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

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

LOGGING INTO MY BIZ & MY PERFORMANCE TOOL

Click to Log 

into My Biz

Click the 

purple box 

to Choose 

your path

Click 

“Accept”
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https://compo.dcpds.cpms.osd.mil/


The Employee  

clicks on “My Performance.”

The Rating 

Official/Supervisor clicks on 

“Manager Functions” and 

“Performance Management 

and Appraisal”

Your Name is here
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The plan will appear 

as indicated in your 

search.

Click on

Copy. 3

EMPLOYEE INITIATING PERFORMANCE PLAN

Click the Pull 

Down Menu and 

Select “DoD 

Performance 

Management 

Appraisal 

Program”

Then Select 

“GO”

The default 

dates should be 

correct; 

however, please 

verify they are 

as annotated on 

this sample.

At this point you 

can choose to

Build New Plan 

(start from 

scratch) or

Copy from 

Existing Plan 

(begin with last 

year’s plan as a 

starting point).

Enter the 

Appraisal Effective 

Date (it will search 

for plans) and 

click on 

Find.



Note the TABS across the 

top.  You are now at the 

Plan TAB and the sub 

tab, 

Step 1:  Plan Details.
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Verify that you 

wish to copy your 

plan.   

Click Yes or No.

In this example, YES

was selected to copy 

the plan.

Verify the Plan Details.  In this example, the dates are correct.  

Your dates should be the same.

If Plan Details are 

Correct, click Save and 

Continue to go to the 

next screen.

Note that you are now on 

Step 2:  Mission Goals 

TAB.

Make any changes to 

your organization’s 

mission/goals.

When finished, click 

Save and Continue.
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You are now at 

Step 3:  Performance 

Elements and 

Standards TAB.

Click the Update button to 

modify the Performance 

Elements.

Click the trash can to 

delete a Performance 

Element.

Click Add Performance 

Element to add a new 

Performance Element.

You are now at the 

Approvals/Acknowledgements 

TAB.

Click the Choose an Action pull-

down menu and select Transfer to 

Rating Official then select Go.

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

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.



If you are finished 

with your input for 

ALL performance 

elements, click the 

pull down arrow 

and Choose 

“Transfer to 

Rating Official” to 

select GO.

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.

You enter your message to 

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.

You are now back at the 

My Performance Main Page.

Note: Confirmation message 

that the appraisal was 

submitted to the Rating 

Official.

Also Note:  The Current 

Owner is the Rating Official.
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Click on this link to log into the My Performance tool:

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

LOGGING INTO MY BIZ & MY PERFORMANCE TOOL

Click to Log 

into My Biz

Click the 

purple box 

to Choose 

your path

Click 

“Accept”

1

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


As the 

Employee, you 

click under “My 

Performance”

Your Name is here
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The page should 

populate with your 

own approved 

performance plan.  

Under the Current 

Status column you 

should see “Plan 

Approved.”

Determine who 

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.

Click the pull down 

menu under 

“Action” and select 

“Retrieve” and 

then GO
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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.



The yellow banner 

at the top of the 

page tells you the 

appraisal was 

successfully 

Retrieved.

Also, you verify 

the owner of the 

Plan.

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

Click the pull down 

menu under 

“Action” and select 

“Update” and GO.
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Click the

Acknowledge 

button

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.  

Note:  We are 

within the 

Progress 

Reviews TAB.
Verify you are 

on the 

Progress 

Reviews TAB 

and then click 

“Create 

Progress 

Review”
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The Progress 

Review opens 

up and the 

Performance 

Elements are 

listed.  On this 

example, note 

that 

Performance 

Element # 1 is 

selected.  

Scroll down for 

the Input 

Blocks.

The Performance 

Element and 

Standard(s) are 

listed.

Employee should 

provide input in this 

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.
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When input is complete just click Go to Next Performance 

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



When Employee has 

completed their input, click on 

“Go Back to Progress 

Reviews.”

When you are ready 

to submit to the 

Rating Official click 

the pull down menu 

and select Transfer to 

Rating Official.
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The message screen 

appears where you 

can opt to choose to 

send an e-mail to let 

the Rating Official 

know you have 

completed your input.

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.



The HLR logs 

into My Biz 

and the My 

Performance 

Tool the same 

way as the 

Supervisor.

Once logged in 

they will see a 

list of 

employees for 

whom they are 

the Supervisor 

and/or HLR.

Let’s get started with 

Step 1--Click “Start” to 

Request HLR Review.  

DO NOT SKIP STEPs.

Scroll down your screen 

and you can choose to 

write something to the 

HLR in the block 

provided or just send.

Click “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.

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

Notice the status

8

HLR APPROVING PROGRESS REVIEW



To begin the HLR 

Approval Process, the 

HLR clicks the GO

button.

The HLR clicks 

“Update”

Let’s get started with 

Step 1--Click “Start” to 

Request HLR Review.  

DO NOT SKIP STEPs.

Click the “Progress 

Reviews” TAB

Click the

Acknowledge

button

Employee Name

Note the “Status” is Initiated (by the Supervisor)
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HLR clicks “Approve” or 

“Return for Change”

HLR then can return the 

Progress Review to the 

Supervisor.  HLR can 

choose to write a 

message for the e-mail 

or leave it blank.

“Click Approve and 

Notify Rating Official by 

E-mail.”

HLR receives a Warning 

to ensure he/she wants 

to Approve the Progress 

Review for the 

employee.

“Click Yes/No”

The system then returns 

HLR to the My 

Performance Main Page.

Note the “Current 

Owner” is now the 

Supervisor.

Note the “Current 

Status” indicates 

Progress Review 

Approved by HLR.” 

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

10



Supervisor clicks GO to 

open the Plan.

Click the “Update” button 

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.

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

Click the

Acknowledge 

button

Click the Progress 

Reviews TAB.  
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SUPERVISOR COMMUNICATION WITH EMPLOYEE



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

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

LOGGING INTO MY BIZ & MY PERFORMANCE TOOL

Click to Log 

into My Biz

Click the 

purple box 

to Choose 

your path

Click 

“Accept”

1

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


The Employee  

clicks on “My Performance.”

The Rating 

Official/Supervisor clicks on 

“Manager Functions” and 

“Performance Management 

and Appraisal”

Your Name is here

Your Plan 

should now be 

listed.  

Please note that 

the “Current 

Owner” should 

be YOU (the 

employee).

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



Click on the 

“Annual Appraisal” 

TAB.
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EMPLOYEE INITIATING ANNUAL APPRAISAL

Your Plan Details 

are now on the 

screen and all the 

various TABS of 

the entire 

appraisal process.

Note your 

Performance 

Elements are here.

The selected 

Performance 

Element and the 

description of the 

Performance 

Element and 

Standards.

This is where the Employee 

enters their input.  Tell how 

well you accomplished your 

element/standards in 2000 

characters or less.

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

how well I did my job.  Did I do what was 

expected (which is a “3” or did I go above and 

beyond?  What was the impact?

Please double check 

that your Appraisal 

Effective Date is:

01 Jun 2018
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Complete 

Employee Input 

and go to the next 

Performance 

Element by Clicking 

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.

Once you’ve completed the 

“Employee Input” for each of 

your Performance Elements 

click the “Save and Continue” 

and you will then be at the 

Approvals/Acknowledgements 

TAB.

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

well I did my job.  Did I do what was expected (which 

is a “3”) or did I go above and beyond?  What was the 

impact?



If you are finished 

with your input for 

ALL performance 

elements, click the 

pull down arrow 

and Choose 

“Transfer to 

Rating Official” to 

select GO.

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.

You enter your message to 

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.

You are now back at the 

My Performance Main Page.

Note: Confirmation message 

that the appraisal was 

submitted to the Rating 

Official.

Also Note:  The Current 

Owner is the Rating Official.
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Once you are logged 

in, you will be at the 

My Performance 

Main Page

Your Employees will 

be listed here.

If the employee 

completed their 

input and 

transferred the 

plan, YOU (Rating 

Official/Supervisor) 

should be the 

Current Owner.
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RATING OFFICIAL COMPLETION OF EMPLOYEE ANNUAL APPRAISALS

Log in Instructions are on Page 1 & 2

To begin the 

Appraisal process, 

make sure Update

is selected under 

Action and then 

click GO



Click the

Acknowledge

button confirming 

your role as 

Supervisor.

Click on the Annual Appraisal TAB.

Notice that you are at 

the Plan TAB.

Verify the Appraisal 

Effective Date is

1 Jun 2018.  If not, 

please change it.

Note:  This employee 

transitioned into 

DPMAP on 1 Nov 17.  

Employees may have 

different dates based 

on their transition or 

start date. 

EVERYONE should have 31 Mar 2018 as the Appraisal Period End Date unless a special 

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

Notice the TABS within the Annual Appraisal TAB.
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Click the radio button 

next to each element to 

see each element’s 

description as well as the 

Employee Input for each 

one.

Keep scrolling down to the 

Rating Official Assessment.  

The Rating Official will complete 

the Assessment (2,000 

characters or less).  You may 

want to DRAFT it in Microsoft 

Word then copy/paste when 

complete.

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.

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

Employee’s Input

This is the Performance Element description and applicable 

standards

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.
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Assuming you are finished with 

Rating Official Assessments for 

each Performance Element, 

you should be on the 

Annual Appraisal--

Approvals and 

Acknowledgements TAB.

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.

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.

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.

You would type the contents of 

your e-mail (always Spell 

Check) and then click

Transfer to Higher Level 

Reviewer with E-mail 

Notification.
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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)  On the My Performance Main Page, click on Show Completed Plans/Appraisals 

 

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

 

4)  A list 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. 

 

Make sure you are printing the 

Appraisal to receive a copy of the 

final approved Appraisal. 
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