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DoD Secure Appraisal Administrator Template NV_PAA
Responsibility

Introduction

This responsibility is secure which means the user has limited access to records within DCPDS. The
responsibility can only view or perform actions for Plans/Appraisals within his secure view and does not
have ‘direct’ access to an employee’s performance plan/appraisal. The user is allowed to change such
things as the Rating Official (RO)/Higher Level Reviewer (HLR), Appraisal Start/End Date, Update same
action to multiple employee plans/appraisals, View the Plan/Appraisal Status, Create a plan template,
Delegate a trusted agent authorization for a RO or HLR and View/Print reports.

DCPDS Portal-Logging In

1. To access responsibility, you must first log in to the DCPDS Portal at
https://compo.dcpds.cpms.osd.mil, agree to the DoD Notice and Consent Banner. Use your Smart
Card (CAC/PIV) or non-Smart Card (non-CAC User ID) and password to log in. From there select
the HR MyBiz+ Title and read the Privacy Act Statement and select Accept button. From the
MyBiz+ page select DCPDS Navigator Homepage link located under ‘Other DCPDS Tools’.

Privacy Act Statement

The information you provide to the Defense Civilian Personnel Data System (DCPDS) is covered by the Privacy Act of 1974. For questions regarding your personal information please contact your local Human Resources Office.
Authorities: 5 U.S.C. Chapters 11, 13, 29, 31, 33, 41, 43, 51, 53, 55, 61, 63, 72, 75, 83, and 99; 5 U.S.C. 7201; 10 USC 136; DoD Instruction 1400.25, volumes 1100 and 1401; 29 CFR 1614.601; and E.0.9397.

Principal Purposes: To allow civilian (appropriated fund and non-appropriated fund) employees in the Department of Defense (DoD) to update personal information.

Routine Uses: None. The DoD 'Blanket Routine Uses' set forth at the beginning of OSD's compilation of systems of records notices apply to this system.

Disclosure: Voluntary. However, failure to provide or update your information may require manual HR processing or the absence of some information

Accessibility/Section 508 | Privacy and Security Policy | System Help Desk Contacts

2. Other DCPDS Tools — select DCPDS Navigator Homepage link.

/@EZ-& Other DCPDS Applications -~ % Favorites ~  Customer Support = @ Help - Logout
) i ~ N ~ ) Notifications
MyBiz+ provides improved user experience and HR information
on-demand! Read / Unread Title Start Date
‘! No Ntifieations At This Time
) . . .
H Click here for a brief MyBiz+ overview
se s >l
Welcome, - The information is current as of D2-Jun-2017
* You have no unread nofifications.
Home L R=EY
W Provide Feedback
Manage My Views ¥
22 Other DGPDS Tools
Manage Key Services ¥ Cl
MyPerformance
Manager Functions
Performance Management and Appraisal
Apply Action(s) to Multiple Employees



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

3. Select ‘DoD Secure Appraisal Administrator Template NV _” link.

Department of Defense woer teb |

Home

Navigator Favorites
Personalize

*You have not selected any favorites. Please use the "Personalize” button to set up your favorites.
I "] Dol Secure Appraisal Administrator Template NV_ I

Functions available to the DoD Secure Appraisal Administrator template NV_PAA are:

Department of Defense ez kep |

Home

Navigator ~  Favorites
Personalize
You have not selected any favorites. Please use the "Personalize” button to set up your favorites.
DoD Secure Appraisal Administrator Template NV_PAA_41
|=] Super User
=] Apply Action(s) to Multiple Employees
[E] Snapshot Printer
[E] Plan Auto-Population Template
=] Delegate Trusted Agent Autharization
» £ View/Print Reports

= Super User
Change Rating Official
Change Higher Level Reviewer
Change Appraisal Period Start and End Dates
Change Status
Close Performance Plan
Delete Performance Plan
Transfer Plan to Rating Official
View Track Progress
= Apply Action(s) to Multiple Employees
= Snapshot Printer
v View/Print Plan, Progress Review, etc.
= Plan Auto-Population Template
v' Add/Update
v' Validate
= Delegate Trusted Agent Authorization
v Assign Trusted Agent
v/ Terminate Trusted Agent Assignment
=  View/Print Reports

AN N N N NN



Super User

As Super User you can make changes within the performance/appraisal such as Rating Official or Higher
Level Reviewer assignment. You can change the, Appraisal Period Start Date, Appraisal Period End Date
and/or Appraisal Status. The Super User can Update, Close, Delete, or Transfer performance
plan/appraisal. You also have the ability to track progress of a particular plan/appraisal.

List of Plans/Appraisals Page

Following the selection of the Super User Functionality the User must identify criteria for Plans/Appraisal search.
There are multiple data fields the user can use to search for records.

1. The Rating Official Name can be used on its own or in combination with other data fields such as Appraisal
Year.
2. Select the magnifying glass icon if the name entered does not display.

DoD Performance Management

MyBiz+ | Home ~ | LoggedinAs

Appraisal Program

List of Plans/Appraisals
Search for appraisals in order lo View, Delete, Close, Update or Track Progress.

Appraisal Search

Please enter a rating official or employee name, then select the Find button

Rating Official  Rating Official Name
Employee Name:
Current Status
Appraisal Year
Example: 2013

Hes

Rating Cfficial Employee Name Appraisal Year Appraisal Effective Date Appraisal Period Start Date Appraisal Period End Date Plan Status Current Status Appraisal ID Owner  Action
No search conducted

PE

3. Select Find button

4. Based on the search criteria entered, a list of the plans/appraisals matching the criteria will display on the
table.

5  DoD Performance Management

Appraisal Program

List of Plans/Appraisals

ch for appraisals in order to View, Delete,

Appraisal Search

.

Ap ear
Example: 2013
g Find | [ Clear

Heoa

Rating Official . Employee Name . Appraisal Year~. Appraisal Effective Date~. Appraisal Period Start Date . Appraisal Period End Date . Plan Status . Current Status ~. Appraisal ID . Owner

RO Name Emple 2017 01-Jun-2017 01-Apr-2016 31-Mar-2017 Intiated ss 277 RO Name Go
P

RO Name Emple 2017 01-Jun-2017 01-Apr-2016 Reapproved 205 RO Name Go

RO Name 2017 01-0un-2017 01-Apr-2016 Approved 10 RO.Name Go

5. To view the available list of actions for a record, select the drop down arrow under the ‘Action’ column. If
updates are to be made, make sure the ‘Update’ is available under the ‘Action’ column, then the Go button.



Update Appraisal Page

The Plan/Appraisal data identified in the boxes can be changed. The data fields that have an “*’
are required data fields and can’t be left blank.

Change Rating Official

1. To change the Rating Official, select the Magnifying Glass icon to search for a new Rating Official name.
Note: All information under the Appraisal Details is the current information for the plan/appraisal selected.

DoD Performance Management

Appraisal Program

Update Appraisal

Appraisal Details

Rating Official Name

Hicher Level Reviewer Name
On

Annual Appraisal - DoD
01Jun-2017

01.Apr-2016 @
NMar2017 | @

atu Progress Review Completed v
stus  Reapproved

Cancel | Apply

2. On the Search and Select: Rating Official page, enter the new Rating Official Name and select Go button.
£ https:/ Jwarlock.dcpds.cpms.osd.mil/?_t=fredRC&enc=WINDOWS-1252& minWidth=750&_| - =10 x|

Search and Select: Rating Official

Cancel | Select
Search
Select a field to "Search By'. Next, enter a value in the test field. Partial searches must begin with the first few characters of the search field followed by the "%, e.g., Smi% or 02%.

The mast common naming convention for Full Mame is last neme, first name, and middls initial. For best results, enter last name followed by the % and firstname followed by the %,
e.g. Smith%John%. Select the "Go" button. Select the "Quick Select’ icon next to your selection.

Search By Rating Official's Name Mew Rating Official Name @

Results

3. Select ‘radio button’ or ‘Quick Select’ link for the Rating Official.
,é https:/ /warlock.dcpds.cpms.osd.mil/?_t=fredRC&enc=WINDOWS-12528&_minWidth=7508&_minHej\ -0l =

Search and Select: Rating Official

Cancel || Select
Search
Select a field to "Search By'. Next, enter a value in the text field. Partial searches must begin with the first few characters of the search field followed by the '"%"; e.g., Smi% or 02%.

The mast common naming convention for Full Mame is last name, first name, and middle initial. For best results, enter last name followed by the % and firsiname followed by the %,
&.9. Smith3John%. Select the "Go" button. Select the "Quick Select icon nexd to your selection.

Search By Rating Official's Name New Rating Official Name Go
Resulis
Cuick Rating Cfficial's Rating Official's Employes Rsting Official's Person Person Pay Plan-Seriss-
Salect Select Mame Murmber 1D Organization Type GradeStep
0 :z:j“t'”gom“' 333333 33334444 OrgA Employee  KK-MXXK-XX

Cancel || Select




4. Select Apply button to save the changes that were made.

DoD Performance Management

Appraisal Program

Update Appraisal

Appraisal Details

* Rating Official

* Higher Level Reviewer
Empioyee Name

Appraisal ID

Appraisal Type

Appraisal Effective Date
Appraisal Period Start Date
Appraisal Period End Date
* Appraisal Staius

* Plan Status

Higher Level Reviewer Name
Employee One

203

Annual Appraisal - DoD
01-Jan-2018
01-Jul-2016 )

[31-Dec-2017 [¢:Y

Progress Review Completed .

Approved

eyl

| Logged InAs

Cancel || Apply

Cancel || Apply

Changing Higher Level Reviewer

1. To change the Higher Level Reviewer, select the Magnifying Glass icon to search the for the new
Higher Level Reviewer name needed for the change. Note: All information under the Appraisal
Details is the current information for the plan/appraisal selected.

DoD Performance Management

Appraisal Program

Update Appraisal
Cancel || Apply

Appraisal Details

* Rating Official Rating Official Name ¢
* Higher Level Reviewer  Higher Level Reviewer Name
Employee Name  Employee One
Appraisal ID 205
Appraisal Type  Annual Appraisal - DoD
Appraisal Effective Date  01-Jun-2017
Appraisal Period Start Date  [01-Apr-2016 | @
Appraisal Period End Date  [31-Mar-2017 @
* Appraisal Status | Progress Review Completed v/
* Plan Status ~ Reapproved

Cancel | Apply

2. Enter new Higher Level Reviewer Name for change and select Go button.

é https:{ fwarlock.dcpds.cpms.osd.mil/?_t=fredRC&enc=WINDOWS-12528& minWidth=750&_) 2i - |EI|5|

Search and Select: Rating Official

Cancel || Select
Search
Select 5 field to "Search By'. Mext, enter 5 value in the text field. Partial searches must begin with the first few charscters of the search field followed by the "%, e.g., Smi% or 02%.

The mast commaon naming convendion for Full Mame is last name, first name, and middle initial. For best resulis, enter last name followed by the % and firstname followed by the 3,
&.g. Smith3.John%. Select the "Go" button. Select the "Quick Select’ icon necd to your selection.

New Higher Level Reviewer @

Name

Search By Rating Official's Name

Results




3. Select ‘radio button’ or ‘Quick Select’ link for the Higher Level Reviewer.

,-é https:/ fwarlock.dcpds.cpms.osd.mil/ ?_t=fredRC&enc=WINDOWS-1252&_ minWidth=750&_|

Search and Select: Rating Official

Search

Search By Rating Official's Mame
Results

Quick
Select Select

o ()

Rating Cficial's
Mame

New Higher Level
Reviewer Name

Name

Rating Official's Employe=
MNumber

45454545

=10l x|

Cancel || Select

Select a field to "Search By'. Mext, enter a walue in the text field. Parfial searches must begin with the first few characters of the search field followed by the '%; e.g., Smi% or 02%.
The meost common naming convention for Full Mame is last name, first neme, and middle initial. For best results, enter last neme followed by the % and firstname followed by the %,

&.g. Smith%John%. Select the "Go" button. Select the "Quick Select icon next to your selection.

New Higher Level Reviewer

Go

Rating Official's Person Person Pay Plan-Saries-
1D Oirganization Type Srade/Stap
76765 OrgB Employes O BO00K- X0
Cancel || Select

4. Select Apply button to save the changes that were made.

DoD Performance Management

Appraisal Program

Update Appraisal

Appraisal Details

* Rating Official

* Higher Level Reviewer
Employee Name

Appraisal 1D

Appraisal Type

Appraisal Effective Date
Appraisal Period Start Date
Appraisal Period End Date
* Appraisal Status

* Plan Status

MyBiz+ Logged In As

Cancel | Apply

oy

Rating Official Name
INew Higher Level Reviewer Name I
mployee One
203
Annual Appraisal - DoD
01-Jan-2018
01-Jul-2016 &y
[31-Dec-2017 &y

Progress Review Completed .

Approved

Apply

b

Cancel




Changing Appraisal Period Start/End Date

1. Select the Calendar icon and pick date for change. To save changes, select the Apply button. The Cancel
button is available to select if you decide to not make changes.

DoD Performance Management

Appraisal Program

Appraisal Details

I 1= 5|

4| March 017 »
Sun Mon Tue Wed Thu Fri Sat
% 7 22 1 2 3 4
5 6 7 8 3 1011
2 13 14 45 15 17 18
19 20 20 2 B M 2%
% 27 2 2 20 [

s |Plan Reviewed by HLR|v|
jan Status  Approved

Annual Appraisal - DoD
01-Jun-2018
[o1-Apr2017

i mar20te K

Gancel | Apply

Cancel | Apply

Changing Appraisal Status

Not all appraisal statuses can be changed. Below is a table depicting what the status can be changed to depending

on the current appraisal status.

If
Current Appraisal Status Equals

Then
Status can be changed to

Plan Pending HLR Review

Plan Returned for Change

Plan Returned for Change

Plan Pending HLR Review

Progress Review Pending HLR Approval

Progress Review
Returned for Change

Progress Review Returned for Change

Progress Review Pending HLR Approval

Appraisal Pending HLR Approval

Appraisal Returned for
Change

Appraisal Returned for Change

Appraisal Pending HLR Approval

Closed

Plan Approved

Deleted

Plan in Progress

Appraisal Approved by HLR

Appraisal Pending HLR Approval




Close Performance Plan

Closing a performance plan can only be accomplished on an ‘Approved’ plan. For example, if an employee
departs their position before he/she is eligible for a rating and the plan is Approved, the plan can be closed.

1. There are two options for closing an Approved performance plan.

Option 1: Select the drop down arrow and select Close from list. Save changes by selecting the Apply button.
Note: A new plan can then be created for the new position under the new Rating Official.

Appraisal Details

s Rating Official Name Q4
< Higher Level Reviewer Name QU
Emalovee Name
433

4

Cancel

Option 2: Return to the ‘Appraisal Search’ and select arrow down under Action column and select Close then
select the Go button.

List of Plans/Appraisals
Search for appraisals in order to View, Delete, Close, Update or Track Progress.

Appraisal Search

Piease enter a rating official or employee name, then select the Find button

Ralng Oficial ~ Rating Official Name Q
Employee Name Q
Current Status ¥
Appraisal Year
Example: 2013
Find  Clear

HeEa
Rating Official ~ Employee Name . Appraisal Year~. Appraisal Effective Date.~ Appraisal Period Start Date 2 Appraisal Period End Dale .~ Plan Status 2. Current Status.- Appraisal 1D 2 Qwner - o _
RO Name Employee Two 2018 01-Jun-2018 01-Apr-2017 31-Mar-2018 Reapproved  Plan Approved 205 RO Name  [(E53 Go
RO Name Employee One 2018 01-Jun-2018 01-Apr-2017 H-Mar-2018 Approved Pian Approved 277 T 7] | Go

RO Name

2. Always read warnings carefully. Select Yes button to continue with closing the plan. If you do not want to
close the plan at this point, select the No button. Updates cannot be made to a closed plan.

DoD Performance Management

Appraisal Program

£ Warning

By closing the PAA record for  Employee Two it will no longer be available for update. All previous DoD PMA Form information captured for this employee will continue to be available on the Performance Appraisal Main Page under

H the Completed Plans/Appraisals area. Do you wish to close this record? Yes or No.
e




Delete Performance Plan

The delete action is only available if a plan is not approved. For example, if a Rating Official started a plan on
one of his/her employee and the employee leaves position for another, that plan can be deleted. Another example
would be if there are duplicate plans on an employee and plans have different appraisal start, end or effective
dates, then the plan with incorrect dates can be deleted.

1. To delete a plan, select the Delete choice the drop down menu under the Action’ column and Delete the
incorrect Plan.

2. Select the Go button. Note: If the ‘Delete’ action is available in list, then the Plan is in progress and has not
been approved.

DoD Performance Management

Appraisal Program

List of Plans/Appraisals
Search for appraisals in order 1o View, Delete, Close, Update or Track Progress.

Appraisal Search

Please enter a rating official or employee name, then select the Find bution.

Ratng Officisl  Rating Official Name Q
Employes Name Q
Current Status |
Appraisal Yea
Example: 2013
Find | | Clear

He o

Rating Official . Employee Name . Appraisal Year = Appraisal Effective Date = Appraisal Period Start Date . Appraisal Period End Date.~. Plan Status =~ Current Status = Appraisal 1D 2. Owner2. Action
RO

RO Name Employee Four 2018 01-Jun-2018 01-Apr-2017 31-Mar-2018 Reapproved  Plan Approved 312
RO Name Employee Five 2018 01-Jun 2018 01-Apr-2017 31Mar-2018 Initiated b1s

Transfer to Rating Official

1. The ‘Transfer to Rating Official” action is available. If the plan requires transfer from the Employee or
HLR to the RO because the employee or HLR has left the job, and the employee currently owns the plan,
select the Transfer to Rating Official from the drop down menu under the Action column.

2. Select the Go button.

DoD Performance Management

Appraisal Program

List of Plans/Appraisals
Search for appraisals in order to View, Delete, Close, Update or Track Progress.

Appraisal Search

Please enter a rating official or employee name, then select the Find button

Raling Official Rating Official Name Q
Employee Name Q
Curre tus v
Appraisal Year
Bample: 2013
Find | | Clear
Heb#
Rating Official » Employee Name 4 Appraisal Year ~. Appraisal Effective Date ~. Appraisal Period Start Date . Appraisal Period End Date ~ Plan Status 2. Current Status / Appraisal ID & Owner « Action
RO Name Employee Four 2018 01-Jun-2018 01-Apr-2017 31-Mar-2018 Reapproved  Plan Approved 312 RO Name Track Progress v] [ 6o
RO Name Employee Seven 2018 01-Jun-2018 01-Apr-2017 31-Mar-2018 Approved Pian Approved 320 RO Name  Update v] [ 6o
RO Name Employee Five 2018 01-Jun-2018 01-Apr-2017 31-Mar-2018 Initiated 318 ROName JUEISERERZTEONZIN V] E

10



3. A confirmation message is received that the plan has been transferred to Rating Official.

DoD Performance Management

MyBiz+ | Home

Appraisal Program

B . .
L& confirmation
‘The appraisal has been transferred fo the Rating Official

Track Progress
Track progress provides a view of the plan/appraisal status throughout the performance cycle.

1. Select the Track Progress from under the Action column.

2. Select the Go button.

DoD Performance Management

Appraisal Program

List of Plans/Appraisals
Search for appratsals in order 10 View, Delete, Close, Update or Track Progress

Appraisal Search

Please enter a rating official or employee name, then select the Find bution.

fcial  Rating Official Name Q

Cutr
Appraisal Year
Bample: 2013

2

Find | | Clear

Heon
Rating Official . Employee Name -
RO Name Employee Four 2018

Appraisal ID4 Owners  Action

RONeme [ aamem—]|| o2 |

Appraisal Year & Appraisal Effective Date 2 Appraisal Period Stant Date & Appratsal Period End Date.~ Ptan Status 2. Current Status.
01-Jun-2018 01-Apr-2017 31-Mar-2018 Reapproved  Plan Approved 312

3. This screen tracks the progress of the Performance Plan/Progress Review/Appraisal. To print track progress,
select the Print button.

DoD Performance Management

Appraisal Program

Track Progress.
GoBeck || print

Employee Information

Employee Name
Show Employee Detais

This sereen provides information regarein

status of the performance plan/appraisal throughout the performance tycle

+ Review the peromance plar/appraisal stsius and
+ A Print button is located at the top right comer, iy

button at top right comer when finished
print Track Progress

For addiional guidance, ssiect Need Help?

Plan Date User
Prated B-lan2017 Rating Official Name v

ed by Higher Level Reviewer

v

Meloee by Rating Oficial Rating Dfficial Name v

by Employee Employes Hame v
nte Elements and Stancards by Rating Oficial Rating Official Name. v
 Level Reviewer - If Required Higher Level Reviewer Name v

plofee by Rating Offcial Rating Official Name. v

by Employee Employee Hame v

Progress Review

Employee Input

[Rating Official - Assessment

[Reviewed by Higher Level Reviewer - If Required

ommunicaled o Employee by Raling Ofical

11



Apply Action(s) to Multiple Employees
This functionality allows action to be taken on one or multiple plan/appraisals.

1. Select Apply Action(s) to Multiple Employees link under the Navigator.

T

Department of Defense weize b |

Home

Navigator A Favorites
Personalize

1 DoD Secure Appraisal Adminisirator Template NV You have not selected any favorites. Please use the "Personalize” button to set up your favorites.

=| Super User
- | Apply Action(s) to Multiple Employees
| PAA Snapshot Printer
] Plan Auto-Population Template
| Delegate Trusted Agent Authorization
] View/Print Reports
=| View/Print Performance Management Reports
|=] View Previous Reports

I;

2. There are three actions available from the list. Select Change Higher Level Reviewer option and then select
the Start button.

DoD Performance Management

MyBiz+ | Home = Logout

Appraisal Program

Action(s) on Multiple Employees
Need Help?
 Select radio button for appropriate action from the list below.
o Select 'Start’ button to display the records you can apply action to.
« Select ‘Cancel’ button to be returned to the Navigator page.
Available Actions
H= b
Select | Action
@  Change Higher Level Reviewer
O Change Rating Official
O Change Status
Cancel Start
. . 19 i . .
3. Enter the Rating Official’s name and select the magnifying glass icon or the Find button
Change Higher Level Reviewer
& TIP Please enter the current rating official’s name of the employees the action will be applied to. Select the Find' button
* Indicates Required Field
* CurrentRating Official  Current Rating Official Name Q
Current Status v
Appraisal Year  ALL [v]
Glear | [[Find | <)
Need Help?

4. When a list of employees comes up, select the box(s) for the record(s) requiring change and then select the
Next button. Note: Use the Select All link if all records require changes.

12



Change Higher Level Reviewer
@ TIP Please enter the current rating official’s name of the employees the action will be applied to. Select the ‘Find’ button

* Indicates Required Field i
* Curent Rating Official  Current Rating Official Name Q
Current Status v
Appraisal Year  ALL [v]

Clear Find

Search Results
Select the records to which the action should be applied and select Next. 1 3 2 75 £#
Select All| Select None

Select Employee Name: Current Owner Appraisal Year Appraisal Id Plan Approval Date
[ Employee One Rating Official 2017 217
[]  Employee Two Rating Official 17 205 06-Jun-2016
[ Employee Three Rating Official 2017 210 28-Sep-2016
[] Employee Four Rating Official 2017 139 23-May-2016
] Employee Five Rating Official 2016 140 01-Sep-2016
(] Employee Six Rating Official 016 25
[ Employee Seven Rating Official 2016 83 17-Feb-2016

Plan Status
Pending
Approved
Approved
Approved
Approved
Pending
Approved

Need Help?

Current Status

Plan in Progress

Progress Review Completed

Progress Review Pending HLR Approval
Pian Approved

Progress Review Completed

Plan in Progress

Completed

Cantell Next I

5. Enter the npew HLR’s name in the box next to the words ‘Higher Level Reviewer’. You may enter a

note for the employee about the change of HLR by typing the note in the text box below the ‘Notification

Comments’ section. Select the Save button to continue. The Need Help? Link is also avaialble for steps

in accomplishing the change.

Change Higher Level Reviewer

* Indicates Required Field

= Higher Level Reviewer  Higher Level Reviewer Name Q,
Information
Need Help?
To confirm the new higher level reviewer, select the 'Save’ button. Once you select Save,the previous higher level reviewer can no longer make changes to the appraisal
This screen provides space for you to send your employees a message regarding the change in higher level reviewer.
Notification Comments
The Higher Level Reviewer has changed for Performance Plan/Appraisal. Thanks.
Spell Check
Notice: You are about to contact the selected individuals 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 & mail.
Selected Employees
Heba
Employee Name Current Owner Appraisal Year Appraisal Id Plan Approval Date Plan Status Current Status
Employee One Rating Official 2017 277 Pending Plan in Progress
Employee Two Rating Official 2017 205 06-Jun-2016 Approved Progress Review Completed
Emplo;‘ee Three Rating Official 2017 210 28-Sep-2016 Approved Progress Review Pending HLR Approval
° Cancel | | Save <33
Return to Available Actions
Status Log
He o8
Process Log ID - Log Status Log Text-
15876 Employee Name: Employee One Appraisal Year: 2017, Apprassal ID: 277
Employee Name: Employee Two Appraisal Year: 2017; Appraisal ID: 205
SUCCESS Employee Name: Employee Three ; Appraisal Year: 2017; Appraisal ID: 210

The Status log confirms the success of the change. Select the Return to Available Actions button to return to the

list of choices you can perform on multiple emp

loyees.

13



Snapshot Printer

The Snotshot Printer function allows you to view and/or print the contents of an employee’s Approved
Performance Plan, Progress Review, Narrative Statement and Annual Appraisal. In order to bring up an
employee’s plan/appraisal use the search feature by typing in the name of the employee.

Department of Defense weize  Hep |

Home

[71 DoD Secure Appraisal Administrator Template NV_PAA_41

|5 Super User ~  Favorites
[= Apply Action(s) to Multiple Employees Personalize
= [=] Snapshot Printer ‘You have not selected any favorites. Please use the "Personalize” button to set up your favorites.

|5 Plan Auto-Population Template
D Delegate Trusted Agent Authorization
&> 7] View/Print Reports

Print Snapshot Appraisal Information Page

1. Enter employee name and select the Magnifying Glass icon.

MyPerformance WpEze | Home
Print Snapshot Appraisal Information
Retum
Print Snapshot Report
Employee Name  Employee One @
Employee Number ey
Appraisal 1D
Appraisal Year
Type
Find | [ Clear
Table size 0[] 1] & 75 £
Employee Name Employee Number Appraisal Year Appraisal ID Type Event Event Completion Date Reports/Forms
No search conducted.

14



2. On the Search and Select: Employee Name page, the employee name entered in previous step will display.
Select Go button to find employee. When the record comes up, select the radio button to select record and select
the Select button.

Search and Select: Employee Name
Cancel || Select

Search

Select a field to 'Search By'. Next, enter a value in the text field. Partial searches must begin with the first few characters of the search
field followed by the '%"; e.g., Smi% or 02%. The most common naming convention for Full Name is last name, first name, and middle
initial. For best results, enter last name followed by the % and firstname followed by the %, e.g. Smith%John%. Select the "Go" button
Select the "Quick Select' icon next to your selection.

Search By Employee Name|V | ' Employee Name Go
Results
Select Quick Select Employee Name EmpNumber

* Employee Name 123456

3. The next screen shows you all ‘snapshots’ of the employee’s approved performance plans, progress reviews,
and appraisals for every appraisal year unless additionalcriteria is used in the search.
Note: Enter the Appraisal Year to see snapshots for only appraisal year.

Print Snapshot Appraisal Information
Return
Print Snapshot Report
Employee Name Q
Employee Number | 235077 Q
Appraisal ID
Appraisal rear ~]
Type (2
Find Clear
Table Size  10[¥] 13 = & £+
Employee Name Employee Number Appraisal Year - Appraisal ID < Type = Event - Event Completion Date Reports/Forms.
Employee One 285077 2016 277 DoD [DoD Annual Appraisal l01-Mar-2016 =
Employee One 285077 2016 277 DoD IDoD Progress Review l05-Dec-2015 &
Employee One 295077 2017 2717 DoD Dol Performance Plan 23 May-2016 <@
Employee One 205077 2017 277 DoD Dol Progress Review 16-Sep-2016 Y
Employee One 295077 2017 277 DoD [DoD Performance Plan - Modified 26-Sep-2016 [~]
Employee One 295077 2017 217 DoD [DaD Performance Plan 17-Feb-2016 9
Return

15



4. The screen below is an example for the employee shown in the above screen, but with the additional search
parameter of Appraisal Year of ‘2017°. Now it only shows the instances for the original approved Performance
Plan, and an instance for the performance plan once it was modified and reapproved.

MyPerformance

Print Snapshot Appraisal Information
Return
Print Snapshot Report
Employee Name Q
Employee Number 295077 Q
Appraisal ID
Type &~
Find | | Clear
Table Size 10w 13 = [© £
Employee Name Employee Number Appraisal Year - Appraisal ID 2 Type & Event Event Completion Date - Reporis/Forms
Employee One 295077 2017 277 DoD DoD Performance Fian 23-May-2016 =Y
Employee One 295077 2017 277 DoD DoD Progress Review 16-5ep-2016 9
Employee One 295077 2017 277 DoD DoD Performance Plan - Modified 26-Sep-2016 =Y
Employee One 285077 2017 277 DoD DoD Performance Fian 17-Feb-2016 P
Return

5. To view or print any one of the snapshots listed, select the printer icon next to the instance you want to see.
For example if you wanted to see the original approved performance plan and compare it to the modified and
reapproved performance plan to see what was modified, you could select the first printer icon, and print that
version, then you could come back to this screen and select the printer icon next to the second instance and print
that version.

Print Snapshot Appraisal Information
Retun
Print Snapshot Report
Employee Name  Emplovee One Q
Employee Number | 295077 =N
Appraisal ID
Appraisal Year 2017 [¥]
Type 7]
Find | [ Clear
TebleSize 107 |3 2 S 4
Employee Name Employee Number Appraisal Year. Appraisal ID Type = Event Ewvent Completion Date Reports/Forms
Employee One 205077 2017 277 DeD DoD Performance Plan 23-May-2016 -_—-
Employee One 205077 2017 277 DoD DoD Progress Review 16-Sep-2016 @
Employee One 295077 2017 277 DoD DoD Performance Pian - Modified 26-Sep-2016 @
Employee One 295077 2017 217 DoD DoD Performance Plan 17-Feb-2016 )
Retum

6. Once you select the printer icon, the message the bottom of the screen will ask you if you want to open or save
the instance. You can select the Open button to open the instance on your screen, or you can select the arrow
next to the Save button which will show a drop down menu where you can choose to Save, Save As, or Save and
Open the instance. You can also cancel this action by selecting the Cancel button.
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Print Snapshot Appraisal Information
Return
Print Snapshot Report
Employee Name  Emplovee One Q|
Employee Number 295077
Appraisal ID
Appraisal Year 2017 [v]
Type 2]
Find Clear
Table Size  10[v] |F[ 2 5 &
Employee Name Employee Number Appraisal Year2. Appraisal 1D Type 2 Event.2 Event Completion Date = Reports/Forms
Employee One 295077 2017 277 DoD DoD Performance Plan 23-May-2016 <
Employee One 295077 2017 277 DoD DoD Progress Review 16-Sep-2016 @
Employee One 295077 2017 277 DoD DoD Performance Plan - Modified 26-Sep-2016 <@
Employee One 285077 2017 277 DoD DoD Performance Plan 17-Feb-2016 )
Return
Save
Save as
Do you want to open or save DoD_Appraisal.PDF from warlock.depds.cpms.osd.mil? Open [ b Save and open

7. Selected ‘Open’ as an option above, the Performace Plan converts to a Adobe pdf file and displays the form
below.

DEPARTMENT OF DEFENSE
CIVILIAN PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL

EMPLOYEE NAME: DoD ID APPRAISAL
(Last, First, Middle Initial) Employee One NUMBER: 1234567890 YEAR (Yvyy): 2017

PRIVACY ACT STATEMENT
AUTHORITY: 5 U.S.C. 43, Performance Appraisal; 5 CFR 430.205, Agency Performance Appraisals; 10 U.S.C. 136, Under Secretary of Defense for
Personnel and Readiness; and DoDI 1400.25, Volume 431, DoD Civilian Personnel Management System: Performance Management and Appraisal
Program; and DoDI 1400.25, Volume 1100, Civilian Human Resources Management Information Technology Portfolio.
PRINCIPAL PURPOSE(S): To document performance elements, associated performance standards, progress review(s) and ratings of record.
ROUTINE USE(S): Applicable Blanket Routine Use(s) are: Law Enforcement Routine Use, Disclosure When Requesting Information Routine Use, Disclosure of
Requested Information Routine Use, Congressional Inquiries Routine Use, Disclosure to the Office of Personnel Management Routine Use, Disclosure to the
Department of Justice for Litigation Routine Use, Disclosure of Information to the National Archives and Records Administration Routine Use, Disclosure to the
Merit Systems Protection Board Routine Use, and Data Breach Remediation Purposes Routine Use. The DoD Blanket Routine Uses set forth at the beginning of
the Office of the Secretary of Defense (OSD) compilation of systems of records notices may apply to this system. The complete list of DoD Blanket Routine Uses
can be found online at:
hitp://dpcid. defense gov/Privacy/SORNsIn nketRouti _aspx.
The applicable system of records notice is DPR 34 DoD, Defense Civilian Personnel Data System, located at
hitp://dpcid defense gov/Privacy/SORNsIndex/DODwide SORNArticleView/tabid/6797/Article/570697 /dpr-34-dod.aspx.
DISCLOSURE: Voluntary; however, if you are unabie or unwilling to complete the administrative portion, your supervisor will complete it to ensure
performance review is linked to individual performance, recognition, and awards.

INSTRUCTIONS FOR COMPLETING THE CIVILIAN PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL

Cover Sheet (Page 1): Enter the employee’s full name, DoD ID number, and the current appraisal year. (Completed by employee or Rating Official/

Supervisor.)

PART A - Administrative Data. (Completed by employee and/or Rating Official/Supervisor.)

1. Appraisal Period: a. Enter the rating start date of the appraisal cycle. b. Enter the end date of the appraisal cycle. c. Enter the Effective Date of the

Rating of Record. NOTE: The DoD Performance Management and Appraisal Program cycle is April 1 - March 31 with effective date June 1.

The minimum evaluation period is 90 calendar days.

Employee Name: Enter the name of the employee (last, first, middie initial).

DoD 1D Number: Number found on the back of Common Access Card (NOTE: Do not enter SSN).

Position Title and Position Description Number: Enter the official position title and official position description number found in block 15 of SF-50.

. Pay Plan/Occupational Code/Grade/Step: Enter the employee's pay plan, occupational code (series), grade, and step as of the date the performance plan
is established. May be found in blocks 16, 17, 18 and 19 of SF-50.

6. Organization: Enter the name of the employee's organization.

7. Duty Station: Enter the duty station found in block 39 of SF-50.

PART B - Acknowledgement of Performance Discussions. (Completed by employee, Rating Official/Supervisor and Higher Level Reviewer in accordance
with DoDI 1400.25 Volume 431 and local policy.)

Enter full name, signature and date of acknowledgement by employee, rating official/supervisor and higher level reviewer as appropriate to document the
communication of performance plan(s), progress review(s), modification(s) and rating(s) of record. If modification(s) to the performance elements and
standards are required enter date modification occurred

OEwN
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Plan Auto-Population Template

Some information that is similar across DoD is pre-populated within the performance plan when created (i.e.,
appraisal period start/end date, DoD core values).

The Auto Population Template functionality takes it a step further. It allows the DoD Secure Appraisal
Administrator template NV_PAA responsibility the ability to create a plan template that might include
Organizational Mission Goals and/or Performance Elements and Standards. The template will be applied to all
plans that fall within the DoD Secure Appraisal Administrator secure responsibility level, such as the UIC or the
Organization level. Additional criteria, such as the Supervisory Code can be used to identify a smaller group of
individuals. Templates created must be validated for the auto population to take place when the Rating Official or
Employee creates the plan.

If a validated template is modified by the DoD Secure Appraisal Administrator, the modifications made will not
affect any plans created prior to the modified date. Once the modified template is validated, the modified
information will auto population when a new plan is created.

This section provides step by step instructions on how to search, add, modify and validate a template.

Department of Defense T

Home

[~ DoD Secure Appraisal Administrator Template NV
| Super User ~  Favorites
j Apply Action(s) to Multiple Employees Personalize
| Paa Snapshot Printer You have not selected any favorites. Please use the "Personalize” button to set up your favorites
”._] Plan Auto-Population Template
=] Delegate Trusted Agent Authorization
» [ View/Print Reports.

1. Select Plan Auto-Population Template link

2. On the Secured User Templates page, a template can be added or searched.

DoD Performance Management

. MyBiz+ | H | LoggedInAs
Appraisal Program L =

Secured User Templates

Secured User Level  NI%

Cancel

Template Search
Please enter the information to search for templates in order to View, edit or vaiidate

POA

Agency Code Q
Agency Sub-Element
Supenvisory Code
Org Structure ID/PASIUIC
PD Number
Find | | Clear
Add Template IHe 8
Template Name POA | Agency Code ‘Agency Sub-Element Supenvisory Code Org Struciure IDPASIUIC PD Number User Name Staus  Commenls Update | Delete

No results found

3. To search for a template, enter data in any of the open data fields such as the POA, Agency Code, Supervisory
Code, etc., and then select Find button.
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Supervisory Code
Org Structure ID/IPAS/UIC

2-Supenvisor or Manager
4-Supervisor (CSRA)

PD Mumber | 5-Management Official (CSRA)
B-Leader

7-Team Leader
8-Non-Supenvisory

If Supervisory Code is used for a search and no template is returned, that means templates for the Supervisory
Code entered are not available.

Adding a Template
Note: Security level is based on the DoD Secure Performance Appraisal Administrator as seen below (N1%)

1. Select Add Template button

Secured User Templates

Secured User Level  NI%

Template Search
Please enter the information to search for templates in order to View, edit or validate.

POA
Agency Code Q
Agency Sub-Element
Supervisory Code
Org Structure IDIPASIUIC
PD Number

Find | | Clear

=:> Add Template

2. On the Template Criteria page, there are required data fields. User has the option to use additional data fields.
The POA data field auto-populates based on the secure user responsibility.

DoD Performance Management

MyBiz+ | Home | LoggedInAs Logout

Appraisal Program

L Cancel || Save
Template Criteria

* POA NI
* Agency Code Q,
* Agency Sub-Element
Supervisory Code
Org Structure IDIPASIUIC
PD Number

3. Enter required data fields and select Save button. The required data fields are identified with an asterisk.
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DoD Performance Management

Appraisal Program

Cancel

len

ave
Template Criteria

* POA |H|
= Agency Code NV @
* Agency Sub-Element  19[¥]
Supervisory Code
Org Structure ID/PAS/UIC
PD Number

4. On the Template Details Page, there are 3 sections, Details, Mission Goals and Elements.

DoD Performance Management

. MyBiz- Home Logged In As Logout
Appraisal Program e = -

Template Details

Cancel || Preview
POAInfo NI
Template Name ~ NI-NV19-°°
ency Code NV
Agency Sub-Element 19
Supervisory Code
Org Structure |DIPAS/UIC
PD Number
Template Status ~ PENDING

Templates - Mission Goals
He®

Details POA Info Template Name Agency Code Agency Sub-Element Supenvisory Code Crg Structure IDIPAS/UIC PD Number Status

Character count
No results found

Mission Goals

Mission Goals

Counter Spell Check || Save
Templates - Elements

Add Performance Element | 15 = [5 £}

Details Element Title POA User Name Element Status Action Action

No results found

5. Review the Template Details entered for accuracy. If information is ‘not’ correct, select the Cancel button,
and make necessary corrections. If information is correct, no action required.

6. Enter Mission Goals. You can also copy and paste information from a word document. To check spelling,
select the Spell Check button. A ‘Counter’ is also available.

Note: The maximum amount of characters for this text box is 1000. If you exceed the allowable amount
of characters, a ‘truncation’ error message will be received.
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[Templ.ates - Mission Goals I

L]

PR i&

Details POA Info Template Name Agency Code Agency Sub-Element Supenasory Code Org Structure IDPASIUIC
No results found

Mission Goals

Mission Goals
Mission Goals for Mavy established for all Organizations.

Counter [58 Spell Check | Save

7. Select Save button once the Mission Goals have been established.

8. If you want to add a Performance Element, select the Add Performance Element button.

Add Pedormance Element | 13 = 5 o
Detads Elsment T POA Usér Narme Elemart Stabus Acton Acton
o results found

9. On the Performance Element page, both the Performance Element Title and Performance Elements and
Standard(s) are required data fields, indicated by the asterisk.

DoD Performance Management

MyBiz+ | Home | LoggedinAs Logout

Appraisal Program

Performance Element |

* Performance Element Tie |

Cancel | Save

* Performance Element and Standard(s)

(Limit to 1500 charaters) Spell Check | Counter
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10. Enter the Performance Element Title and Performance Element and Standard(s).

11. Select Save button.

DoD Performance Management
Appraisal Program :

Logged In Logout

Performance Element
* Performance Element Title|  Element One ﬁ

Cancel || Save

I = Performance Element and Standard(s) I Enter performance element and standard in this text box Allowed up to 1500 characters. Use Spell Check functionality for spelling errors. You can
also copy and paste from a word document

(Limit to 1500 charaters) Spell Check | Counter 193

12. Select Preview button. This allows you to review all the information entered at this point for the Performance
Element.

DoD Performance Management
Appraisal Program

LoggedinAs  Logout

Template Details
Cancel | Prevew

PENDING

Templates - Mission Goals

Hoemd

-

Detads POA Info Tempilate Name Agency Code Agency Sub-Element Supervisory Code Org Structure IPASIUIC PD Number Status Character count
Mo results found

Mission Goals

MasionGo¥  \ission Goals established for all Navy Organizations.

Counter  [Gg | Spell Check || Save
Templates - Elements.
Add Performance Blement | 13 = 5 £
Show All Detads | Hide Al Details

Dotads Elemant Title < PO« Usar Nama BElemant Status .~ Action
Elomant O M Edgecomb, Sandra PENDING Update

i

13. On the Template Preview Page, there are three action buttons. The ‘Back’ button returns user to previous
page, ‘Save’ button saves the template and ‘Print’ will print information on the page.
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DoD Performance Management

Logoed In As Logout

Appraisal Program
Template Preview
Back || Save | Print

Tomplatos - Mission Goals

Mission Goals established for all Navy Organizations.

Templates - Elements

He g

Show All Details | Hide All Datais

Details Element Title o POA=. Element Status -
Elemaent One L FPENDING

Invalid Template

He @ o
Ternplate Name POA  AgencyCode Agency Sub-Element Supervisary Code Org Structure IDPASUIC

14. If satisfied with goals and elements, select the Save button, this will return the user back to the Secured User
Templates page. The template created now displays on the table. Updates to the template can be made or the
template can be deleted.

DoD Performance Management

MyBiz+ | Home | LoggedinAs

Appraisal Program

Secured User Templates
Cancel

Secured User Level  NI%

Template Search
Please enter the information to search for templates in order to View, ediit or validate

POA
Agency Code Q
Agency Sub-Element
Supenvisory Code
Org Structure IDPASIUIC
PD Number

Find Clear
Add Template o= AIGE o)
Supervisory Code = Org Structure ID/PAS/UIC 2 PD Number 2 User Name -~ Status~~  Comments <~ Update Delete

Template Name -~ POA~  Agency Code 2 Agency Sub-Element.~.
Edgecomb, Sandra VALID Update Delete

NI-NV19-#-##+ NI NV 19

Templates can now be used to auto-populate data when creating a performance plan by the Rating Official or
employee.
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Delegate Trusted Agent Authorization

The Delegate Trusted Agent Authorization allows individuals with a DoD Secure appraisal Admin Temp user to
delegate trusted agent(s) on behalf of a Rating Official (RO) or Higher Level Reviewer (HLR). Persons using this
authorization must first obtain written delegation of authority from the Rating Official or Higher Level Reviewer.
Based the written delegation of authority, individuals can be assigned to act as the trusted agent on behalf of the
RO or HLR for employees identified by the RO and HLR within MyPerformance for the purpose of documenting
their decisions to performance management matters.

1. Select Delegate Trusted Agent Authorization link

Department of Defense Wz Heo |

Home

Navigator ~ Favorites
Personalize

> DoD Secure Appraisal Administrator Template NV You have not selected any favorites. Please use the "Personalize” button to set up your favorites.

| Super User
| Apply Action(s) to Multiple Employees
| PAA Snapshot Printer
| Plan Auto-Population Template
s | Delegate Trusted Agent Authorization
"] View/Print Reports
=| View/Print Performance Management Reports
=] View Previous Reports

;

Search (Rating Official or Higher Level Reviewer Search Page)

2. Enter the Rating Official or Higher Level Reviewer that authorized the trusted agent assignment.

e MyPerformance weize | Home . | Logedins

Rating Official/Higher Level Reviewer Search
*Indicates required field

Need Help’

PRIVACY ACT INFORMATION

The information accessed through this system must be protected in accordance with the Privacy Act. Personal information contained in this system may be used only by authorized
persons in the conduct of official business. Any unauthorized disclosure or misuse of personal information may result in criminal and/or civil penalties.

Rating Official/Higher Level Reviewer Search

* Name  RatingOfficial Name Q
Results

Heba

Name Supervisory Status Actien
No search conducted

3. Select the Find button or the ‘magnifying glass’ icon.

4. Under the results table, select the Go button under the Action column for the Rating Official or Higher
Level Reviewer.
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Rating oOfficial/ Higher Level Reviewer Search

*MName |Rating Official Name

| Find ‘ Clear ‘
Results
Hame Supervisory Status Action
Rating Official Name Superviscr or Managar

5. ldentify a Trusted Agent Role — use drop down arrow to select role, the role will be Rating Official or
Higher Lever Reviewer. Select role and then select Go button.

Trusted Agent Role

* Role -

* System Type  Self-Service Hierarchy -

| so |

6. Select Rating Official from list.

Note: Notice the System Type. There could be different views if the hierarchy was changed within
the performance tool. If Rating Official or Higher Level Reviewers were changed in the performance tool in
addition to Self-Service Hierarchy the user will see DoD Performance Management Appraisal Program. If

the hierarchy was changed within the performance tool, the list of values for employee names to select from
may be different.

Trusted Agent Role

| RGN R o ting Official

* System Type  Self-Service Hierarchy

Return to Search Page

7. Select ® Show Manage Assignment of Trusted Agent for Selected Employee(s)
agent assignments and terminations of existing assignments can be made.

link. On this page, trusted

Show Manage Assignment of Trusted Agent for Selected Employee(s) ¢
Rating Official Delegation Results

(= -

HeHE

Select All | Select None

Select Details Employee Name: Employee Number  Organization

Trusted Agent Name Start Date End Date Action
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Assign Trusted Agent

1. Enter Trusted Agent Name — this is a required field. This is the name to the individual that is being assigned

as Trusted Agent or a current Trusted Agent assignment being modified.

Enter Start Date - this date is a required field. The date can be a future date, but not earlier than the current
date.

Enter End Date. The End Date is optional - An End Date can be entered to limit the assignment period. If
entered, the end date cannot be less than the current date or the Start Date, whichever is greater.

Select employee(s) under the Select column the Results table for whom you want to assign the Trusted Agent
authorization.

5. Select the Apply button.

2.

Trusted Agent Role

* Role  Rating Official
* System Type  Self-Service Hierarchy
Go

Hide Manage Assignment of Trusted Agent for Selected Employee(s)
*Indicates required field

Assign Trusted Agent Terminate Trusted Agent

To assign a Trusted Agent: To terminate a Trusted Agent:

1. Enter Trusted Agent Name

1. Enter End Date
2. Enter Start Date Tip: The End Date cannot be earlier than the Start Date.
Tip: You cannot enter a past date for Start Date. 2. Select employee(s) from results table below
3. Optionally, enter an End Date to limit assignment period

3. Select 'Apply’ button
4. Select employee(s) from results table below

5. Select "Apply’ button

* Trusted Agent Name ~ Trusted Agent Name Q

* End Date [’29
* StartDate  [orulz07 | [
End Date [EC) Apply
Clear Apply

Show Manage Assignment of Trusted Agent for Selected Employee(s)
Rating Official Delegation Results
Helba
Select All | Select None
Select Details Employee Name Employee Number | Organization Trusted Agent Name Start Date End Date Action

X Employee One 210716 General Counsel NV1230571 01 Q [E3) @  Insert Apply

x Employee Two 222069 CNI, SW SDIEGO NV5200242 01 Q £ @y  Insert Apply

X Employee Three 242457 MSGC CIVMARS EAST NV3362381 01 Q £ @ Insert Apply

6. Confirmation message received. Read message and select Acknowledge button.

MyPerformance

MyBiz+ | Home | Logged InAs

“& Confirmation

| certify that the Rating Official or Higher Level Rater has provided written authorization for me to take this action.

Cancel || Acknowledge

h
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7. The Results table will display employee records with trusted agent assignments and start date.

Rating Official Delegation Results

HeEa

Select All | Select None

Select Details Employee Name Employee Number  Organization Trusted Agent Name Start Date

End Date Action
O Employee One 222269 CNI, SW SDIEGO NV5200242 01 Trusted Agent Name 20-Jun-2017 B  Update Apply
| Employee Two 245324 MSC CIVMARS EAST NV3362381 01 Trusted Agent Name 20-Jun-2017 @y  Update Apply
O Employee Three 251594 MSC CIVMARS WEST NV3362383 01 Trusted Agent Name 20-Jun-2017 #  Update Apply

Return to Search Page

10. To return to the search page, select the ‘Return to Search Page’ button.

Terminate Trusted Agent

The Results table will display employees based the criteria previously entered under Rating Official Name

and Role. The trusted agent for each employee can be identified individually or assigned in mass, select the
link above the table.

1. Enter End Date - The end date entered will take affect the end of day; therefore, you will not be able to
assign a new trusted agent until the day after the identified end date. Once an end date is entered, a new
row will be shown for that employee to allow entry of another Trusted Agent assignment.

2. Select employee(s) under the Select column the Results table. Note: End Date must be blank.
3. Select the ‘Apply’ button.

Retum to Search Page

Assign Trusted Agent Terminate Trusted Agent
To assign a Trusted Agent To terminate 2 Trusted Agent:
1. Enter Trusted Agent Name 1. Enter End Date
2. Enter Start Date Tip: The End Date cannot be earlier than the Start Date.
Tip: You cannot enter a past date for Start Date. Select employee(s) from results table below
3. Opti End Date to limit assignment period 3. Select "Apply’ button
4, Sele from resuits table below
5. Selex
= Trusted Agent Name Q = EndDate  [I0-Aug-2017 | [y
* Start Date Y
End Date Y End date must be current or future date. Apply
Ciear | [ Apply
Show Manage Assignment of Trusted Agent for Selected Employee(s)
Rating Official Delegation Results
[
He@H
Select All | Select None
Select Details Employee Name Employee Number  Organization Trusted Agent Name Start Date End Date Action
X Employee One 210716 General Gounsel NV1230571 01 Q [E:Y B insert Apply
X Employee Two 222269 CNI, SW SDIEGO NV5200242 01 A & @ Insert Apply
X Employee Three 242457 MSC CIVMARS EAST NV3362321 01 Q & &  Insert Apply

4. Select >’ arrow to see detailed information about the employee and trusted agent history. Select the
¢ <4 arrow to collapse.

5. To return to the search page, select the ‘Return to Search Page’ button.
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View/Print Performance Management Reports
There are reports available for the performance plan status, progress review status, annual appraisal, etc.

1. Select View/Print Performance Management Reports link located under ‘View/Print Reports’.

Department of Defense weee b |

Home

Navigator ) Favorites
Personalize

= DoD Secure Appraisal Administrator Template NV You have not selected any favorites. Please use the "Personalize” button to set up your favorites.
=| Super User

] Apply Action(s) to Multiple Employees
| PAA Snapshot Printer

| Plan Auto-Population Template
| Delegate Trusted Agent Authorization

] View/Print Reports

- =] View/Print Performance Management Reports
[=] View Previous Reports

2. On the ‘Schedule Request: Define Page’, there are four steps to complete.

Select magnifying glass icon next to the ‘Program Name’ field
On the Search and Select: Program Name Page, select the Go button
All available reports will display under the Results table. Select radio button for the report ordered.

Select the Select button

@https://warlod(.dcpds.cpms‘osd.miV?_t=fredRC&enc=WINDOWS-1252&_minVWdth.“| = [ (=] ]g

MyPerformance

Search and Select: Program Name
Cancel | Select

Schedule Request: Define Search
*  Indicates required field

Select a field to 'Search By'. Next, enter a value in the text field. Partial searches must begin with the first few characters of the search
field followed by the '%'; e.g., Smi% or 02%. The most common naming convention for Full Name is last name, first name, and middle
initial. For best resuits, enter last name followed by the % and firstname followed by the %, e.g. Smith%John%. Select the "Go” button
Select the 'Quick Select’ icon next to your selection.
PRIVACY ACT INFORMATION : 2

Search By Program Name| V| @

The information accessed through this system must be protected in accordance with the Privacy
official business. Any unauthorized disclosure or misuse of personal information may result in cri

Results
How fo request a report: (Step 1.0f2) Select  QuickSelect  Program Name Application Name
el ytmnret st i apei et | © S peromance Aprasal s Repr () - OoD ovooore
Request Name: Enter information that will assist in doing a search on this request at a later| @ 3 54 Performance Plan Status Report (HR) - DoD CIVDODHR
Parameters: All required data fields must be entered before selecting the ‘Continue’ butt| e 5 Progress Review Status Report (HR) - DoD CIVDODHR

* Program Name @
Request Name 1 4
Toe e e
Parameters Cancel
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3. Once you select a report the screen will display the report name in the box next to the words ‘Program Name’.
To assist in distinguishing report from others, enter a request name in the ‘Request Name’ text box.  Select
Continue button.

MyPerformance Myeze  Hop

Schedule Request: Define

* Indicates required field Cancel Continue

PRIVACY ACT INFORMATION

The information accessed through this system must be protected in accordance with the Privacy Act of 1974. Personal information contained in this system may be used only by authorized!
persons in the conduct of efficial business. Any unauthorized disclosure or misuse of perscnal information may result in criminal and/or civil penalties.

How to request a report: (Step 1 of 2)

Report Name: Type the report name you wish to request. If you don't know the name of report, select the search icon to begin the search.
Select the 'Go' button on the page that will be presented. Choose the applicable report from the list.

Request Enter information that will assist in doing a search on this request at a later time.
Name:
Parameters: All required data fields must be entered before selecting the "Continue' button.

* Program Name  Performance Appraisal Status Report (HR) - DoD Q
Request Name 2016 Appraisals - RO Navy x #

The name can later be used to search for this request

Parameters

4. ldentify Parameters

The bottom of the screen you will see a ‘Parameters’ section that shows many items you can use to narrow your
report down to reflect only those records you are looking for. There is one required parameter for all reports
which is the ‘Appraisal Year’. You will not be able to run a report that lists plans, progress reviews or appraisals
across appraisal years at this time, you can only choose one year at a time for a report.

Even though there is only one required field, in the blue writing under the word ‘Parameters’, it will tell you that
you need to use at least one additional parameter when submitting the report. It then lists all the additional
parameters that will meet this requirement. If you use only two parameters and don’t get any results, try using

three parameters.

5. Once you fill in all the parameters you want, select the Continue button or the Cancel button to cancel out of
running the report.

Listed below this screen shot is a detailed explanation of the parameters.
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Department of Defense

Schedule Request: Define
* Indicates required fiekd =

PRIVACY ACT INFORMATION

The information accessed through this system must be protected in accordance with the Privacy Act of 1974, Personal information contained in this system may be used only by authorized persons in the canduct of official business. Any unauthorized disclosure or misuse of personal informatior
penaities

How to request a report: (Step 1 0f 2)

Report Name: Type the report name you wish to request. If you don't know the name of report, select the search icon to begin the search. Select the ‘Go’ button on the page that will be presented. Choose the applicable report from the
list.

Request Name: Enter information that will assist in doing a search on this request at a later time.
Parameters: All required data fields must be entered before selecting the ‘Continue’ button.

= Report Neme  Performance Appraisal Status Report (HR) - Dol Q

For this report we need at least one of these additional parameters used when submitting the report: Rating Official, SOID, Agency Group, Organization Name, UIC, PAS Code, Organization Structure ID. This is to prevent a report that will run for a very long time.
erTor if you do not use one of these additional parameters along with the required parameter(s). In that event there is a similar message In view requests, view details, dignostic region OR in the specific request log.

.

Required Field

FPPP

PEP
¥

pLP

- Appraisal Effective Year (YYYY): This is the four digit year that represents the Appraisal year. This is a
required parameter for every report.

- Rating Official: If you want a report that lists all plans for the Performance Plan Status Report, or all
progress review for the Progress Review Status Report, or all appraisals for the Performance Appraisal Status
Report, that are under a particular rating official, enter their name in this parameter using last name, first,
middle initial

- Higher Level Reviewer: If you want a report that lists all plans for the Performance Plan Status Report, or
all progress review for the Progress Review Status Report, or all appraisals for the Performance Appraisal
Status Report, that are under a particular higher level reviewer, enter their name in this parameter using last
name, first, middle initial

- Current Status Equals: If you want a report that shows all appraisals in a particular status such as ‘Annual
Appraisal in Progress’, or ‘Annual Review Approved by RO’, then you could choose this parameter and use
only one status for the Performance Appraisal Status Report. The statuses may be different depending on
which report you have chosen to run.

- Current Status DOES NOT EQUAL.: If you want a report that shows all appraisals EXCEPT those that are
in a particular status such as ‘Annual Appraisal in Progress’, or ‘Annual Review Approved by RO’, then you
could choose this parameter for the Performance Appraisal Status Report, and you would get all appraisals
EXCEPT the status you entered. The statuses may be different depending on which report you have chosen
to run.

- Performance Plan Status EQUALS: If you want a report showing only those performance plans that are in
one particular status such as ‘PENDING’ or ‘APPROVED?’, you would use this parameter.

- Appraisal Assessment and Rating Status: If you want a report showing only those appraisals that are in
one particular assessment and rating status such as ‘Completed’ or ‘In Progress’, you would use this
parameter.

- Employee Name: If you want a report on only one employee, enter the employee’s last, first, and middle
initial into the box.

- Employee Number: This is a unique number assigned to every employee in the Defense Civilian Personnel

Data System (DCPDS) that is generally only used by the personnel community. Itis NOT the DoD ID,

EDIPI, or SSN.
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- SOID: This is a two digit code that represents the servicing Human Resources Office for personnel records.
If you wanted a report for employees that are in a particular HRO, you would use this 2 digit parameter.

- Agency Group: This is a two digit code that represents the agency such as ‘NV’ for Navy or ‘DD’ for
Department of Defense. If you wanted to pull only those employees in a particular Agency you would use
this code.

- Organization Name: This is the official clear text wording that is associated with a particular Unit Id Code.
It is recommended that you NOT use this parameter unless you know exactly what this wording is. Instead
use the ‘UIC’ parameter below if you want to run a report for a particular UIC.

- UIC: This is the six digits Unit Identification Code. If you want to pull a report for only one UIC, then you
would use this parameter and enter the UIC.

- PAS Code: This is a four digit code that is a combination of the agency code and certain digits of the UIC.
Do not use this parameter.

- Organization Structure ID: This is a code that can be from one to seven digits that represents the levels of
the organization below the UIC level. If you want to pull a report for just a particular division, branch,
section, etc. below the UIC level you would use this parameter with the code that represents that particular
level of the organization.

Schedule Request Review Page

6. After you have chosen which parameters you want for this report and selected the Continue button, the next
screen shows what you chose for search parameters.

7. If they are correct, select the Submit button. If they are not correct, you can go back to the parameters screen
by selecting the Back button, or you can cancel the entire process of running the report by selecting the Cancel
button:

Department of Defense

Schedule Request: Review
Cancel || Basck | [ Submit
How to complete Step 2 of 2:
Verify the information located within the "Parameters’ '

If the information is CoITect, select the "Submit' button to continue.
If you wish to cancel this request, select the ‘Cancel’ button.

Concurrent Program Name  Performance Appraisal Status Report (HR) - DoD
RequestNems 2016 Appraisals - RO Navy

2018
sl RO Navy

Schedule

Cutput
Forlangusge  TempisteName | Langus Formst
Amencan English: Unitzd

tates

Engic CIVAPFR_PASRHR gt ExcEL

Gancel | Back | [ Submit

Information Message Received — report has been requested and has been scheduled to run.
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MyPerformance Logout

@ information

Your request for Performance Appraisal Status Report (HR) - DoD has been scheduled. The Request ID is 8286555

Privacy Statement

8. Select the OK button

The next screen lists the name of the report you ran under the ‘Process Name’ column. When you first see this
screen the report might be in a ‘Pending’ or ‘Running’ phase under the ‘Phase’ column. If that is the case, select
the Refresh button until you see the words change to Completed under the ‘Phase’ column.

epartment of Defense

ecution
mited to name of report, status, phase, request ID and parameters

. {

Phase= Details Output= Request (0 Status
Pending =] 8670272 Normal

9. Report has completed - select Output icon under the ‘Phase’ column to open the report in PDF format.

Department of Defense

utton:  Select to update the Phase of the proc cution
ides a summary that includes, bt ited to name of report, status, phase, request ID and parameters
eview report information

ct 'Logout to exit the system.

able.
Click "Refresh” to update the phase of the process execution |37 = "= £F

Process Name 2

2016 Appraissis - RO Navy (Ferformance Apprsissl Siatus Report (HR) - DoD)

This is an example of what the report looks like once it’s open. You can Save or Print the report using the Adobe
Acrobat icons.

@ Department of Defense

e Appraisal Status Report

PRIVACY ACT INFORMATION - The aformation povsded i thi report mast be potected i accordance with ot " S — A disch
o misuse of ali
Tl [ G b
O | et | Agpras speae & Emplree [ g | Koy | BT | g | AP Appral | gl | g | Perfrmunce Explores | DueEntred Commeia | Commasint
e A | som | A5 | 13c/pxs [ Swe | Empleee Name | BB | Led Paed | Peed Exd | Efa Pin Spprvrl | P Mdied Agproal
R | i | g 5 e |dB omdi |b | Ao |Ped | Peedfmd | B Phasome | F21 |02 Ll Do Prrrey
x
CUPLET | Gl |12 | wv19 tmployeetnd 12385 | 277 [nomewy [Hin | COMISTED |iosEPis |0MARM |OLFEBM |Aowd VRN NP |NSEMO [nSE0 |oFmis | eFB
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View Previous Reports

The view previous reports functionality allows you to view or print reports that were previously submitted.

1. Select View Previous Reports

Department of Defense weze  Heb |

Home

Navigator fa) Favorites
Personalize

> DoD Secure Appraisal Administrator Template NV You have not selected any favorites. Please use the "Personalize” button 1o set up your favorites

=| Super User

| Apply Action(s) to Multiple Employees

| PAA Snapshot Printer

| Plan Auto-Population Template

| Delegate Trusted Agent Authorization

"] View/Print Reports

|5 View/Print Performance Management Reports
mmlpe =) View Previous Reports

2. Select Output icon to open report.

Department of Defense

Requests
Refresh Button: _ Select to update the Phase of the process execution
Details lcon: ~ Provides a summary that includes, but not limited to name of report, status, phass, request ID and parameters
Output icon:  Review report information

To exit this page, select the "Home link or select ‘Logout’ to exit the system.
Requests Summary Table
Refresh | TIP: Glick "Refresh” to updats the phase of the process exscution |1 & 5 %
Frocess Name - Fhese 2. Details Ovtput 2 Request D2 Status
2018 Appraissis - RO Navy (Performance Appraisal Status Report {HR) - DoD) Completed ] @ 2570273 Normal

A list of all the reports previously ordered will display the report name you entered when you initiated the report
and the report title in parenthesis.
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