after it i created; close a plan, and track the status of a plan.
You can also search for completed plans by selecting the “Show Completed Plans/Appraisals' link located at the botigr of this page
To create a Performance Plan To complete other actions described above:
« Select Choose a Plan Type' + Select an option from the Action column
* Select Appraisal Plan Type'
+ Select the G0 bution
* Select the ‘Go’ button

Important: To become famiiar with the columns, select theNeed Help? link.

Plans/Appraisals In Progress

@TIP Only Employees that have a plan in progress are listed below.
Create New Plan

Show Me  All Appraisals [V] Appraisal vear AL [V] —Ghoose a Plan Type-- ~ e

Records Displayed 10[v] | ] @ 5 & v [
Employee Name Current Owner - Rating Official Name - Appraisal Year -~ Appraisal ID - Plan Approval Date -~ Type - Plan Status Cument Status . Action
Carter, Jodi Lynn Carter, Jodi Lynn Kig, Judith H 2019 278056 08-May-2013 DoD Approved Plan Approved View ™ [6o

Holmes, Pamela C Holmes, Pamela C King, Judith H 2019 243718 08-May-2013 DoD Approved Plan Approved View >

Select the link to search for Completed Plans.
) Shigii Cainpletad PIARS/ABRraisls

3) Search for the Appraisal you want to find. Select 2020 for the Appraisal Year and click Find.

Plans/Appraisals In Progress

@TIP Only Employees that have a plan in progress are listed below.
Create New Plan

Show Me  All Appraisals [v] Appraisal Year ALL [v] noose a Plan Type- ~ 6o

Records Displayed 10[v]| | } 2 (& i » [

Action

Employee Name - Current Owner - Rating Official Name - ppraisal Year - Appraisal ID = Plan Approval Date - Type ~  Plan Status -
Carter, Jodi Lynn Carter, Jodi Lynn King, Judith H 278056 08-May-201¢ DoD Approved Plan Approved View [~ Ge
Holmes, Pamela C Holmes, Pamela C King, Judith H 201 243718 08-May-2018 Approved Blan Approved View [~ (o
Select the link 1o search for Completed Plans
4 Hide Completed PlansiAppraisals
Completed Plans/Appraisals
1. Begin with entering search criteria. The following fields can be entered in any combination; e.g., Employee Nam only, Employee Name and Appraisal Yedr, efc. Select the search icon for assistance in entering the Employee Name
2. Select the ‘Find’ button. Your results will be based on your search criteria.
Employee Name
Appraisal Year EOE[v]
Event [>]
Find | Clear
Records Displayed 10[v] | ¥ 2 [ & v
Employee Name Appraisal Year Appraisal ID Type Event Event Completion Date Reports/Forms

Mo search conducted.

4) Alist will display of all the Progress Reviews and the Appraisals for either yourself or if you are the
Supervisor you will see all the people you Rate. You can also click on Event and choose DoD Annual

Appraisal.
Click the printer icon for the Appraisal. It will open in PDF. Click File/SAVE AS and save as PDF.

Completed Plans/Appraisals

1. Begin with entering search criteria. The following fields can be entered in any combination; &.g., Employee Name only, ee Name and Appraisal Year, etc. Select the search icon for assistance in entering the Employee Name.

2. Select the ‘Find button. Your results will be based on your search criteria.

Employee Name
Appraisal Year 2018[v]

Event
Find | | Clear
Records Displayed 10[] | 1 2 (5 4 v
Employee Name Appraisal Year Appraisal ID Type Event Completion Date Reports/Forms
Carter, Jodi Lynn 2018 s1527 DeD DoD Annual Appraisal 31Mar-2018
Holmes, Pamela C 2018 51529 DaD DD Progress Review 27-Feb-2018
Garter, Jodi Lynn 2018 s1527 DoD DoD Performance Plan 12-Dec-2017
Holmes, Pamela C 2018 51529 DeD DoD Annual Appraisal 31Mar-2018
Holmes, Pamela G 2018 51529 DaD DoD Performance Plan 12-Dec-2017
Garter, Jodi Lynn 2018 s1527 DaD DoD Progress Review 27-Fep-2018

Make sure you are printing the
Appraisal to receive a copy of the
final approved Appraisal.
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