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This document is designed for your use in taking notes while participating in the PAA Demonstration training.  
These screenshots are placed in the order that they will be shown during the PAA Training.  Please share 

comments and suggestions with the instructor. 
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Employee > My Biz > My Information: 
 
Allows employee to view personal information. 

 

Select ‘Accept’ button to continue. 

 

View information under each tab such as appointment, position, personal, salary, etc., by selecting the 
appropriate tab. Select ‘Home’ link to return to Navigator page. 
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Employee > My Biz > Update My Information: 

Allows employee, military/external rating officials and reviewing officials to update the email address  
used for various applications which includes the email notifications sent in the PAA application. 

 

Select ‘Accept’ button to continue. 

 

Add or update your work email address in the Work Email Address section in the ‘Profile’ tab. Select 
‘Update’ once the email address is entered. 
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Employee > My Biz > Performance Appraisal Application (PAA):  

Employee selects ‘Performance Appraisal Application (PAA)’ to create a Performance Plan. 

 

PAA Main Page: 

 

Create New Plan:  Select drop down arrow, select Defense Civilian Intelligence Personnel System and 
‘GO’ button to create the Performance Plan. 
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Unclassified Information Only: 

Read information, check box and then the ‘Continue’ button. 

 

Create Performance Plan:  Setup Details: 

Review Appraisal Type, Appraisal Period Start Date, Appraisal Period End Date, Rating Official Name and 
Higher Level  Reviewer Name. Make changes as necessary.   

To build a new performance plan select ‘Build New Performance Plan’ button. 

Note:  An employee can copy a previous performance plan if one is available. If this is the first appraisal 
for a DCIPS employee, that option is not applicable. 

 

The ‘Performance Plan’ > ‘Performance Plan Details’ tab will be selected. 
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Performance Plan > Performance Plan Details:   

The Appraisal Type, Appraisal Period Start Date, Appraisal Period End Date, Rating Official Name and 
Higher Level  Reviewer Name may be changed, if necessary. Select ‘Mission Goals’ tab to continue. 

 

Note:   The information entered in Mission Goals; Performance Objectives, Assessments, and Ratings are 
not intended to be an example.   These screenshots are to show application processes only.  

Performance Plan > Mission Goals: 

Enter Mission Goals in text box. 
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Performance Plan > Performance Objectives: 

Select Performance Objectives tab. On this page, add an objective by selecting the ‘Add Performance 
Objectives’ button. 

 

Add Performance Objective: 

Fill in the required fields  ‘Performance Objective Title’ and ‘Start Date’. The Start Date displays the date 
identified in the Appraisal Period Start Date or current system date. Enter Performance Objectives. The 
DCIPS PAA allows a maximum of ten Performance Objectives. 

Select ‘Save and Add Another Performance Objective’ button to add another Performance Objective. 

 

Fill in the required fields and enter the performance objectives. Select ‘Save and Add Another 
Performance Objective’ button to add one additional Performance Objective. 
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Fill in the required fields and enter the performance objectives. Select ‘Save and Return to Performance 
Objectives Tab’ button to continue. 
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Performance Plan > Performance Elements:   

Select the ‘Performance Elements’ tab. 

 

The Performance Elements are auto-populated based on the supervisory level of the employee’s 
position and cannot be changed. Select ‘Next’ button to continue. 

Non-supervisory Performance Elements: 

 

Supervisory Performance Elements: 
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Performance Plan > Approvals & Acknowledgments: 

There is no role for the employee under this tab when the performance plan is initially created by the 
employee. Employee may transfer the performance plan to the Rating Official from within the PAA or 
from the Performance Appraisal Application Main Page. 

 

Main PAA Page – Select ‘Transfer to Rating Official’ from the action list and then select the ‘Go’ button. 
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Employee Notification to Rating Official: 

 If recipient does not have an e-mail address on file, the following notification is received  

 

To continue, select the ‘Transfer to Rating Official without E-mail Notification’ button. To cancel the 
transfer, select the ‘Cancel’ button. 

If recipient does have an e-mail, the following notification is received: 

 

Enter message and select ‘ Transfer to Rating Official with E-mail Notification’ button. 

If the ‘Cancel’ button is selected above, the following ‘Warning’ is received: 

 

’No’ button completes the transfer of the performance plan to the Rating Official. 

‘Yes’ button returns the user to the previous page.  
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Main PAA Page > Completed Plans/Appraisals (Employee): 

Employee can access completed plans and appraisals from the Performance Appraisal Application Main 
Page. Select ‘Show Completed Plans/Appraisals’ link to continue. 

 

Searching for a performance plan, midpoint review, etc., can be done by entering the ‘Appraisal Year’ or 
‘Event’ such as ‘DCIPS Performance Plan’, ‘DCIPS Midpoint Review’, etc. To view ‘all’, do not enter any 
search criteria – select the ‘Find’ button. 

This employee has only created the performance plan which still needs to be approved by the Rating 
Official and acknowledged; therefore, there is not a completed performance plan for the employee at 
this point. 
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Performance Plan  > Track Progress (Employee): 

Employee may track the progress of the performance plan at any time during the performance cycle 
from the Performance Appraisal Application Main Page or from within the PAA. 

PAA Main Page – Select ‘Track Progress’ from action list and then select the ‘Go’ button. 

 

PAA – Select the ‘Go’ button from the Performance Appraisal Application Main Page for the 
Performance Plan with ‘View’ (when not the current owner of the Performance Plan) or ‘Update’ (when 
the current owner of the Performance Plan) in the action list. Then select the ‘Track Progress’ button 
from within the PAA. 

 

 

Note:  At this point the ‘Retrieve Appraisal’ button is available to the employee. This button is available 
only until the Rating Official has opened the Performance Plan. 
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Select ‘Return to Previous’ when done or select the link to navigate to the specific tab on the 
Performance Plan if one appears. Links will only appear when the specific task is available to the 
employee. 
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Rating Official (RO) > My Workplace > Performance Appraisal Application (PAA): 

Rating Official reviews the performance plan the employee created. 

 

Performance Plan > Performance Plan Details > Change in Rating Official/Higher Level Review:  

Review Appraisal Type, Appraisal Period Start Date, Appraisal Period End Date, Rating Official Name and 
Higher Level Reviewer. These may be updated at this time. If changes are required, enter the 
appropriate information for the type and dates or select the ‘Change Rating Official and/or Higher 
Level Reviewer’ button to enter a different Rating Official or Reviewing Official (HLR). 

 

Change Rating Official Page:  

On this page, the Rating Official and/or the Higher Level Reviewer can be changed. Select the  icon to 
continue. 
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Search and Select:  Rating Official Name: 

 

Select ‘Go’ button or enter a partial search in the Name field and select ‘Go’. 

From the list provided, select the appropriate name for your change using the ‘Quick Select’ link for the 
selection. 

 

The name selected auto-populates in the ‘Rating Official Name’ field. Select ‘Save and Return to 
Performance Plan Details’ button to save changes to the ‘Changed Rating Official Name’. Select ‘Save 
and Return to Performance Plan Details’ to continue. 
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Performance Plan > Mission Goals: 

Select tab to either review existing data (entered by employee) or update. 
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Performance Plan > Performance Objectives: 

If the employee created an objective, select the ‘Update’ button on the objective to view or make 
changes. If you want to add another objective, select the ‘Add Performance Objective’ button. 

 

Add Performance Objective: 

Fill in the required fields  ‘Performance Objective Title’ and ‘Start Date’. The Start Date displays the date 
identified in the Appraisal Period Start Date or the current system date. Enter the performance 
objectives. The DCIPS PAA allows a maximum of ten Performance Objectives. 

Select ‘Save and Return to Performance Objectives Tab’ to continue. 
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Performance Elements: 

Rating Official selects ‘Performance Elements’ tab to view the Performance Elements. Performance 
Elements are auto-populated and cannot be changed. 

 

Performance Plan > Approvals & Acknowledgments: 

Rating Official transfers Performance Plan to Reviewing Official (HLR) via Option A or documents 
approval via Option B. Select tab for ‘Approvals & Acknowledgments’ of the Performance Plan. Step 1:  
Rating Official – Request or Document Higher Level Review – select the ‘Start’ button. 
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There are two options to complete the Higher Level Review – they are: 

Option A – When ‘Transfer to the Higher Level Reviewer (HLR) in the PAA’ is used, the performance 
plan transfers to the Reviewing Official (HLR). Select either of the ‘Transfer to Higher Level Reviewer …’ 
buttons and a confirmation is received. The Current PAA status updates to ‘Plan Pending HLR Review’. 

 

Confirmation message received that performance plan has been submitted to the Reviewing Official 
(HLR). 

 

Option B – When ‘Document the higher level review has taken place by entering the following 
information’ is used, the performance plan does not transfer to the Reviewing Official (HLR). The Review 
Date, Method of Review and Approver has to be documented and the ‘Save’ button selected. The 
Current PAA status updates to ‘Plan Reviewed by HLR’. 

   

Note:  Use Option B when the Rating Official and the Reviewing Official (HLR) are the same. 
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Reviewing Official (HLR) > My Workplace > Performance Appraisal Application: 

Reviewing Official (HLR) approves the performance plan or returns it to the Rating Official for 
change. Select HLR Appraisals under the ‘Show Me’ if needed to limit the list. Reviewing Official 
may navigate to the Performance Plan to review and then approve or return for change by 
selecting the ‘Go’ button with ‘Update’ in the Action column for the employee’s PAA. 

 

Reviewing Official may navigate directly to the ‘Approvals & Acknowledgment’ tab in the Performance 
Plan by selecting the ‘Go’ button with ‘Track Progress’ in the Action column for the employee’s PAA and 
then selecting the link. 
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Performance Plan > Approvals and Acknowledgments: 

 

Important Information: Under the Performance Plan > Approvals & Acknowledgments tab, the 
Reviewing Official (HLR) has two action options to choose from – Approve or Return for Change. 

Return for Change: 

 

The Reviewing Official (HLR) receives the screen below and has these options:  ‘Cancel’, ‘Transfer to 
Rating Official without E-mail Notification’ or ‘Transfer to Rating Official with E-mail Notification’. 
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Reviewing Official (HLR) selects ‘Transfer to Rating Official with E-mail Notification’ button and receives 
the following ‘Information’ note. To complete the action to return to the Rating Official for change, 
select the ‘Yes’ button. 

 

Approve: 

 

The Reviewing Official (HLR) receives the screen below and has these options:  ‘Cancel’, ‘Transfer to 
Rating Official without E-mail Notification’ or ‘Transfer to Rating Official with E-mail Notification’. 

 

The Reviewing Official (HLR) selects ‘Transfer to Rating Official with E-mail Notification’ and receives the 
following ‘Information’ note. 

 

The Reviewing Official (HLR) selects ‘Yes’ and a confirmation message is received. If the Reviewing 
Official (HLR) does not want to approve the performance plan at this time, the ‘No’ button would be 
selected. 
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Confirmation message is received. 

 

Note: The PAA is owned by the Rating Official and the ‘Current PAA Status’ changed to ‘Plan Reviewed 
by HLR’ and the Reviewing Official (HLR) has ‘View’ only capability for the approved PAA. 

Track Progress: 

Reviewing Official (HLR) may select View, Reports/Forms, Change RO and/or HLR or Track Progress from 
the Action column.  If ‘Track Progress’ is selected, the Reviewing Official (HLR) will see the following 
screen:
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Reports/Forms: 

If ‘Reports/Forms’ is selected from the action list, the Reviewing Official (HLR) may view/print selected 
sections (if completed) of the PAA or the working copy of the DD Form 2906D. 

 

Select the sections to view or the Select / Deselect All and then ‘View/Print Selected Section(s)’ to view. 

 

 

Save or print the report. 
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Rating Official (RO) > My Workplace > Performance Appraisal Application (PAA): 

Rating Official selects the ‘Update’ action and then the ‘Go’ button to print the working copy of 
the DD 2906D and document communication of the Performance Plan to the employee. 

 

Reports/Forms: 

Rating Official selects the ‘Reports/Forms’ tab and then the ‘View/Print Working Copy Form’ 
button to view, save and/or print the working copy of the DD 2906D. 
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Rating Official Communicates Plan to Employee: 

Rating Official selects the ‘Performance Plan’ tab and then the ‘Approvals & Acknowledgments’ tab. 
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Select the ‘Start’ button to continue with Step 3: Rating Official Document Communication to Employee. 

 

Enter ‘Communication Date’ and ‘Communication Method’. If the ‘Communication Method’ is ‘Other’, 
then complete the ‘Other’ block as well. 

 

Important Note: If the Communication Date entered is earlier than the HLR Approval Date, the following 
error message is received: 

 

Make adjustments to the ‘Communication Date’ and then select ‘Save and Transfer to Employee for 
Acknowledgment’ button.  

Note:  The performance plan should be transferred to the employee for their acknowledgment; 
however, the employee can acknowledge the performance plan without having ownership once Step 3 
is completed. 
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Rating Official Notification to Employee:  

Select ‘Transfer to Employee with E-mail Notification’ button to continue. 

 

Confirmation message is received that the appraisal has been submitted to the employee. Rating Official 
now has ‘View’ only and if necessary, can retrieve the performance plan from the employee; go to 
Reports/Forms, Change RO and/or HLR and go to Track Progress. 

Note:  Since communication of the performance plan has been documented, the performance plan is 
now approved. 
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Employee > My Biz > Performance Appraisal Application (PAA): 

Acknowledging Performance Plan: 

The performance plan has been transferred to the employee for acknowledgment. The employee goes 
to Performance Appraisal Application (PAA) to acknowledge. Select ‘Go’ with ‘Update’ in the Action 
column and then select the ‘Approvals & Acknowledgments’ tab in the Performance Plan tab. 

Note: The employee does not need to have ownership of the performance plan to acknowledge once 
Step 3 is completed. In this case ‘View’ would be in the Action column. 

 

Performance Appraisal Application Main Page: 

 

Performance Plan > Approvals & Acknowledgments: 
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Select ‘Acknowledge Receipt’ button to complete this step. 

Step 4 Completed:  Employee can view Track Progress, start on Midpoint Review or Performance 
Evaluation, view/print Reports/Forms or Transfer to Rating Official when assessments have been 
completed or Return to Main Page by selecting the applicable button. 

 

Main PAA Page > Completed Plans/Appraisals (Employee): 

Employee can now access the completed Performance Plan from the Performance Appraisal Application 
Main Page. Select ‘Show Completed Plans/Appraisals’ link to continue. 

 

Searching for a performance plan, midpoint review, etc., can be done by entering the ‘Appraisal Year’ or 
‘Event’ such as ‘DCIPS Performance Plan’, ‘DCIPS Midpoint Review’, etc. To view ‘all’, select the ‘Find’ 
button. 

This employee can now view/print the completed performance plan. 

 

 



 

32 
 

Rating Official/Reviewing Official (HLR) > Main PAA Page:  

Completed Plans/Appraisals: 

The Rating Official (RO), the Reviewing Official (HLR), the Trusted Agent for the RO and the Trusted 
Agent for the HLR can also view a completed performance plan once receipt has been acknowledged by 

either the employee or the RO under the link located on the Main PAA 
Page. 

Select the link and enter Employee Name or Appraisal Year or Event and then select the ‘Find’ button to 
locate the events. 

 

Track Progress: 

Select ‘Track Progress’ from Action list and then select ‘Go’. 
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Select ‘Return to Previous’ to go back to the PAA Main Page. 
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Rating Official/Higher Level Reviewer – My Workplace > Manage PAA Trusted Agent 
Authorization: 

To appoint a ‘Trusted Agent’, the Rating Official (RO) or the Reviewing Official (HLR) selects ‘Manage 
PAA Trusted Agent Authorization’ from ‘My Workplace’. 

 

Manage Trusted Agent Assignments: 

 

Role: Identify the Role you want the Trusted Agent to act on in your behalf (Rating Official or Higher 
Level Reviewer). Select Rating Official from the list. 

System Type: Defaults to ‘Self Service Hierarchy’. If you select ‘Self Service Hierarchy’ as the system 
type, the next screen will display names of all employees in your hierarchy. If you select ‘Defense Civilian 
Intelligence Personnel System’ as the system type, the next screen will display only names of employees 
in your hierarchy who have a PAA in progress or employees not in your hierarchy where you are 
identified as the Rating Official (or HLR when selecting the Higher Level Reviewer role) on their PAA. 

You would use the down arrow to select ‘Defense Civilian Intelligence Personnel System’ as the system 
type. With ‘Self Service Hierarchy’ as the system type, select the ‘Go’ button. 
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Assigning Trusted Agent Role: 

This page identifies current ‘Trusted Agents’ and their start date. You may add a trusted agent from this 
page or end the authorization of one previously identified by completing the ‘End Date’ block and then 
select ‘Apply’. 

A Start Date cannot be a ‘past’ date – has to be a current or future date. You may select ‘Show Manage 
Assignment of Trusted Agent for Selected Employee(s)’ link to open another page where you can also 
assign or terminate the assignment of a trusted agent for multiple employees.  

 

Select ‘Show Management Assignment of Trusted Agent for Selected Employee(s)’. 

 

Enter the name of the employee who is to be your Trusted Agent (TA) as RO in the Trusted Agent Name. 
Enter the Start Date for the TA assignment, select the employees for whom this TA can act on your 
behalf in the PAA application and then select the ‘Apply’ button. 

Note:  A Trusted Agent does not have to be a current supervisor; however, an individual cannot be 
assigned as a Trusted Agent for their own PAA. Once appointed, a Trusted Agent can perform all actions 
as the Rating Official (or Reviewing Official if assigned as TA for HLR) within the DCIPS Performance 
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Appraisal Application. Their list of employees will only include employees for whom the ‘Trusted Agent’ 
assignment has been made. 

 

The page is refreshed with the updated information. 

 

Note: Those individuals appointed as Trusted Agents are assigned the ‘CIV Trusted Agent’ responsibility. 

Select the ‘Home’ link to return back to the Navigator. 
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Logging in as CIV Trusted Agent:  

View My Trusted Agent Authorizations:  

As a Trusted Agent, you can view your authorizations by selecting ‘View My Trusted Agent 
Authorizations’ link. 

 

 

Acting as Trusted Agent: 

Select ‘PAA Acting as Trusted Agent’ link as CIV Trusted Agent. 
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Trusted Agent Performance Appraisal Application Main Page:  

 

Select the ‘ ’ to view the Rating Official(s) and Reviewing Official(s) (HLR) that you are a ‘Trusted Agent 
for’. 

 

A list of names will display for who you have been designated as a trusted agent for. Individuals can be a 
Trusted Agent for more than one Rating Official or Reviewing Official (HLR). Select the appropriate name 
for the individual/role that you will be performing PAA actions for as a Trusted Agent. 

 

Trusted Agent – Create New Plan: 

Select the drop down arrow under ‘Create New Plan’, select Defense Civilian Intelligence 
Personnel System and then the ‘Go’ button to create an employee’s Performance Plan. 
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Trusted Agent – List of Employees: 

Your name will display after the ‘Logged in as:’ and whoever you are acting as Trusted Agent for, their 
name will display after the ‘Acting on Behalf of:’ as the Rating Official or Higher Level Reviewer name. 
The list of employees will only include those employees for whom the ‘Trusted Agent’ authorization has 
been made. 

Select ‘Create’ button for employee to create the Performance Plan.  

 

Trusted Agent – Copy An Existing Performance Plan: 

Review Appraisal Type, Appraisal Period Start Date, Appraisal Period End Date, Rating Official Name and 
Higher Level  Reviewer Name on the ‘Create Performance Plan:  Setup Details’ screen. Make changes as 
necessary. 

To copy an existing Performance Plan, select ‘Copy An Existing Performance Plan’ button. 

Note:  A Rating Official or their Trusted Agent can copy a performance plan, if one is available, of any 
employee in their self-service heirarchy or one in which they were the Rating Official. 
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Trusted Agent – Copying Performance Plan: 

The employee’s name will be auto-populated. Enter the name of the employee whose performance plan 
you wish to copy or enter an Appraisal Year with the Employee Name blank to retrieve performance 
plans for multiple employees and then select the ‘Find’ button. 

 

The performance plans available for copying will appear. Select the ‘Copy’ button for the one you wish 
to copy. The Performance Plan may be viewed before copying by selecting the ‘View’ button. 

 

Information message: 

Select the ‘Yes’ button to continue copying this Performance Plan. 
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Trusted Agent – Performance Plan > Approvals & Acknowledgments > Request or Document 
Higher Level Review: 

Follow steps identified above to view or update Mission Goals and Performance Objectives. To continue, 
select the ‘Approvals & Acknowledgments’ tab. 

 

To start the approval process, select the ‘Start’ button on ‘Step 1:  Rating Official Request or Document 
Higher Level Review’. 

Note:  Before approving, the Performance Plan may be sent to the employee for their review/update 
using the ‘Transfer to Employee’ button. Once reviewed, the employee would send it back to the Rating 
Official using the ‘Transfer to Rating Official’ button. 
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Use Option B - Document the higher level review has taken place by entering the following information: 
Review Date and Method of Review and then select ‘Save’ button to continue. 

 

Confirmation message: 

Signatures of both the RO and HLR are required on the hard copy appraisal when Option B is used. 
Select ‘Yes’ button on the ‘Confirmation’.   
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Trusted Agent - Performance Plan > Approvals & Acknowledgments > Document 
Communication to Employee: 

Step 3:  Rating Official Document Communication to Employee - select the ‘Start’ button. 

 

Enter the Communication Date and Communication Method. The ‘Trusted Agent Certification’ box has 
to be selected before proceeding. Once the box is checked, select the ‘Save and go to Step 4’ button. 

 

Note: If the certification box is not checked, user will receive the following error message: 

 

Confirmation message is received. Select the ‘Yes’ button to continue. 

 

The ‘Current PAA Status’ is now ‘Plan Approved’. The ‘Midpoint Review’, the ‘Performance Evaluation’ 
and the ‘Manage Guest Participants’ tabs become available once the Performance Plan is approved. 
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Trusted Agent - Performance Plan > Approvals & Acknowledgments > Document Employee 
Acknowledgment: 

In Step 4 – Rating Official Document Employee Acknowledgment, select the ‘Start’ button. 

 

Trusted Agent for Rating Official documents the Acknowledgment (Refused or Other), enters method if 
‘Other’ and the Date and then selects the ‘Save’ button. 
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Trusted Agent - Performance Plan > Transfer to Employee: 

When the Rating Official documents the employee’s acknowledgment, the Performance Plan remains 
with the Rating Official as the owner. In order for the employee to provide their assessments for either a 
Midpoint Review or the Performance Evaluation, the employee must have ownership of the 
Performance Plan. To transfer the Performance Plan to the employee, select the ‘Transfer to Employee’ 
button while within the PAA or by selecting this action in the Action column from the PAA Main Page. 

 

Rating Official Notification to Employee: 

To continue, select either the ‘Transfer to Employee without E-mail Notification’ or the ‘Transfer to 
Employee with E-mail Notification’. At that point, the employee will have ownership of the performance 
plan  

Note:  If the employee does not have an e-mail address on file, the transfer with E-mail option will not 
be displayed.  
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Employee > My Biz > Performance Appraisal Application (PAA):  

My Journal: 

Employees can track their accomplishments during the performance cycle within the ‘Performance 
Appraisal Application (PAA)’ by selecting the ‘My Journal’ tab. This journal will hold up to 8000 
characters and can be accessed by the employee when completing their assessments for the Midpoint 
Review and the Performance Evaluation. 

Select the ‘Save’ button when accomplishments are added and then select the ‘PAA Main Page’ tab to 
return to the Performance Appraisal Application Main Page. 

 

 

Confirmation message: 

When’Save’ is selected, a confirmation will be received. The information in this journal is only visable to 
the employee and can be purged by using the ‘Purge All’ button or printed by using the ‘Printable Page’ 
button. 
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Employee Creates Midpoint Review: 

The next step for the Performance Management Cycle is the Midpoint Review. Either the Rating Official 
or the employee can create a Midpoint Review. The performance plan is currently assigned to the 
employee, so in this example, the employee will create the Midpoint Review. Select the ‘Go’ button for 
the performance plan to be used in completing the Midpoint Review. 

Note:  To create the Midpoint Review, the action for this performance plan must be ‘Update’ and not 
‘View’.  

  

Select the ‘Midpoint Review’ tab and then the ‘Create Midpoint Review’ button. 

 

Select the radio button in front of each performance objective and complete the employee’s self-report 
of accomplishments for all performance objectives. To cut and paste from the ‘My Journal’ tab, select 
the ‘My Journal’ link. You can also cut and paste from MS Word. 
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Complete employee’s self-report of accomplishments for the Performance Objectives. Select the 
‘Performance Element Assessments’ tab and follow same procedure to complete employee’s self-report 
of accomplishments for each Performance Element or use Performance Element 1 to summarize all 
accomplishments for the Performance Elements. Select the radio button in front of each Performance 
Element to enter employee’s self-report of accomplishments for each. When all ‘Employee Self 
Assessment’ blocks are completed, select the ‘Return to Midpoint Reviews” button located at the upper 
right hand corner of screen. 
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To transfer the performance plan to the Rating Official, select the ‘Transfer to Rating Official’ button. 

 

Select the ‘Transfer to Rating Official without E-mail Notification’ button or the ‘Transfer to Rating 
Official with E-mail Notification’ button to send to the Rating Official. 

 

If any of the employee’s self-report of accomplishments are missing in the Performance Objectives or in 
the Performance Elements, a Warning is received. It is only a warning. 

 

If the ‘No’ button is selected to the warning, you will be returned to previous page. If the ‘Yes’ button is 
selected, the Performance Plan will transfer to the Rating Official. 

Select ‘Yes’ button to continue. 

Confirmation message: 

Confirmation received. Employee no longer has ownership of the performance plan and has ‘View’ only 
access now. Employee can ‘Retrieve’ it provided the Rating Official has not taken action on it. 
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Rating Official (RO) > My Workplace > Performance Appraisal Application (PAA): 

Rating Official Completes Midpoint Review: 

Select the ‘Go’ button on the Performance Plan to complete the Midpoint Review. 

 

Select the ‘Update’ button in the Midpoint Review tab. 

 

Rating Official reviews employee’s self-report of accomplishments and enters their evaluation in the 
‘Rating Official Assessment’ block for each Performance Objective. Select the radio button in front of 
each Performance Objective to access. 
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Select the ‘Performance Element Assessments’ tab to continue. Rating Official reviews employee’s self-
report of accomplishments and completes their evaluation in the ‘Rating Official Assessment’ block for 
each Performance Element or provides a summary evaluation for all Performance Elements in the 
Performance Element 1 block. Select the radio button in front of each Performance Element to access. 
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After each Rating Official Assessment is completed, the Rating Official selects ‘Approvals & 
Acknowledgments’. Select the ‘Start’ button in ‘Step 1:  Rating Official Request or Document Higher 
Level Review (If Required)’ in Action column to request or document Reviewing Official’s review. 

 

The Rating Official will receive a warning if an employee’s self-report of accomplishments is missing. This 
is only a warning which provides the Rating Official an opportunity to route the Performance Plan back 
to the employee to add accomplishment(s). If ‘No’ is selected for the warning, the Rating Official will be 
returned to the ‘Approvals & Acknowledgments’ area of the Midpoint Review. The Rating Official will 
receive a warning when any of the Rating Official’s evaluations are also missing. 



 

54 
 

Warning when employee self-report of accomplishments are missing:  

 

Warning when Rating Official evaluations are missing: 

 

If ‘Yes’ is selected, Step 1 will be available for update. 

There are two options to document that the Higher Level Review has taken place in the PAA: 

Option A – Transfer to the Higher Level Reviewer (Reviewing Official). If this option is used, the Rating 
Official loses ownership of the PAA and has ‘View’ only. 

Option B – Document the Higher Level Review has taken place by entering the ‘Review Date’, ‘Method 
of Review’ and ‘Approver’ of the Midpoint Review that took place. The Rating Official continues to have 
ownership of the PAA. 
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Select Option B. Enter the Review Date and the Method of Review. The ‘Other’ must also be completed 
when the Method of Review is ‘Other’. Then select the ‘Save’ button. 

 

Confirmation message:  This message will be received when Option B is used. 

   

If the ‘No’ button is selected, the Rating Official is returned to the’ Approvals & Acknowledgments’ page. 
If the ‘Yes’ button is selected, an ‘Information’ message is received only if the Reviewing Official does 
not have an e-mail address. 

 

Select the ‘OK’ button to continue if this message is received. 
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Rating Official Completes Step 3 – Rating Official Document Communication to Employee: 

Select the ‘Start’ button in Step 3. 

 

Document the ‘Communication Date’ and ‘Communication Method’ and then select the ‘Save and 
Transfer to Employee for Acknowledgment’ button. The employee will then have ownership of the 
Performance Plan once completed. The Rating Official could select ‘Save and go to Step 4’ when the 
employee is not available to acknowledge receipt or refuses. In this case the Rating Official retains 
ownership of the Performance Plan. 

 

Rating Official Notification to Employee: Select ‘Transfer to Employee with E-mail Notification’. 
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Confirmation message: 

  

The Current PAA Status is now ‘Midpoint Review Approved by RO’ and the Rating Official has ‘View’ only 
as the employee has ownership of the Performance Plan. Select the ‘Go’ button to view Midpoint Status. 

 

The Status for the Midpoint is ‘Pending Employee Acknowledgment’. If the employee is unavailable or 
refuses to acknowledge, the Rating Official can retrieve the Performance Plan by selecting the ‘Retrieve 
Appraisal’ button and then complete ‘Step 4: Rating Official Document Employee Acknowledgment’. 

Select ‘Return to Main Page’ as the employee will be acknowledging receipt. 
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Employee > My Biz > Performance Appraisal Application (PAA)> Midpoint Review: 

Step 4: Employee Acknowledgment Receipt: 

Select the ‘Go’ button on the Performance Plan to update the Midpoint Review. 

 

Select the ‘Update’ button in the ’Midpoint Review’ tab. 

 

The employee can view the Rating Official’s assessments once Step 3 of the Midpoint has been 
completed by selecting the ‘Performance Objective Assessments’ tab and the ‘Performance Element 
Assessments’ tab. Select the ‘Approvals & Acknowledgments’ tab to acknowledge. 
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Select the ‘Acknowledge Receipt’ button to continue. 

 

The Midpoint Review Status updates to ‘Completed’ and no changes can be made. Select ‘Return to 
Midpoint Reviews’. 

 

To view the completed Midpoint Review, the employee can select the ‘View History’ button. Once Step 
4 is completed, the Midpoint Review is also available under the Completed Plans/Appraisals from the 
Main PAA Page. 

To view the progress for this Performance Plan, select the ‘Track Progress’ button. 
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Track Progress (Employee):  

The following screen displays. Select the ‘Return to Previous’ button next. 

 

Note: As the employee is the owner of this Performance Plan, the link to ‘Create Midpoint’ and 
‘Assessments’ for the Performance Evaluation are active. Selecting either link will take the employee to 
the appropriate tab. 

Select the ‘Return to Main Page’ button. 
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Completed Plans/Appraisals (Employee): 

Once completed, the Midpoint Review is also available in the ‘Completed Plans/Appraisals’ area for the 
employee, the Rating Official and the Reviewing Official. Select ‘Show Completed Plans/Appraisals’ and 
then the ‘Find’ button to view. 

 

 

The employee’s completed plans/appraisals will be displayed. To view and/or print the DCIPS Midpoint 
Review, you would select the icon under the Reports/Forms column. 
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Rating Official > My Workplace > Performance Appraisal Application (PAA)> Modify Approved 
Performance Plan: 

Following the steps identified above, another employee created their Midpoint Review, entered their 
self-report of accomplishments in the employee assessment blocks and transferred to the Rating 
Official. Following the steps identified above, the Rating Official has entered the Rating Official 
evaluations and while completing them, noticed that one of the Performance Objectives need to be 
corrected. In this example, Performance Objective 4 is the one needing modified. Before completing 
Step 1 in the ‘Approvals & Acknowledgments’ tab, the Rating Official selects the ‘Back to Midpoint 
Reviews’ tab to correct/modify the Performance Plan. 

 

 

Select the ‘Performance Plan’ tab to access the Performance Objective to be corrected or modified. 
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Rating Official - Modifies an Approved Performance Plan: 

The Rating Official selects the ‘Performance Objectives’ tab in the ‘Performance Plan’ tab and selects the 
‘Update’ button for Performance Objective 4. 

 

Modify the performance objectives for this Performance Objective and then select the ‘Save and Return 
to Performance Objectives Tab’. 

 



 

64 
 

The ‘Status’ for Performance Objective 4 updates to ‘Modified’ and a new tab ‘Re-Approvals & 
Acknowledgments’ was created for this Performance Plan. Before approving, the Rating Official has the 
option to ‘Transfer to Employee’ for their review/update. If that option is used, the employee needs to 
‘Transfer to Rating Official’ once reviewed in order to complete the re-approval process. If transferred to 
the employee, the employee will not be able to see any of the Rating Official’s assessments for the 
Midpoint Review as Step 3 of the Midpoint Review approval process has not been completed.  

Select the ‘Re-Approvals & Acknowledgments’ tab to continue. 

 

If the Rating Official (or the employee) were to view the ‘Performance Objective Assessments’ for the 
Midpoint Review before the modified performance objective is approved, this Performance Objective as 
well as the assessments that had been entered would not appear. Once the modified Performance Plan 
is approved, they would re-appear. 
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Rating Official > Performance Plan > Re-Approvals & Acknowledgments: 

When an approved Performance Plan is modified, the re-approvals process has the option to go directly 
to ‘Step 3: Rating Official Document Communication to Employee’ if a higher level review is not 
required. If a higher level review is required, the Rating Official would select the ‘Start’ button for ‘Step 
1’ and use Option A to transfer to the Reviewing Official to complete Step 2 or use Option B to complete 
Step 2. 

Select the ‘Start’ button for Step 3 as the higher level review if not required in this example. 

 

Enter the ‘Communication Date’ and ‘Communication Method’. Select the ‘Save and go to Step 4’ 
button. 

 

Select the ‘Yes’ button for the Confirmation message. 
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Rating Official > Re-Approvals & Acknowledgments > Documents Employee Acknowledgment: 

Select the ‘Start’ button for Step 4 to document the employee’s acknowledgment. 

 

Complete ‘Acknowledgment’, ‘Other’ and ‘Date’ and then select the ‘Save’ button to complete the re-
approval process.  

 

Select the Performance Objectives tab for the Performance Plan. Performance Objective 4 is now in an 
‘Approved’ status.  
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Rating Official - Completes Midpoint Review: 

Select the ‘Midpoint Review’ tab and then the ‘Update’ button under the Action column. 

 

Select Performance Objective 4 in the ’Performance Objective Assessments’ tab to verify that the 
assessments previously entered display. Select the ‘Approvals & Acknowledgments’ tab to continue. 
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Select the ‘Start’ button for Step 3 to document that the Midpoint Review has been communicated to 
the employee. 

 

Complete the ‘Communication Date’ and ‘Communication Method’ and select the ‘Save and Transfer to 
Employee for Acknowledgment’. 

 

Select the ‘Transfer to Employee with E-mail Notification’ button to complete the transfer. 
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Employee > My Biz > Performance Appraisal Application (PAA)> Acknowledges Receipt of 
Midpoint Review: 

Select the ‘Go’ button for the Performance Plan. 

 

Select the ‘Update’ button for the Midpoint Review. 

 

Select the ‘Acknowledge Receipt’ button. 

 

 



 

70 
 

Select the ‘Return to Midpoint Reviews’ button. 

 

The Midpoint Review Status is ‘Completed’. Select the ‘Performance Evaluation’ tab to enter 
assessments for the Performance Evaluation or select the ‘Return to Main Page’ button to return to the 
PAA Main Page or the ‘Logout’ button to exit. 
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Employee > My Biz > Performance Appraisal Application (PAA)> Performance Evaluation: 

To enter their self-report of accomplishments, the employee must have ownership of the PAA. The 
‘Current Owner’ column identifies who currently has the ownership of the PAA.   

Select ‘Go’ with ‘Update’ in the Action column on the Performance Appraisal Application Main Page. 

 

Select the ‘Performance Evaluation’ tab to begin entering the self-report of accomplishments on your 
Performance Evaluation. 
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Performance Evaluation > Performance Objective Assessments: 

Begin with entering employee’s self-report of accomplishments in the ‘Performance Objective 
Assessments’ tab for each Performance Objective. Select the radio button to move between the 
Performance Objectives. 

 

 

To cut and paste from the ‘My Journal’ tab, select the ‘My Journal’ link. You can also cut and paste from 
MS Word. 
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Performance Evaluation > Performance Element Assessments:  

Complete the employee’s self-report of accomplishments for each element. Select the radio button to 
move between the Performance Elements. To provide a summary for all Performance Elements, enter a 
summary in the block for Performance Element 1 only. 
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Performance Evaluation > Reports/Forms > Working Copy of 2906D: 

Once all assessments have been completed for the Performance Evaluation, it is recommended that you 
view the working copy of the 2906D to insure that the data entered fits into the blocks on this form and 
that any special characters cut and pasted into these blocks are ones supported. If necessary, remove 
extraneous line returns and change any special characters that print as ‘&# (followed by numbers)’. 

Select ‘Reports/Forms’ tab and then the ‘View/Print Working Copy Form’. 

 

Select the ‘Open’ button to view the assessment blocks. 

 

A Working Copy of the 2906D will appear. Review your assessment blocks to determine if any 
adjustments for exceeding the line count or special characters are required. If required, navigate to the 
particular Performance Objective or Performance Element assessment block to correct the block. 
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Performance Evaluation > Performance Evaluation: 

Select the ‘Performance Evaluation’ tab to view the list of all performance objectives and performance 
elements. Once Step 3 in the ‘Approvals & Acknowledgments’ process has been completed, you will be 
able to view the Performance Evaluation ratings on this page. 

 

Performance Evaluation > Approvals & Acknowledgments: 

Employee has no action under ‘Approvals & Acknowledgments’ tab until Step 3 has been completed. 
Once all employee assessments are completed, transfer the performance plan to the Rating Official by 
selecting the ‘Transfer to Rating Official’ button. 
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Employee Notification to Rating Official: 

You can transfer with or without an e-mail notification by selecting the appropriate button. 

 

A confirmation message will be received. 

 

Employee will have ‘View’ only now that the Performance Plan has been transferred to the Rating 
Official and the employee is no longer the current owner. 

 

If the employee transferred the Performance Plan prematurely, it can be retrieved by selecting 
‘Retrieve’ from the Action list and selecting the ‘Go’ button provided the Rating Official has not acted 
upon it. The employee call also track the progress by selecting ‘Track Progress’ from this list and 
selecting the ‘Go’ button. 
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Rating Official > My Workplace > Performance Appraisal Application (PAA)> Manage Guest 
Participants: 

Rating Official - Guest Participant: 

The Rating Official can request assessment information from a guest participant. Select the ‘Go’ button 
with ‘Update’ in the Action column and then the ‘Manage Guest Participants’ tab or select the ‘Go’ 
button with ‘Manage Guest Participants’ in the Action column to request feedback from a guest 
participant. 
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Manage Guest Participants: 

Select the ‘Add Participant’ button to begin. 

 

Search and Select:  Guest Participant Page: 

Identify the Guest Participant and the Participation Type – Guest Rater or Guest Reviewer  – and then 
click on ’Select’. The Guest Participant’s name must be in DCPDS; the Guest Participant does not need to 
be a current supervisor with ‘My Workplace’. 

To search for a participant name, select the ‘magnifying glass’ icon and then select name from the 
available names. 

 

Identify ‘Participation Type’ by selecting Guest Rater or Guest Reviewer from the list. 
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Once the ‘Select’ button is selected, the screen below will appear with the Guest Participant’s name. 
This screen then offers an opportunity to ‘Request Feedback’, ‘Suspend Feedback’ or ‘Add Participant’. 
You may also change the participant type by selecting ‘Update Participation Type’ from the Action 
column and selecting the ‘Go’ button or remove this guest participant if guest participation is not 
required by selecting‘Remove Participant’from the Action column and selecting the ‘Go’ button. 

 

Update Participation Type: 

To change the participation type, select the other ‘Participation Type’ from the drop down list and then 
the ‘Select’ button. 

 

Remove Participant: 

To remove the guest participant, select ‘Remove Participant’ from the Action drop down list and then 
select the ‘Go’ button. Then select ‘Yes’ to complete the removal. 
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A confirmation message will be received. 

 

Request Feedback: 

Adding a participant does not automatically generate a request for the feedback. You must also use the 
‘Request Feedback’ button. The box in the ‘Select’ column must also be checked. 

Select the ‘Request Feedback’ button. 

Note: The ‘Suspend Feedback’ button is used to suspend a request for feedback. To add another 
participant, use the ‘Add Participant’ button. 

 

You may add any comments in the Notification Message box. Select the ‘Submit to Guest Participant’ 
button to continue.  
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If the guest participant has an e-mail address in ‘DCPDS’, you will receive the below notification. 

 

If the guest participant does not have an e-mail address in ‘DCPDS’, you will receive the below 
notification and will be required to contact the individual by another means. The person identified as 
the guest participant will still have access to the PAA. 

 

Select the ‘Return to Manage Guest Participants Tab’ to finish. 

 

Once the guest participant has entered their feedback, the Rating Official will select the ‘Go’ button with 
‘View Feedback’ in the Action column to view. 
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Guest Rater or Guest Reviewer: 

Individual identified as Guest Rater or Guest Reviewer may access the Performance Plan to provide their 
input by selecting the ‘Provide Guest Feedback’ tab in the upper left corner of the Performance 
Appraisal Application Main Page. If the guest participant is a supervisor or a Rating Official, this tab 
would be accessed using My Workplace or CIV Rating Official > Performance Appraisal Application (PAA); 
otherwise this tab is accessed using My Biz > Performance Appraisal Application (PAA) navigation. 

My Workplace: 

 

My Biz: 

 

Select ‘Provide Guest Feedback’ tab to continue. A list of employees will appear if feedback has been 
requested. Select the ‘Go’ button with ‘Update Feedback’ in the Action column to input the feedback. 
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My Workplace or My Biz > Performance Appraisal Application (PAA)> Provide Guest 
Feedback: 

Guest Rater - Performance Objective Assessments: 

When the ‘Participation Type’ is Guest Rater, the guest participant will be provided the screens below 
for their input.  

The Guest Rater can write an assessment for any or all Performance Objectives in the ‘Performance 
Objective Assessments’ tab and provide their recommended rating(s). When done, select the 
‘Performance Element Assessments’ tab.  
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Guest Rater - Performance Element Assessments: 

Guest Rater can write an assessment for any or all Performance Elements in the ‘Performance Element 
Assessments’ tab and provide their recommended rating(s). When the guest participant has completed 
their assessments, select the ‘Complete’ button. 
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Appraisal Feedback:  Complete: 

Guest Participant has the opportunity to add comments to the e-mail to the Rating Official if desired. 
Select the ‘Submit’ button to complete the feedback process. 

 

 

Once guest participant’s assessment information has been submitted, participation status changes to 
‘Feedback Completed’. The Guest Participant can view the feedback provided, but no further changes 
can be made unless the Rating Official requests another feedback. 
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Guest Reviewer - Overall Feedback: 

Guest Reviewers only provide overall feedback and do not assess or rate performance objectives and 
performance elements separately. As the Guest Participant, select ‘Provide Guest Feedback’ tab. A list of 
employees will appear if feedback has been requested. Select the ‘Go’ button with ‘Update Feedback’ in 
the Action column to input the feedback. 

 

When the ‘Participation Type’ is Guest Reviewer, the guest participant will provide their input in the 
screen below and then select the ‘Complete’ button when finished. 
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Appraisal Feedback:   Complete: 

Guest Participant has the opportunity to add comments to the e-mail to the Rating Official if desired. 
Select ‘Submit’ button to continue. 

 

Once guest participant’s assessment information has been submitted, participation status changes to 
‘Feedback Completed’. The Guest Participant can view the feedback provided, but no further changes 
can be made unless the Rating Official requests another feedback. 
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My Workplace > Performance Appraisal Application (PAA)> Views Feedback: 

The Rating Official and the Reviewing Official (Higher Level Reviewer) have an immediate view of 
information entered by guest participants even prior to the Guest Participant submitting the data. Guest 
Participant submission will only be available for viewing by the Employee when the Performance 
Evaluation is ‘Completed’. 

Rating Official > PAA Main Page > Manage Guest Participants > View Feedback: 

To view the feedback from the Performance Appraisal Application (PAA) Main Page, select ‘Manage 
Guest Participants’ from the Action drop down menu and then the ‘Go’ button. The Rating Official must 
have ownership of the Performance Plan for this to appear on the Action list. 

 

Select the ‘Go’ button with ‘View Feedback’ in the Action column. 
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Rating Official/Reviewing Official (Higher Level Review) > PAA > Manage Guest Participants > 
View Feedback: 

To view the feedback from within the Performance Plan, select the ‘Go’ button for the applicable 
Performance Plan from the Performance Appraisal Application (PAA) Main Page with either ‘View’ or 
‘Update’ in the Action column. 

 

Select the ‘Manage Guest Participants’ tab and then the ‘Go’ button with ‘View Feedback’ in the Action 
column. 
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Rating Official/Reviewing Official (Higher Level Review) > Reports/Forms: 

The Rating Official and the Reviewing Official (Higher Level Reviewer) can also review the information 
entered by guest participants via ‘Reports/Forms’. Select the ‘Reports/Forms’ from the Performance 
Appraisal Application (PAA) Main Page or the ‘Reports/Forms’ tab from within the applicable 
Performance Plan. 

From PAA Main Page: 

 

Select the Guest Participants sections you want to view and then the ‘View/Print Selected Section(s)’ 
button. 

 

From within the PAA: 

Select the ‘Reports/Forms’ tab and then select the Guest Participants sections you wish to view. The 
report will generate once the ‘View/Print Selection Section(s)’ button is selected. 
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Reports/Forms > Report: 

Guest Rater: 

 

Guest Reviewer: 
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Rating Official > My Workplace > Performance Appraisal Application (PAA) > Performance 
Evaluation: 

Rating Official > Performance Evaluation: 

Select the ‘Go’ button with ‘Update’ in the Action column from the Performance Appraisal Application 
Main Page. The Rating Official must have ownership of the Performance Plan in order to enter 
evaluations and assign ratings. 

 

Select the ‘Performance Evaluation’ tab.  

 

Select the ‘Performance Objective Assessments’ tab to begin entering the Rating Official’s evaluations 
and ratings. 
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Performance Evaluation > Performance Objective Assessments: 

Review employee self-report of accomplishments and enter the Rating Official evaluation and rating for 
each Performance Objective in the ‘Performance Objective Assessments’ tab. Save all your changes 
before continuing to next step.  

 

Select the ‘Performance Element Assessments’ tab when done. 
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Performance Evaluation > Performance Element Assessments: 

Provide evaluation and a rating for each Performance Element and save updates. A summary evaluation 
for all of the Performance Elements may be entered in the block for Performance Element 1. If the 
summary is entered, the remaining Performance Elements 2 through 6 must not contain any data in the 
assessment blocks. 
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Performance Evaluation > Reports/Forms > Working Copy of 2906D: 

Once all assessments have been completed for the Performance Evaluation, it is recommended that you 
view the working copy of the 2906D to insure that the data entered fits into the blocks on this form and 
that any special characters cut and pasted into these blocks are ones supported. If necessary, remove 
extraneous line returns and change any special characters that print as ‘&# (followed by numbers)’. 

Select ‘Reports/Forms’ tab and then the ‘View/Print Working Copy Form’. 

 

Select the ‘Open’ button to view the assessment blocks. 

 

A Working Copy of the 2906D will appear. Review your assessment blocks to determine if any 
adjustments for exceeding the line count or special characters are required. If required, navigate to the 
particular Performance Objective or Performance Element assessment block to correct the block. 
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Performance Evaluation > Performance Evaluation Rating: 

Select the ‘Performance Evaluation Rating’ tab.  

 

This page provides an overview of the ratings assigned and the computed Average Performance 
Objective Rating, Average Performance Element Rating, Overall Rating and Evaluation of Record. 

 

Select the ‘Approvals & Acknowledgments’ tab in the ‘Performance Evaluation’ tab next. 
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Performance Evaluation > Approvals & Acknowledgments: 

Select the ‘Start’ button at Step 1 to request or document approval by the Reviewing Official (Higher 
Level Reviewer). 

 

Option A is used to transfer the Performance Plan to the Reviewing Official (Higher Level Reviewer) for 
their review and approval. Additional comments may be added to the ‘Message to Higher Level 
Reviewer’. Select ‘Transfer to Higher Level Reviewer without E-mail Notification’ button or ‘Transfer to 
Higher Level Reviewer with E-mail Notification’ to continue.  

 

Information message: Select the ‘Ok’ button. 
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Confirmation message: 

 

Option B is used to document that the Reviewing Official (Higher Level Reviewer) has approved and that 
the PM PRA has reviewed. With Option B, enter the ‘Review Date’, the ‘Method of Review’ and verify 
the ‘Approver’ name. Select the ‘Save’ button to save and continue.  

 

When using Option A, the Performance Plan is owned by the Reviewing Official (HLR) with the Rating 
Official having ‘View’ only capability. When using Option B, the Rating Official retains ownership of the 
Performance Plan with ‘Update’ capability. The Current PAA Status will be ‘Appraisal Pending HLR 
Approval’ with Option A and ‘Approved by HLR’ with Option B. 

Option A was used for this Performance Plan. 
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Reviewing Official (HLR) > My Workplace > Performance Appraisal Application (PAA) > 
Performance Evaluation: 

Reviewing Official (HLR) – Performance Evaluation: 

If Option A was used, the Performance Plan transferred to the Reviewing Official (HLR) for approval of 
the evaluations/ratings. The Reviewing Official (HLR) selects the ‘Go’ button on the Performance Plan 
they wish to review and approve or return for change. The Current PAA Status is ‘Appraisal Pending HLR 
Approval’. 

 

Select the ‘Performance Evaluation’ tab. 
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Performance Evaluation > Performance Objective Assessments: 

Review assessments and ratings by navigating through the tabs located under the ‘Performance 
Evaluation’. The Reviewing Official cannot change any of the assessments nor the ratings. 
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Performance Evaluation > Performance Element Assessments: 

Review performance element assessments and ratings. 
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Performance Evaluation > Performance Evaluation Rating: 

Select the ‘Performance Evaluation Rating’ tab. 

 

This page provides an overview of the ratings assigned and the computed Average Performance 
Objective Rating, Average Performance Element Rating, Overall Rating and Evaluation of Record. 

 

Select the ‘Approvals & Acknowledgments’ tab next. 
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Performance Evaluation > Approvals & Acknowledgments > Return for Change: 

The Reviewing Official (HLR) has two actions in the Approvals & Acknowledgements process for the 
Performance Evaluation. They can ‘Approve’ or ‘Return for Change’. 

 

Reviewing Official (HLR) Performance Evaluation > Return for Change: 

Select the ‘Return for Change’ button in Step 2 to transfer the Performance Plan back to the Rating 
Official (RO) for changes prior to approving. 

 

Enter additional comments in the message block and select the ’Transfer to Rating Official with E-mail 
Notification’ to complete the process.  
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Information message:  Select ‘Yes’ to continue. 

 

Confirmation message: 

 

The Current PAA Status changes to ‘Appraisal Returned for Change’. The Rating Official now has 
ownership of the Performance Plan with the Reviewing Official having ‘View’ only. 
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Rating Official (RO) > My Workplace > Performance Appraisal Application (PAA) > 
Performance Evaluation > Appraisal Returned for Change: 

As the Performance Evaluation was returned to the Rating Official for change, the Rating Official selects 
‘Go’ with ‘Update’ in the Action column to update the Performance Evaluation. 

 

Select the ‘Performance Evaluation’ tab to continue. 

 

Note:  When the Performance Evaluation is returned for change, Step 1 in the approval process changes 
to ‘Not Started’. Therefore, the ‘Transfer to Employee’ button is active. If any of the assessments need 
to be updated by the employee, the Rating Official would use this button to transfer to the employee. 
Once the employee modifies their assessments, the employee would use the ‘Transfer to Rating Official’ 
button to return. The employee is not able to view the Rating Official’s assessments and ratings until 
Step 3 in the approval process is completed. 
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Performance Evaluation > Performance Objective Assessments: 

The Rating Official selects Performance Objective 3 in the ‘Performance Objective Assessments’ tab and 
modifies their evaluation. When finished, the Rating Official selects the ‘Save and Return to Top of Page’ 
button and then the ‘Approvals & Acknowledgments’ tab to start the approval process again. 
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Performance Evaluation > Approvals & Acknowledgments 

Select the ‘Start’ button at Step 1 to request or document approval by the Reviewing Official (Higher 
Level Reviewer) again.  

 

Use Option A to transfer the Performance Plan back to the Reviewing Official (Higher Level Reviewer) for 
their review and approval.  

 

Information message:  Select the ‘Ok’ button. 

 
Confirmation message: 
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Reviewing Official (HLR) > My Workplace > Performance Appraisal Application (PAA) > 
Performance Evaluation: 

As Option A was used, the Performance Plan transferred back to the Reviewing Official (HLR) for 
approval of the evaluations/ratings again. The Reviewing Official (HLR) selects the ‘Go’ button on the 
Performance Plan to review and approve or return for change again. The Current PAA Status is back to 
‘Appraisal Pending HLR Approval’. 

 

Select the ‘Performance Evaluation’ tab. 

 

The Reviewing Official reviews the assessments and ratings and selects the ‘Approvals & 
Acknowledgments’ tab to approve. 
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Performance Evaluation > Approvals & Acknowledgments > Approve: 

Reviewing Official (HLR) Performance Evaluation > Approve: 

Select the ‘Approve’ button in Step 2 to approve. 

 

Select ‘Transfer to Rating Official with E-mail Notification’ button to continue. 

 

 

Confirmation messages:  Select the ‘Yes’ button and the Performance Evaluation is approved. 

 

 

The Current PAA Status updates to ‘Approved by HLR’ and the ownership is transferred to the Rating 
Official. 
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Rating Official (RO) > My Workplace > Performance Appraisal Application (PAA) > 
Performance Evaluation > Documents Communication to Employee: 

Select the ‘Go’ button with ‘Update’ in the Action column. 

 

Select the ‘Performance Evaluation’ tab and then the ‘Approvals & Acknowledgments’ tab. 

 

Note: The Appraisal Effective Date is populated when Step 2 of the approval process is completed. 



 

112 
 

Rating Official - Communicates Performance Evaluation to Employee (Approved by Reviewing 
Official (HLR): 

The Rating Official Documents Communication to Employee by selecting the ‘Start’ button in Step 3. 

 

Enter the Communication Date and Method of Review and select the ‘Save and go to Step 4’ button as 
in this example the employee has transferred to a different Component and is unable to complete step 
4. This button is also used when the employee refuses to acknowledge. Once Step 3 is completed, the 
employee’s DCPDS record for the ‘US Fed Perf Appraisal’ SIT is updated to add this Rating of Record. 

Note: The Rating Official can transfer the Performance Evaluation to the employee for acknowledgment 
by selecting the ‘Save and Transfer to Employee for Acknowledgment’ button. 

 

Confirmation message: Select the ‘Yes’ button. 
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Rating Official – Document Employee Acknowledgment: 

The Rating Official Documents Employee Acknowledgment by selecting the ‘Start’ button in Step 4. 

 

Select ‘Refused’ or ‘Other’ from the drop down list for Acknowledgment. If Other, enter the information 
in the ‘Other’ block. Enter Date and select the ‘Save’ button to complete documenting the employee’s 
acknowledgment. 

 

Once the employee acknowledgment is completed by the employee or by the Rating Official, the DCIPS 
Performance Evaluation is complete and the Performance Plan is no longer available in the 
Plans/Appraisals in Progress area. It may then be viewed/printed by the employee, the Rating Official or 
the Reviewing Official (HLR) from the ‘Completed Plans/Appraisals’ area. 
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Completed Plans/Appraisals (Rating Official/Reviewing Official): 

The DCIPS Performance Evaluation is available in the ‘Completed Plans/Appraisals’ area for the 
employee, the Rating Official and the Reviewing Official. 

As Rating Official, select the ‘Show Completed Plans/Appraisals’ link. 

 

Enter the employee’s name and select the ‘Find’ button. 

 

The employee’s completed plans/appraisals will be displayed. To view and/or print the final DD Form 
2906D, select the icon under the Reports/Forms column for the DCIPS Performance Evaluation. 
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Select the ‘Select / Deselect All’ to view both the DD Form 2906D and any guest participants feedback or 
select ‘DCIPS Closeout or DCIPS Performance Evaluation’ to view just the DD Form 2906D. Once 
selected, select the ‘View/Print Selected Sections(s)’ to view, print or save the report. 

 

Beginning of the DD Form 2906D: 
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Rating Official/Reviewing Official (Higher Level Reviewer) > My Workplace > Apply Actions(s) 
to Multiple Employees: 

Select ‘Apply Actions(s) to Multiple Employees (PAA)’ as a Rating Official or a Reviewing Official to apply 
the same action for multiple employees at one time. 

 

Note:  This functionality is also available for the Trusted Agent for the Rating Official and the Trusted 
Agent for the Reviewing Official by selecting ‘DCIPS PAA Action(s) for Multiple Employees as Trusted 
Agent’ from the CIV Trusted Agent navigator. 

 



 

117 
 

Reviewing Official (Higher Level Reviewer) > Apply Action(s) to Multiple Employees (PAA) > 
Approve Performance Evaluations: 

Select the Role ‘DCIPS – Higher Level Reviewer’ and then select the‘Start’ button to continue. 

 

The Reviewing Official (Higher Level Reviewer) has the available actions listed below. Select ‘Approve 
Performance Evaluations’ and then select the ‘Start’ button to continue. 

 

Select the record(s) to which the action should be applied to and select the ‘Approve and Transfer to 
Rating Official’ button to continue. Only those records owned by the Reviewing Official with a Current 
PAA Status of ‘Appraisal Pending HLR Approval’ will appear on the list. 

 

Note: The Reviewing Official can scroll across this screen to view the remaining ratings and to select the 
‘Print’ icon in the Reports/Forms column to view the assessments before approving. 
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Additional comments may be added in the message block to be included in the email. Select ‘Transfer to 
Rating Official with E-mail Notification’ button to continue. 

 

Confirmation message: Select ‘Yes’ to complete the actions. 

 

Information message: 

Review the Status Log to insure your action(s) was successful. This completed Step 2 of the Performance 
Evaluation ‘Approvals & Acknowledgments’ tab for those selected. Select ‘Return to Available Actions’.  

 

You are returned to this screen where you can select another action, select Home or Logout. 
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Rating Official > Apply Action(s) to Multiple Employees (PAA) > Document Communication of 
the Performance Evaluation:  

As Rating Official, select the Role ‘DCIPS – Rating Official’ and then the ‘Start’ button. 

 

A list of the available actions will appear. Select ‘Document Communication of the Performance 
Evaluation (Must be Current Owner)’ and then select the ‘Start’ button. 

 

Select the record(s) to which the action should be applied to and select the ‘Next’ button to continue. 
Only those records owned by the Rating Official with a Current PAA Status of ‘Approved by HLR’ for the 
Performance Evaluation will appear on the list. 
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Enter the Communication Date and Communication Method and select the ‘Save and Transfer to 
Employees for Acknowledgment’ button. 

 

Additional comments may be added in the message block to be included in the email. Select ‘Transfer to 
Employee with E-mail Notification’ button to continue. 

 

Information message: 

Review the Status Log to insure your action(s) was successful. This completed Step 3 of the Performance 
Evaluation ‘Approvals & Acknowledgments’ tab for those selected. Select ‘Return to Available Actions’.  

 

You are returned to this screen where you can select another action, select Home or Logout. 
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Employee > My Biz > Performance Appraisal Application (PAA): 

Acknowledging Performance Evaluation: 

The performance plan has been transferred to the employee for acknowledgment of the Performance 
Evaluation. The employee goes to Performance Appraisal Application (PAA) to acknowledge. Selects ‘Go’ 
with ‘Track Progress’ in the Action column. 

 

Select the link ‘Approvals & Acknowledgments’ in Track Progress. 

 

Note: The employee could also have selected the ‘Go’ button with the ‘Update’ in the Action column 
and then selected the ‘Performance Evaluation’ tab and then the ‘Approvals & Acknowledgments’ tab to 
get to Step 4. 
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Select the ‘Acknowledge Receipt’ button in Step 4. 

 

Confirmation message: Select the ‘Go’ button. 

 

Select the ‘Show Completed Plans/Appraisals’ link to view the completed Performance Evaluation. 

 

Select the ‘Find’ button. 

Select the Print Icon in the Reports/Forms column for the DCIPS Performance Evaluation to view/print 
the final DD Form 2906D.
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Rating Official > My Workplace > Management Reports: 

Reports are available for the Rating Official to obtain the status of their employees’ performance plans, 
midpoint reviews, performance evaluations and closeout performance evaluations. These reports are 
also available to the Pay Pool Administrators/Pay Pool Managers at the pay pool level and to the DCIPS 
Performance Appraisal Administrator at the Region level. The same steps are used for all of the reports. 
In this example, the Rating Official will be requesting the report for the performance evaluations. 

Rating Official - Performance Evaluation Status Report: 

Select the ‘View/Print Performance Management Reports’ under Management Reports. 

 

Enter ‘%DCIPS%’ for the ‘Report Name’ to limit the list returned to DCIPS specific reports and then select 
the Magnifying Glass icon to the right of the ‘Report Name’. 
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Select the Quick Select icon next to the ‘Performance Evaluation Status Report (Rating Official) – DCIPS’ 
in the Program Name column. 

 

Enter a Request Name, if desired, and select the ‘Next’ button. 

 

On the Report: Parameters page enter the following and then select the ‘Next’ button to continue the 
process: 

• Enter ‘Performance Year’. 
• Enter your full name (Last Name, First Name and Middle Name) or partial name in ‘Rating 

Official’ and then select your name from the list that appears. 
• Enter any additional parameters to further limit the report results, if desired. 
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Verify the information on the Report Request: Review page. Select the ‘Submit’ button if correct. 

 

Note: Selecting the ‘Cancel’ button at this point cancels the report request. 

Information message: Select the ‘Ok’ button. 

 

When the Phase for your report shows as ‘Completed’ on the Requests page, right click on the Output 
icon and select ‘Save Target As…’ to save your report for viewing in Microsoft Excel or ‘Open Link in New 
Window’ to view the report prior to saving. 
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Note: Clicking the ‘Refresh’ button will update the Phase status for your report when it shows other 
than ‘Completed’. If you exit this page prior to the status showing ‘Completed’, select the ‘View Previous 
Requests’ link under the menu items listed on the Navigator page to return to this Requests page. Your 
report will be available for48 hours. 

 

If desired, change the File name and then select the ‘Save’. 

 

Open the file to view the report. Select ‘Yes’ if you see this warning when opening. 

 



 

127 
 

Some user desktops have a security setting which prevents viewing of a non-XLS file by Excel. These 
users will receive the below notice. When this occurs, right click on the Output icon again, select ‘Save 
Target as..’ and change the file extension to ‘html’ before selecting the ‘Save’. Once opened, the report 
can be copied and pasted into Excel if desired. 

 

 

Sample of Report: 
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CIV Pay Pool Administrator (PPA) > DCIPS Appraisal Administration: 

The following Current PAA Statuses can be changed through the DCIPS Appraisal Administration process 
if necessary:  1) Appraisal Pending HLR Approval can be changed back to Appraisal Returned for Change; 
2) Appraisal Returned for Change can be changed back to Appraisal Pending HLR Approval; 3) Closed can 
be changed back to the status of the PAA prior to this status; 4) Midpoint Pending HLR Approval can be 
changed back to Midpoint Returned for Change; 5) Midpoint Returned for Change can be changed back 
to Midpoint Pending HLR Approval; 6) Plan Pending HLR Review can be changed back to Plan Returned 
for Change; and 7) Plan Returned for Change can be changed back to Plan Pending HLR Review. In 
addition, the following PAA Statuses can be changed through this process when the PAA identified is the 
most recent performance evaluation for the employee:  1) Approved by HLR; 2) Approved by RO; 3) 
Closeout Approved by HLR; 4) Closeout in Progress; 5) Completed. For additional DCIPS Performance 
Appraisal functionality available to the PAA and/or the CIV Pay Pool Manager (PPM) refer to the ‘How 
Do I…A Guide to Completing Key Actions in DCIPS Performance Appraisal Application (PAA)’. 

In this example, the Pay Pool Administrator will be changing the PAA Status on a completed 
Performance Evaluation back to ‘Appraisal Pending HLR Approval’ due to a pre-mature approval. Select 
the ‘DCIPS Appraisal Administration’ link from the Navigator to begin. 

 

Note: PPA’s access is restricted to employees in their pay pool. This process is also available for the 
‘DCIPS Performance Appraisal Administrator’ under the ’SuperUser’ link. 
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CIV Pay Pool Administrator – Resetting Performance Evaluation Status to Pending Approval:  

The following PAA Statuses can be changed through this process when the PAA identified is the most 
recent performance evaluation for the employee:  1) Approved by HLR; 2) Approved by RO; 3) Closeout 
Approved by HLR; 4) Closeout in Progress; 5) Completed. Use caution when using this process as this un-
does the Performance Evaluation approvals for all previously completed approval steps 2 through 4. 

On the List of Plans/Appraisal page, enter the Appraisal ID or the name of the Rating Official, the 
Employee Name and the Appraisal Year and then select the ‘Find’ button to locate the employee’s PAA. 
The Current PAA Status can also be entered to limit the search results. 
 

 

Under the ‘Action’ column, select ‘Go’ next to ‘Update’ for the PAA to be changed to display the Change 
Plans/Appraisals page. 
 

 

Select the Appraisal Status ‘Appraisal Pending HLR Approval’ for Appraisal Types ‘Annual Appraisal – 
DCIPS’ and ‘Closeout – Early Annual – DCIPS’ or the Appraisal Status ‘Closeout Pending HLR Approval’ for 
Appraisal Type ‘Closeout – DCIPS’. 
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Select ‘Apply’ to complete the action. 
 

 

The List of Plans/Appraisals page will then display. Verify that the Current PAA Status was changed. 

 

Note:  Ownership of the PAA is returned to the Reviewing Official with the Status for Step 2 of the 
‘Approvals & Acknowledgments’ process changed to ‘Not Started’ unless the Rating Official had 
documented the higher level review by completing Option B in Step 1. In that case, the ownership is 
returned to the Rating Official with the Status for Step 1 changed to ‘Not Started’. 
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Reviewing Official (Higher Level Reviewer)> My Workplace > Performance Appraisal 
Application (PAA) > Performance Evaluation: 

The Performance Plan is now available in the ‘Plans/Appraisals In Progress’ section for the Reviewing 
Official (HLR) with the Current PAA Status as ‘Appraisal Pending HLR Approval’. Select ‘Go’ with ‘Update’ 
in the Action column and then the ‘Performance Evaluation’ tab. 
 

 
 
Select the ‘Approvals & Acknowledgments’ tab. Follow the steps above to either return the Performance 
Evaluation to the Rating Official for change or to approve the Performance Evaluation and subsequent 
completion of Steps 3 and 4 to re-complete this Performance Evaluation. 
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CIV Pay Pool Administrator (PPA) > Manage Pay Pool IDs > View PP Rating Official/Member : 

To view the members assigned to your pay pool, select the ‘Manage Pay Pool IDs’ link. 

 
 
Select the ‘View PP Rating Official/Member’ tab. Enter your Pay Pool ID and then select the ‘Find Pay 
Pool Members’. The list of pay pool members will then display. 
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CIV Pay Pool Administrator (PPA) > Manage Employee Pay Pool ID: 

Pay pool members can be added in mass by using the ‘Manage Pay Pool Members’ link. To add or 
update the employee’s assignment individually, select the ‘Manage Employee Pay Pool ID’ link. 
 

 
 

Enter the employee’s name (Last name, first) or partial name and click on the  for list to select 
from. 
 

 
 
Once the Full Name is found/selected, the Full Name and Number will be populated. Select the ‘Find’ 
button. 
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Enter the ‘Start Date’ and the‘Pay Pool ID’to assign to your Pay Pool and then select ‘OK’. Select the 
‘Save’ icon to complete the update. If the employee is already assigned to a pay pool, enter the ‘End 
Date’ to end that assignment, click on the next line in the ‘Details’ area and then enter the ‘Start Date’ 
and ‘Pay Pool ID’ for the new pay pool. Then select ‘OK’ and ‘Save’ to complete. 
 

 


