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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.

Department of Defense

ICE My Biz ICEPAAV3 FAQ Logout Help

. Favorites
Navigator Pel ze
1 My Biz T Bz After using your browser to access DCPDS, close all of your browser
windows and restart a new browser session. Sometimes the browser
= My Information | «can hold that information in memory (e.g. cache, etc) and some web
Update My Information sites know where to look to find it. For more information Click here
|5 Employment Verification
B Performance Appraisal Application (P New DCPDS and Self Service Help functionality.
Need help, search no more! DCPDS Help contains
"My Biz and associated web pages are web-based tools created by the Department of Defense (DoD) as part of the Defense Civilian Personnel Data personnel related training simulations with a new look and
System (DCPDS) to allow DoD accesstoand r of their personal personnel records. The DoD My Biz and associated tools can be feell In addition to viewing simulations, you can save/print
accessed only by authorized DoD personnel within a .mil or dodea.edu network. The DoD My Biz tool has no association with any private or other User Guides and Job Aids, and access related links
enterprise using "My Biz" in whole or in part as a title or logo.” containing more helpful information!

Select ‘Accept’ button to continue.

Department of Defense

N Navigator v B2 Favorites v ICE My Biz ICE PAAV3 FAQ Home Logout Help

Privacy Act
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.5.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.

T

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.

Department of Defense

N Navigator v B¢ Favorites ¥ ICE My Biz ICE PAAV3 FAQ Home Logout Help

Emplayee’sName

GENERAL INFO: The information is current as of Aug 29, 2014,

Organization ONI NV1500015 01 Job Title Inteligence (0132)
Position F561A.INTELL SPEC.521756.NV15.APPR Grade/Pay Band 6G-13
Total Salary 107,909.00 USD Employee Number 147646
Step or Rate 07 Email Address
Office Symbol
Vi mergen nformati
Vi ind Assignment Information |

LISl Position Personal Salary Benefits Awards and Bonuses Performance Personnel Actions

The following section displays detailed historical information through Aug 29, 2014.
Information displayed in this section is based on changes to either the Position, Organization, Location, Grade, Job or Assignment Status.

<) Previous 1-1 v Nextl (2

Details [Effective Date [10b |Grade/Pay Band |step or Rate

[ Show 12-Jan-2014 Intelligence (0132) 6613 07

Retained Grade Details

Date From [pateTo |[Retained Grade  |Retained Step or Rate |Retained Pay Plan Retained Pay Table ID |Retained Pay Basis [Temporary Promotion Step

No results found.




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.

ICE My Biz ICE PAAV3 FAQ Logout Help

[— e
Havigator [ pe ize
[ My Biz = After using your browser to access DCPDS, dose all of your browser

My windows and restart a new browser session. Sometimes the browser
E 2 can hold that information in memory (e.g. cache, etc) and some web
sites know where to look to find it. For more information Click here

1= Employment Verification
B Performance Aporaisal Agelication [, New DCPDS and Self Service Help functionality.
Need help, search no more! DCPDS Help contains
"My Biz and associated web pages are web-based tools created by the Department of Defense (DoD) as part of the Defense Civilian Personnel Data personnel related training simulations with a new look and
System (DCPDS) to allow DoD accesstoandr of their personal personnel records. The DoD My Biz and associated tools can be feell In addition to viewing simulations, you can save/print
accessed only by authorized DoD personnel within a .mil or dodea.edu network. The DaD My Biz tool has no association with any private or other User Guides and Job Aids, and access related links
enterprise using "My Biz" in whole or in part as a title or logo.” containing more helpful information!

Select ‘Accept’ button to continue.

Department of Defense

N Navigator v B2 Favorites v ICE My Biz ICE PAAV3 FAQ Home Logout Help

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.5.C. Chapters 11, 13, 29, 31, 33, 41, 43, 51, 53, 55, 61, 63, 72, 75, 83, and 99; 5 U.5.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.

e

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.

Department of Defense

N Navigator v B Favorites ¥ ICE My Biz ICEPAAV3 FAQ Home Logout Help

Update My Information

Employee

Employee Name Employee Number 147646
Employae’sName

Work Email Address

Dhblty Languag y and Race gency Contact Education Training Certifications/Licenses Awards and Bonuses
My Profile

Work Email Address

“TIP Enter your Work Email Address then select Update to Save.
Work Email Address m_&\ter email addresshere
VoTE Eman Address must contam one "@" and at least one ".". For example: mickey.mouse@email.mil

Gl




Employee > My Biz > Performance Appraisal Application (PAA):

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

Department of Defense

B Favorites ¥ ICE My Biz ICE PAAV3 FAQ Logout Help

g [
Navigator
Personalize

After using your browser to access DCPDS, close all of your browser

2 ikl My Biz _ windows and restart a new browser session. Sometimes the browser
|5 My Information can hold that information in memory (e.g. cache, etc) and some web
[F update My Information sites know where to look to find it. For mare information Click here
5 Employmert Verification

New DCPDS and Self Service Help functionality.

Need help, search no more! DCPDS Help contains
"My Biz and associated web pages are web-based tools created by the Department of Defense (DoD) as part of the Defense Civilian Personnel Data personnel related training simulations with a new look and
System (DCPDS) to allow DoD personnel access to and management of their personal personnel records. The DoD My Biz and associated tools can be feel! In addition to viewing simulations, you can save/print
accessed only by authorized DoD personnel within a .mil or dodea.edu network. The DaD My Biz tool has no association with any private or other User Guides and Job Aids, and access related links

enterprise using "My Biz" in whole or in part as a title or logo.” containing more helpful information!

PAA Main Page:

My Performance

N Navigator ¥ B2 Favorites ¥ ICE My Biz ICE PAAV3 Home Logout Help

LU Bl Provide Guest Feedback | My Journal

Employee

Performance Appraisal Application Main Page

MNeed Help?

Warning: The Performance Appraisal Application is designated for sensitive undlassified personnel information only. Do NOT
enter classified information in this system. Unauthorized release of classified information is a violation of law and may lead to
prosecution.

From the Main Page, you can create, update and view your Performance Plans; view and print part or an entire plan after it is created; and track the status of a plan. You can also search for completed plans by selecting the 'Show
Completed Plans/Appraisals' link located at the bottom of this page.

To create a Performance Plan: To complete other actions described above:
» Select 'Choose a Plan Type' « Select an option from the Action column
+ Select Appraisal Plan Type s Select the 'Go' button

+ Select the 'Go' button

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

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

Ap pra'bals of Employee'shame

Create New Plan

~Choose a Plan Type-- E E

~-Choose a Plan Type--

Records Displayed 10 +
Employealame  [Current Owner  Rating Official Name nppraisal Year  |Appraisal D [Plan Approval Date
No results found.

Select the link to search for completed plans.

{2 Show Completed Plans/Appraisals




Unclassified Information Only:

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

DCIPS Performance Appraisal
=== Application (PAA)

N Navigator v B2 Favorites v ICE My Biz ICE PAAV3 FAQ Home Logout

Unclassified Information Only

IMPORTANT: Do not enter classified information into this system. The PAA is designated for sensitive unclassified information only.
Unautharized release of classified information is a violation and may lead to prosecution.

| L i.".e’.?.'.’.}‘.ﬂgf?ﬁ. not to enter classified information into this system;

&

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.

Create Performance Plan: Setup Details

| Cancel and Return to Main Page |

Need Help?

Employee Information

Employee’s Name
Employee Name

=) show Employee Details

I Build New Performance Plan I Copy An Existing Performance Plan ‘

This screen provides information regarding your Appraisal Type and Dates. Update the Appraisal Type and Appraisal Dates, If necessary.
Important Note: The Appraisal Period Start Date represents the start of your performance evaluation period under this plan. Certain
information such as your pay schedule and pay band will be populated on your appraisal form based an this date. For additional quidance select
the 'Need Help?' link. You may:

+ Select the 'Build New Performance Plan' button to create a performance plan.

Review information - if applicable, make the

) . necessary changes.
* Appraisal Type  Annual Appraisal - DCIPS v

* Appraisal Period Start Date  01-0ct-2013
* Appraisal Period End Date  30-Sep-2014 [
Appraisal Effective Date
* Rating Official Name  Rating Official's Name Q

* Higher Level Reviewer Name  Reviewing Official's Name &

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



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.

DCIPS PAA Employee

Transfer to Rating Official | Track Progress | Return to Main Page

Employee Information

Employee'sName
Employee Name

+ Show Employee Details

Performance Plan [N ENISIE
Performance Plan Details Mission Goals I Performance Objectives Performance Elements Approvals & Acknowledgments

Performance Plan Details

Heed Help?
Change Rating Official and/or Higher Level Reviewer

Appraisal Type  Annual Appraisal - DCIPS R Performance Plan Approval Date
Appraisal Period Start Date  01-0ct-2013 (1] Performance Pizn Last Modified
- 5: r] - =
‘ pura‘ra . . . Creat?d Bv
= Appraisal Period End Date  30-Sep-2014 |
Appraisal Effective Date

Rating Official Name Rating Official’sName
Higher Level Reviewer Reviewing OfficiafsName

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.

DCIPS PAA Employee

Transfer to Rating Offidal | Track Progress || Return to Main Page
Employee Information

Emplayee’sName
Employee Name plov

+ Show Employee TEtalls

Performance Plan [ty eyiiass

Performance Plan Details Mission Goals Performance Objectives Performance Elements Approvals & Acknowledgments

Mission Goals

MNeed Help?

List mission goals in this area,

{Limit to 1400 characters) Spell Check | Counter




Performance Plan > Performance Objectives:

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

DCIPS PAA Employee

Transfer to Rating Official | Track Progress | Return to Main Page

Employee Information

Employee’sName
Employee Name

[+ Shows Employee Details

Performance Plan Reports/Forms

T Performance Objectives

Parformance Plan Details Mission Goals Performance Elements Approwvals & Acknowledgments

Performance Objectives

Heed Help?

“TIP Only "Approved” Performance Objectives will be used to calculate the Performance Evaluation of Record and average score.

Add Performance Objective
Details Humber |Performance Objective Title |status |Action Delete
No results found.

<PREVIOUS | | NEXT> |

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 Obijective.

Add Performance Objective
* Indicates required field

Save | Save and Add Another Performance Dhjecﬁvel Save and Return to Performance Objectives Tab
MNeed Help?

Performance Objective 1
Number

* Performance Objective Title |5, nject Matter Expert

* Start Date j01-0ct-2013

ple: 25 Aug-2014)
Performance Objective Status
Date Last Modified

If you need help in writing performance objectives, go to the iSuccess training course.
Enter the perfermance objectives here,

Limit to 1000 characters) Spell Check Counter

Fill in the required fields and enter the performance objectives. Select ‘Save and Add Another
Performance Objective’ button to add one additional Performance Objective.



Add Performance Objective
= Indicates required field
[ save | save and Add Another Performance objective || save and Return to Perf e Objectives Tab
Need Help?
performance Objective 2
Number
* Performance Objective Title [oyersight
® Start Date p1-oc2z @
(waampie: 29-Aug-2014)
Performance Objective Status
Date Last Modified
If you need help in writing performance objectives, go to the iSuccess training course,
Enter performance objectives here.| -
{Lina2 be 1000 charactars) Spell Check | Counter

Fill in the required fields and enter the performance objectives. Select ‘Save and Return to Performance
Objectives Tab’ button to continue.

Add Performance Objective
= Indicates required field

Save || Save and Add Another Performance Objective l_ Save and Return to Performance Objectives Tab I

Need Help?

Performance Objective 3
Humber

* Performance Objective Title: [Training Frogram Evaluation

* Start Date o1-0c-2013 &

{example: 20-Aug-2014)
Performance Objective Status
Date Last Modified

If you need help in writing performance objectives, go to the iSuccess training course.
Enter performance objectives here.|

(Limik te 1000 characters) Spell Check Counter




Performance Plan > Performance Elements:

Select the ‘Performance Elements’ tab.

Performance Plan [GERGENSIH )

P Plan Detalls | Mission Goals |* Performance Objectives Approvals & Acknowledgments |

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:

Performance Elements
Heed Help?
Status Code |
Accountability for Defense Intelligence employees are expected to take responsibility for their work, setting and/or meeting priorities, and organizing and utilizing time and resources efficiently and effectively to achieve the
Results desired results, consistent with their organization's goals and objectives. In addition, IC supervisors and managers are expected to use these same skills to accept responsibility for and achieve results through
the actions and contributions of their subordinates and their organization as a whole
Communication Defense Intelligence employees are expected to effectively comprehend and convey information with and from others in writing, reading, listening, and verbal and non-verbal action. Employees are expected to

use a variety of media in communicating and making presentations appropriate to the audience. In addition, IC supervisors and managers are expected to use effective communication skills to build cohesive
work teams, develop individual skills, and improve performance,

Critical Thinking Defense Intelligence employees are expected to use logic, analysis, synthesis, creativity, judgment, and systematic approaches to gather, evaluate and use multiple sources of information to inform decisions
and outcomes. In addition, IC supervisors and managers are expected to establish a work environment where employees feal free to engage in open, candid exchanges of information and diverse points of
view,

Engagement and Defense Intelligence employees have a responsibility to provide infs ion and knowledge to achieve results, They are expected to recognize, value, build, and leverage organizationally appropriate diverse

Collaboration collaborative networks of coworkers, peers, customers, stakeholders, and teams within an organization and/or across the Defense Intelligence Components and the IC. In addition, Defense Intelligence
supervisars and managers are expected to create an emvironment that promates engagement, collaboration, integration, and the sharing of information and knowledge.

Personal Leadership Defense Intelligence employees are expected to demonstrate personal initiative and innovation, as well as integrity, honesty, openness, and respect for diversity in their dealings with coworkers, peers,

and Integrity customers, stakeholders, teams, and collaborative networks across the IC. Defense Intelligence employees also are expected to demonstrate core organizational, DoD and IC values, including seffless senvice, a
commitment to excellence, and the courage and conviction to express their professional views.

Technical Expertise  Defense Intelligence employees are expected to acquire and apply knowledge, subject matter expertise, tradecraft, and/or technical competency necessary to achieve results, This includes employee
compliance with EO 13526 regarding the proper handling of classified information.

'<mv1ms

Supervisory Performance Elements:

Performance Elements
Help?
Status Code | Descriptor
Ac for Defense are expected to take responsibility for their work, setting and/or meeting priorities, and organizing and utilizing time and resources efficiently and effectively to achieve the desired
Results results, cansistent w\m their organization's goals and abjectives. In addition, IC supervisors and managers are expected to use these same skills to accept responsibility for and achieve results through the actions
and contributions of their subordinates and their organization as a whole.
C Defense Intall e employees are expected to effectively comprehend and convey information with and from others in writing, reading, listening, and verbal and non-verbal action. Employees are expected to

use a variety of media in communicating and making presentations appropriate to the audience. In addition, IC supervisors and managers are expected to use effective communication skills to build cohesive work
teams, develop individual skills, and improve performance.

Critical Thinking | Defense Intelligence employees are expected to use logic, analysis, synthesis, creativity, judgment, and systematic approaches to gather, evaluate and use multiple sources of informatien to inform decisions and
outcomes. In addition, IC supervisors and managers are expected to establish a work emvironment where employees feel free to engage in open, candid exchanges of information and diverse points of view.

Engagement and  Defense e have ar to provide information and knowledge to achieve results. They are expected to recognize, value, build, and leverage organizationally appropriate diverse

Collaboration collaborative networks of coworkers, peers, customers, stakeholders, and teams within an organization and/or across the Defense Intelligence Components and the IC. In addition, Defense Intelligence
supenvisors and managers are expected to create an environment that promotes collaboration, and the sharing of information and knowledge.

Leadership and  Defense Intelligence supervisors and managers are expected to exhibit the same indnidual personal leadership behaviors as all Defense Intelligence employees. In their supervisory or managerial role, they also

Integrity are expected to achieve organizational goals and objectives by creating shared vision and mission within their a work that promotes diversity (of both persons and points

of view), critical thinking, collaboration, and information sharing; mobilizing employees, stakeholders, and networks in suppart of their objectives; and recognizing and rewarding individual excellence, enterprise
focus, innovation, and collaboration.
Managerial Defense Intelligence supervisors and managers are expected to possess the technical proficiency in their mission area appropriate to their role as supervisor or manager, They are also expected to leverage that
Proficiency proficiency to plan for, acquire, organize, integrate, develop, and prioritize the human, financial, material, information (including classified), and other resources to accomplish their organization's mission and
objectives. In so doing, all supervisors and managers are also expected to focus on the development and productivity of their subordinates by setting clear performance expectations, providing ongoing coaching
and feedback, evaluating the contributions of individual employees to organizational results, and linking performance ratings and rewards to the accomplishment of those results.

e




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.

DCIPS PAA Employee

I Transfer to Rating Official I Track Progress | Return to Main Page

Employee Information

- e b Empioyes’s Name
Employee Name

# Show Employee Defalls

Performance Plan  [ECETENEE
Performance Plan Details Mission Coals Performance Objectives Performance Elements Approvals & Acknowledgments

Approvals & Acknowledgments

Need Help?

Show All Details | Hide All Details
Details [Tasks Status Action

%) Show

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

R Dr

Create New Plan

Choose a Plan Type v | Go
Records Displayed 10 =
Employee Name lcurrent Owner |Rating Official Name  |Appraisal Year |Appraisal ID |Plan Approval Date Type |Plan Status|Current PAA Status |Action
2014 35043 DCIPS Pending Flan in Progress Update L

Select the link to search for completed plans. to Rating Official

&) Show Compl Flans/Appraisal

Track Progress




Employee Notification to Rating Official:

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

Employee Notification to Rating Official

Transfer to Rating Offidial without E-mail Notification

Need Help?

The recipient does not have an e-mail address on file. Please contact the individual directly. Select Transfer to Rating Official without E-mail Notification to complete this task.

Cancel Transfer to Rating Official without E-mail Notification ]

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:

Employee Notification to Rating Official

I Cancel I Transfer to Rating Official without E-mail Notification I Transfer to Rating Official with E-mail Notification

leed Help?

Message To Rating Official

This screen provides space for you to send your Rating Official a message regarding your Performance Plan. After writing the message, select the "Transfer to Rating Official with E-mail Notification’ button to send the message.

| spell Check |

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

Cancel ] | Transfer to Rating Official without E-mail Notification | Transfer to Rating Official with E-mail Notification

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:

1y Warmning
Are you sure you wish to cancel?

Your new action will be canceled.

Yes

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

‘Yes’ button returns the user to the previous page.

10




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.

R I
Erployee’s Name

Create New Plan
--Choose a Flan Type-- hd Go |
Records Displayed 10 +

Employee Name \current Owner |Rathg Official Name |Appralsa| Yea r|AppraIsaI 1D|P|an Approval Datel'lype |Phn mms\mmnl PAA stams!Acrhn

2014 35043 DCIPSPending  Plan in Progress View v | 5o |

earch for comple
+| Show Completed Flans/Appraisals

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.

Select the link to search for completed plans.
-] Hide Completed Plans/Appraisals

Completed Plans/ Appraisals

1. Begin with entering search criteria. The following fields can be entered in any combination; e.g,, Appraisal Year only or Appraisal Year and Event.
2. Select the Find button. Your results will be based on your search criteria. If there is no search criteria entered, your results will be all Completed Flans/Appraisals.

Appraisal Year A
Event -
Clear
Records Displayed 10 -
Appraisal Yea Appraisal ID [Type |Event |Event completion Date

Reports/Forms

11



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.

S of

Create New Plan
Choose a Flan Type | Go |

Records Displayed 10 ~+
Employee Name [current Owner |Rating Official Name  |Appraisal Year |Appraisal ID|Plan Approval Date[Type [Plan Status|Current PAA Status/Action

12014 35043 DCIPS Pending  Plan in Progress View - E

Select the link to search for completed plans.
+] Shows Completed Plans/Appraisal |Track Proaress 1

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.

Create New Plan

=-Choose a Plan Type-- hd Go

Records Displayed 10 ~
Employee Name |Cun'ent Owner |Itat'mg official Name |Appraisal Veavlﬁppra'ﬁal ‘.[DlPIan Approval Datehype |Plan Statuslf.‘urrent PAA Status Action

2014 35043 DCIFS Pending Flan in Progress View v E

Select the link to search for completed plans.
+ Show Completed Plans/Appraisals

DCIPS PAA Employee

[ Retrieve Appraisal | Track Progress || Return to Main Page

Employee Information
Empioyes’s Nams
Employee Name Py

+ Show Employee Details

Performance Plan Details Mission Goals Performance Objectives Performance Elements Approvals & Acknowledgments

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.

Track Progress

I Return to Previous I

e p:

Employee Infol

Employee Name
# Show | TETEm

This screen provides information regarding the status of your performance plan throughout the performance cycle.
When you are done reviewing your status, select the "Return to Previous” button to resume your activity.

Links Column: Links may be available here to take you to a specific tab on the Appraisal so you can work on that action.

Performance Plan | Links|
Drafted v
Communicated to Employee by Rating Official
\Acknowledged by Employee

Midpoint Review [ Lin
Employee Self-Assessment
Communicated to Employee by Rating Official
‘Acknowledged by Employee

[ Performance Evaluation | win
Employee Self-Assessment
Communicated to Employee by Rating Official
‘Acknowledged by Employee

[ Mock Assessment [ Lin
Employee Self-Assessment |

Return to Previous
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Rating Official (RO) > My Workplace > Performance Appraisal Application (PAA):

Rating Official reviews the performance plan the employee created.

Plans/ Appraisals In Progress
“TIP Only Employees that have a plan in progress are listed below.
Create New Plan

Show Me  All Appraisals ~  Appraisal Year ALL v
“ App Aep . ~—Choose a Plan Type-

L isal \ppraisal I plan Current PAA
ype [Status Status Action

. . (App
‘Durn—_nl Owner |Ilatl|g official lame  |Year

2014 DCIPS Pending  Plan in Progress Update

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).

DCIPS PAA Rating Official

Transfer to Employee | Track Progress | Return to Main Page

Employee Information

Employee Name

+| Show Employee Details

[EUCTUENISREUNPIIEUERN  Mission Goals | Performance Objectives | Performance Elements Approvals & Acknowledgments

Performance Plan Details

I Change Rating Official and/ or Higher Level Reviewer I

Need Help?
Appraisal Type  Annual Appraisal - DCIPS - Performance Flan Approval Date
. 1 Pertod Start Bate [DL-O%- 813 Performance Plan Last Modified
Appraisal Period Start Date Creatad By
* Appraisal Period End Date  30-Sep-2014
sppraisal Effective Date
Rating Of:fu(na_ lla'n Rating Officars Name
Higher Level Reviewer Reviewing Official's Name
HEXT> |

Change Rating Official Page:

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

Change Rating Official

Save and Return to Performance Plan Details

Need Help?

Employee Information

Employee Name
4] Show Employee Details

Appraisal Type  Annual Appraisal - DCIPS Performance Plan Approval Date
Appraisal Period Start Date 01-Oct-2013 Plan Last Modified
Appraisal Period End Date  30-Sep-2014 Created By

Appraisal Effective Date

* Rating Official Name Rating Officials Name
Reviewing Officia’s Name
* Higher Level Reviewer

14



Search and Select: Rating Official Name:

Search and Select: Rating Official Name

Cancel Select |

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 Name v | o | Go I

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.

Select Quick Select|Name [Position Title |occupational Series  |Organization

*

‘ name | oston Tt |0132.]nte|l|gence (0132) ONI NV1500015 01

About this Page

Cancel | | select

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.

Change Rating Official

| Cancel I Save and Return to Performance Plan Details

Need Help?
Employee Information

Employee Name

) Show Employee Details

Appraisal Type Annual Appraisal - DCIPS Performance Plan Approval Date
Appraisal Period Start Date 01-Oct-2013 Plan Last Modified
Appraisal Period End Date 30-Sep-2014 Created By
Appraisal Effective Date
* Rating Official Name |  fstmng Officars Name <,
Aeviewing Official’s Name
* Higher Level Reviewer 4,




Performance Plan > Mission Goals:

Select tab to either review existing data (entered by employee) or update.

DCIPS PAA Rating Official

Transfer to Employee | Track Progress | Return to Main Page

Employee Name
= show Employee Details

Feporis/Forms

Performance Plan Details ESEIEDEATIEEM Performance Objectives Performance Elements Approvals & Acknowledgments

Mission Goals

Heed Help?

List mission goals in this area.

(Lins £ 1400 charachess)

Spell Check Counter

<PREVIOUS NEXT>
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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.

DCIPS PAA Rating Official

Transfer to Employee | Track Progress | Return to Main Page
Employee Information
Employee Name

+ Show Employee Details

Lt Repons fForms
Performance Plan Detalls Misgion Coals Performance Objectives Performance Elemants Approvals & Acknowledgments

Performance Objectives

Need Help?

“TIP Only "Approved” Ferformance Objectives will be used to calculate the Ferformance Evaluation of Record and average score

I Add Performance Objective I

Show All Details | Hide All Detalls

Details |Number Performance Objective Title status |Action | Delete
BShow 1 ~ Subject Matter Expert New update | 7]
HShow 2 - Oversight New Update I
H5how 3 - Training Program Evaluation New Update | ]

<PREVIOUS | | nEXT> |

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.

Add Performance Objective
* Indicates required field

Save and Add Another Performance Objective ] Save and Return to Performance Objectives Tab
ged He

Performance Objective 4
Number

* Performance Objective Title [projoct lanning

* Start Date 01-Oct-2013

{emmpie: 18-Aug-2014)
Performance Objective Status
Date Last Modified

If you need help in writing performance objectives, go to the iSuccess training course.
Enter the objectives for this performance objectr ve|

(it £z 1000 characters) | Spell Check Counter




Performance Elements:

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

DCIPS PAA Rating Official

Transfer to Employee Track Progress Return to Main Page |
Employee Information

Employee Name
+ Show Employee Details

Repons/Forms

Performance Plan Details Mission Goals Performance Objectives Approvals & Acknowledgments

Performance Elements

Need Help?
Status Code Ipeseriptor
Accountability for Defense Intelligence employees are expected to take responsibility for their work, setting and/or meeting priorities, and organizing and utilizing time and resources efficiently and effectively to achieve the
Results desired results, consistent with their organization's goals and objectives. In addition, IC supervisors and managers are expected to use these same skills to accept respansibility for and achieve results through
the actions and contributions of their subordinates and their organization as a whole.
Communication Defense Intelligence employees are expected to effectively comprehend and convey information with and from others in writing, reading, listening, and verbal and non-verbal action. Employees are expected to

use a variety of media in communicating and making presentations appropriate to the audience. In addition, 1C supervisors and managers are expected to use effective communication skills to build cohesive
work teams, develop individual skills, and improve performance

Critical Thinking Defense Intelligence employees are expected to use logic, analysis, synthesis, creativity, judgment, and systematic approaches to gather, evaluate and use multiple sources of information to inform dedisions
and outcomes. In addition, IC supervisors and managers are expected to establish a work environment where employees feel free to engage in open, candid exchanges of information and diverse points of

view.
Engagementand  Defense Intelligence employees have a responsibility to provide information and knowledge to achieve results. They are expected to recognize, value, build, and leverage arganizationally appropriate diverse
Collaboration collaborative networks of coworkers, peers, customers, stakeholders, and teams within an organization and/or across the Defense Intelligence Components and the IC. In addition, Defense Intelligence

supervisors and managers are expected to create an emvironment that promotes engagement, collaboration, integration, and the sharing of information and knowledge.

Personal Leadership Defense Intelligence employees are expected to demonstrate personal initiative and innovation, as well as integrity, hanesty, openness, and respect for diversity in their dealings with coworkers, peers,
and Integrity customers, stakeholders, teams, and collaborative networks across the IC. Defense Intelligence employees also are expected to demonstrate core organizational, DoD and IC values, including selfless service, a
commitment to excellence, and the courage and conviction to express their professional views.

Technical Expertise  Defense Intelligence employees are expected to acquire and apply knowledge, subject matter expertise, tradecraft, and/or technical competency necessary to achieve results. This includes employee
compliance with EO 13526 regarding the proper handling of classified information.

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.

DCIPS PAA Rating Official

Transfer to Employee Track Progress Return to Main Page
Employee Information

Employee Name
+ Show Employee Details

Reports/Forms

Performance Plan Details Mission Goals Performance Objectives Performance Elements

Approvals & Acknowledgments

Heed Help?
Show All Details | Hide All Details
Details [Tasks Status

{ Step 1: Rating Official Request or Document Higher Level Review Not Started
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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’.

“TIP There are two options available to complete this step. If you are both the Rating Official AND Higher Level Reviewer, use Option B to document the approval.

| Option A - Transfer to the Higher Level Reviewer (HLR) in the PAA. |

Name Date
Rating Official
Higher Level Reviewer

“TIP Please select new HLR from list of values, if required.

Change Higher Level Reviewer |[JENENIT Rl EIERETE =y

This screen provides space for you to send a Higher Level Reviewer a message regarding an employee's Performance Plan. After writing the message, select the
‘Transfer to Higher Level Reviewer with E-mail Notification' button to send the message.

Please go to the Performance Appraisal Application (PAA), Performance Plan tab, and select the -
Approvals and Acknowledgments sub-tab, to complete Step 2: Higher Level Review.

Spell Check

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

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

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

[N IET AN Provide Guest Feedback

L‘}, Confirmation
The appraisal has been submitted to the Higher Level Reviewer.

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’.

Option B - Document the higher level review has taken place by entering the following information:

(LY

Review Date Approver Reviewing Official's Name Q

Method of Review - Other Cancel

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.

Rating Official/Higher Level Reviewer
Performance Appraisal Application Main Page

Heed Help?

Warning: The Performance Appraisal Application is designated for sensitive unclassified personnel information only. Do NOT

enter classified information in this system. Unauthorized release of classified information is a violation of law and may lead to

prosecution.
From the Main Page, you can create, update and view employee Performance Flans; change the Rating Official and/or Higher Level Reviewer; view and print part or an entire plan after it is created; close a plan, and track the status
of a plan.

You can also search for completed plans by selecting the "Show Completed Plans/Appraisals’ link located at the bottom of this page.

To create a Performance Plan: To complete other actions described above:
« Select 'Choose a Flan Type' + Select an option from the Action column
= Select 'Appraisal Flan Type' s Select the 'Go’ button

« Select the 'Go’ button

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

Plans/ Appraisals In Progress

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

w Me  HLR Appraisal Appraisal Year A -
Show Me  HLR Appraisals 0 Appraisal Year  ALL —-Choose a Plan Type— g Go

Records Displayed 15 =

1 ol \ppraisal |Plan App | Plan
Employee Name - ‘Current Owner Rating Official Name Year I Date pe |Status Current PAA Status n
Plan Pending HLR: a -
2014 35043 DCIPSPending peyiew g Update I S0 I

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.

I Dl Ervgskinpbes Thal Bive & pln o progress ane bmed be
Create Mew Plan

Ny Hame Current Crmer Rsting Officksl Hame  Yaur [ Date Type Status  Currest PAA Stafus | Action
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This screen provides information regarding the status of your performance plan throughout the performance cycle.
‘When you are done reviewing your status, select the "Return to Previous™ button to resume your adtiity.

Links Column: Links may be available here to take you to a specfic tab on the Appraisal so you can work on that action.

ﬁu'hrnlmi_hl

| [Drafted

[Transferred to Reviewing Official by Rating Official - If Required
[

Iﬁmd by Reviewing Official

:l:omnwﬂlcate-d to Employee by Rating Official

I cknowledged by Employee

Review

Employee Self-Assessment

fRatmg Official Assessment

_i'rrunsfverred o Reviewing Official by Rating Offical - If Required
Reviewed by Reviewing Official - If Required

(Communicated to Employee by Rating Official

[ [ncknowledged by Employes

Performance Evaluation

Employee Self-Assessment
Rating Official Assassment

!—Tanmrm to Reviewing Official by Rating Official - If Required
Feviewed by Reviewing Official

-,r('.ommunu;ate-d to Employee by Rating Official

Iacknowledged by Employes

[ Mock Assessments

Emplayee Self-Assesament

.,rlln'tlng Oifficial Assessment

lassigned to Reviewing Official by Rating Official - If Required
:mewed by Reviewing Official - IF Required

r
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Performance Plan > Approvals and Acknowledgments:

DCIPS PAA HLR

Track Progress || Return to Main Page

Employee Information
Employee Name
1 Show Employee Details
Performance Plan Reports Forms .

Approvals & Acknowledgments

Need Help?
Show All Details | Hide All Details
Details Tasks Status |Action

Step 2: Higher Level Review Pending Approval Approve | . Return for Change |

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:

DCIPS PAA HLR

Track Progress || Return to Main Page

Employee Information
Employee Name
1 Show Employee Details
Performance Flan Repons/Forms P———

Approvals & Acknowledgments

Need Help?
Show All Details | Hide Al Details
Details Tasks Status |Action

Show

Y Step 2: Higher Level Review Pending Approval Approve | ,§ 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’.

Higher Level Reviewer Notification to Rating Official

Transfer to Rating Official without E-mail Notification I Transfer to Rating Official with E-mail Notification I

Message To Rating Official

een provides space for you to send a Rating Official a message regarding an employee's Ferformance Flan. After writing the message, select the *Transfer to Rating Official with E-mail Notification’ button to send the

Flease take appropriate action.

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

Cancel |1 Transfer to Rating Official without E-mail Notification | Transfer to Rating Official with E-mail Notification |

22




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.

4 Information

You have chosen to return the appraisal to the rating official for corrections. Do you wish to continue?

Approve:

DCIPS PAA HLR

Track Progress || Return to Main Page

Employee Information

Employee Name

) Show Employee Details
St P———————

! Performance Plan
re latiie Fran Oetals Mission Goals Performance Objecthes Performance Elements m

Approvals & Acknowledgments

Need Help?
Shows All Details | Hide All Details
Details [Tasks |status |action

) Show

# Show Step 2: Higher Level Review Pending Approval u- 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’.

Higher Level Reviewer Notification to Rating Official .

Transfer to Rating Official without E-mail Notification I Transfer to Flat'lna Official with E-mail Notification I

This screen provides space for you to send a Rating Official 2 message regarding an employee’s Performance Plan. After writing the message, select the 'Transfer to Rating Official with E-mail Notification” button to send the
message.

Flease go to the Performance Appraisal Application (PAA) and select the Approvals and
|acknowledgments sub-tab under the Performance Flan tab to complete Step 3: Rating Official
Document Communication to Employee.

Spell Check

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

Cancel | | Transfer to Rating Official without E-mail Notification 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.

) Information

Do you wish to approve the Performance Plan for ?

o || ves

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.

L‘h Confirmation
The appraisal has been submitted to the Rating Official.

Rating Official/Higher Level Reviewer

Performance Appraisal Application Main Page

Need Help?

Warning: The Performance Appraisal Application is designated for sensitive undlassified personnel information only. Do NOT
enter classified information in this system. Unauthorized release of dassified information is a violation of law and may lead to
prosecution.

From the Main Page, you can create, update and view employee Performance Flans; change the Rating Official and/or Higher Level Reviewer; view and print part or an entire plan after it is created; close a plan, and track the status
of a plan.

You can also search for complated plans by selecting the 'Show Completed Plans/Appraisale’ link located at the bottom of this page.

To create a Performance Plan: To complete other actions described above:
+ Select 'Choose a Flan Type' + Select an option from the Action column
+ Select "Appraisal Flan Type' + Select the 'Go’ button

+ Select the "Go" button

Important: To become familiar with the columns, select the "Need Help?' link.
Plans/ Appraisals In Progress
“TIP Only Employees that have 2 plan in progress are listed below.

Create New Plan
--Choose a Plan Type- - Go

Show Me  All Appraisals *  Appraisal Year ALL ~

Records Displayed Bl ~

I 1
Plan Plan
Employee Name - Current Owner |lIaI:I|g official Hame Year 1 Date I'Wl’e Status
014 35043 DCIFS Pending ~||L6a
= —

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:

Trock Progiess

Return Lo Privious

lised Help?

CPMS Raadae, Cameda [

£n i

This scréen provides information regarding the status of your performance plan throog
W YO B On NEIeWIng your 5, Gelact tha *Return to Pravicis” buthon to

ut the performance cyde.
TG VORI BCENRY,

5 Codumin: Links may b svailabie heng to take you 1o & specfic tsb on the Appratsal 50 you can work om that acton,

\"
il by Rty Offsciad - I Rpguirad '
W

oal - ¥ Required

Ackrradadged by Employes

[ ok Juinks:

Employes Self-Assessment

it
ficial by Rating Official - If Required
Reviewed by Reviewing Official - ¥ Requined

Return bo Previous
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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.

OCIPS PAA
. i . Return to Main Page
The Rating Official can ako go to Reports/Farms, Track Pragress,
and Change ROVHLR actions on the PAA Main Fage.
|ﬂd ngl- T4
Ernplyes Name

Wiew/ Print Schected Sections

Salecting the “view/Print Selscted Section(s)” button allows you to print the selected sections.

Dx'lul | Deselect Al

r Dveral Feedback

I Wiz [ Primt Sedectid Section(s) I

i
re entered for that Block in the appropniate Performane
» For the purposs of obtaining signatures during the approvals process when an approval will be documented in the PAA on behalf of either the Rating Official or Higher Lirrel Resviewrer.

I View [ Prink Working Copy Form I

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

Selecting the “ViewPrint Selected Saction(s)" button allows you to print the selected sectons.

4 Selert [ Desehsct Al

PTAtON Mission Goals

il Feedbadk

I View/ Print Selocted Section(s) i

For Official Use Only
Personal Data - Privacy Act of 1974

?_!._?_DCIPE Performance Appraisal Application (PAA)

Performance Evaluation of Record Form (Selectable Sections)

Emplovese Name Emplovee Number Position
147646 GG-0132-13, INTELL SPEC
Base Salary as of Evaluation Period Start Date Base Salary as of 30-SEP-2014
$56008 $86869
Rating Official Name Pay Band/Grade
h.ip]:raisa.l ID Evaluation Period
35043 01-OCT-2013 to 30-SEP-2014

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

Rating OfficialMigher Level Reviewsr

b Help®

Performance Appraisal Application Main Page

an only, ]|NI
e and may le (

Waming: The Performance Appraisal Application is designated for sen
enter dassified information in this system. Unauthorized release of dass

prose

art or &n antirg plan after it & crested; cose a plan, and track the status

wigw and print [

5; change the Rating Officiall snd/or Higher Ll Reveswer

cam the Main Page, you Zan creabe, update and view employes Parformance Plan:
Wou can also search for complated plans by selecting the 'Show Complated Flans/Appraisals’ link located at the bottom of this page

of & plan,

To crente & Perfarmance Flan: To complebi dther Sctiond desoribed abinve:
& Select an cption from the Action colsmn
= Select the 'Go' butier

Important: To become familiar with the columns, select the "Need Help? bnk.

Create New Plan

1 in progress are lisbed below,

Appracsal Year ALL v -~Choode & Plan Type
Records Displayed [ =
Il.A;u;waIgl Han Awwal m PAA,
Employes Hame rrent Guner Fating Oificial e Year i sulus Action
2004 35043 DCIFS Pandng an Reviewed by b WPt 'I - I

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.

Ricturn to Main Page

track propress

DCIPS PAA Rating Official

Employea Information

Emgloyee Hams
=) Showe Employe its

Parfeemance Flan
e Hek

ReportsFarms

View | Print Sclected Sections
e Selected Section

Sebecting the “ViewPr n{s)" buion allows you to print the seleched sections.
with Perfermance Evalustions

¥ Record

Select [ Desalect All

View [ Print Selected Section(s)

Viewe/ Print Working Copy of DD Form 29060

wPrist Working Copy Form™ buthen:

Sedect the: "Vie
truncated or reformatted to fit, then reduce the

lings svailable on the form. ¥ the text was tn

ve madnmum sliowable

nbed in the PAA on beball of efther the Rating Offscial or Higher Level Reviewer

I Wiews Print Warking Copy Form I

26



##% Working Copy **#

DEFENSE CIVILIAN INTELLIGENCE PERSONNEL SYSTEM (DCIPS)
PERFORMANCE EVALUATION OF RECORD

EMPLOYEE NAME: PERFORMANCE YEAR: 2014

PRIVACY ACT STATEMENT
AUTHORITY: 10 U.5.C. 1601-1603; and E.O. 9397.

PRINCIPAL PURPOSE(S): This form will be completed by employees, rating officials, and reviewing officials to document the performance
objectives, and midpoint, closeout, and annual evaluation requirements of the Defense Civilan Inteligence Personnel Syslem. To ensure all
appropriats records on an employee's peformance are retained and are avaiable (1) 1o agency officials having a need for the information;
(2) to employees; and (3) to support actions based on the records.

ROUTINE USE(S): To OPM in connection with its personnel management evaluation role in the executive branch. The Routine Uses found at
hitpedpclo defense goviprivacy/ SORNS/qov VOPMG OVT-2.himl and hitp:/ fpri roul | apply.

DISCLOSURE: Voluntary. However, fallure to provide the requested information may result in the record being misfiled or being unable 1o be filed
in the correct employee file.

INSTRUCTIONS FOR COMPLETION OF DCIPS PERFORMANCE EVALUATION OF RECORD FORM
Cover Sheet: Enter the employee’s name (last, first, middle initial) and the evaluation period (year portion of the evaluation period end date).

PART A - Administrative Data.
1. Employee Mame: Name of the employee (last, first, midde initial)
2. Social Security Number: Enler kast 4 digits of the SSN.

Rating Official Communicates Plan to Employee:

Rating Official selects the ‘Performance Plan’ tab and then the ‘Approvals & Acknowledgments’ tab.

DCIPS PAA Rating Official

Transfer to Employee | Track Progress | Return to Main Page |

Employes Information

Employes Nama

=] Show Emplees Dethis

erfarmance Plan Details Mizsion Goals Ferformance OB jecives Fenormance Elem(—'l!sl
1

Approvals & Admowledgments

Apprevals & Acknewiedgments

‘Shorw Al Details | Hide All Detnits
Details (Tasks

T Shomy

5 5ho

& Showl | Siep 3: Raking Official Decument Comenunication to Employes Pending Appreva Start
o Shew
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Select the ‘Start’ button to continue with Step 3: Rating Official Document Communication to Employee

DCIPS PAA Rating Official

Track Progress | Return bo Main Page

Festormance Plan Details Mizsion Goals PETORmAncE 00 edlhes ST Approvals & Acknowledgments |
Approvals & Admowledgments
liged Heip?
S All Detnits | Hide All Detnits
Details Tasks Status Action
ep 3: Ratng Official Dotument Co 2 3 Emphn e Approve

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

Performance Plan Feports/Forms

Performance Plan Detals Mission Coals

Performance Qb jectives Performance Elements

Approvals & Acknowledgments

Approvals & Acknowledgments

Show All Details | Hide All Details

Details [Tasks Status | Action
H
Communication Date
Communication Meathod -
Other
I Save and Transfer to Employee for Acknowledgment I Save and go to Step 4
¥ Show

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

@ Error

Communication Date 05-Nov-2013 cannot be earlier than the HLR Approval Date of 03-Sep-2014.

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.

Rating Official Natification o Employee

Transter to Employee without £-mail Notification | | Transler bo Employes with £-madl Notification

n will be awailable in

e you have acknowd i
PAA) Main Fage

ppraissls araa on the Performands

Spell Check

Motice: You are about bo conftact by e-mail. Due to the unencrypted nature of this e-mad communicabion, please do not indude any nonepublic information such a& Sodial Security numbens or prvacy act
informstion in your g-mail.

Candiel Transter b0 Employed without E-mall Rotification I Transter to Employes with £-mad Notifica tion I

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.

& Confirmation
The sppraesal has béen submittéd bo the employee.

Rating OfficialHigher Lewvel Reviewer

Performance Appraisal Application Main Page

n Is designated for sensith
wized release of dassified information i

From the Main Page, you can create, update and view employes Performance Plars; change the Rating Official snd/or Higher Level Reviewer; view and print part or an entine plan after it is crested; dose a plan, and track the status
of & plan.

iou £an also search for compheted plans by sebicting the “Show Comphited Flans Appraisals’ ink located at the bottom of this page.

To creabe a Ferformance Flan: Tao complete other actions described above:

Inportant: To become famdiar with the columns, select the Need Help? bnk.

*TIP Only Employess that heve a plan in progress an

Sheow M All Appraisals =  Appratsal Year ALL =

Reécords Displayed 10 =
Employes Hame - Current Gwner |Rating offichl Mame  [Apprakal vear Appraksal 10)Pan Approval Date Type | Plan Status Current PAA Status|

12014 35043 03-54p-2014 DCIFS Appronidd  Plan Apprewid
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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.

| My Biz My Biz
3 My Information
| update My Information
) Employment Verification
|5 Performance Appraisal Application (FAA

Performance Appraisal Application Main Page:

Employes

Performance Appraisal Application Main Page

g Halg?
Warning: The Perf cignated for sensitive undassified fon onby., Do ROT
enter classified infior rase of dassified information s and may lead to

he Main Fage, you can oreste, M o plan & a and & the of & plan. You can also search for completed p br wcling o

Plang/ Apprassals’ link loca

Reconds Displayed 10 -

Emphyere Namae Current Owner |Rating Official Name Appraisal viear [Appraisal I [pkan Approval Date [Type Plan Status Current PAA Status Action

35043 03-Sep-T014 DCPS Approved  Plan Approved  Updal .

Performance Plan > Approvals & Acknowledgments:

DCIP S PAA Emplayes

Transfer to Rating Official | Tradk Progress | Return to Main Page

Empdoyes Information

Employes Nama

= Shew Employes Details

m“ DR Rt

10 1 T Flan Lelails Mission Goals

Approvak B Adonowksdgments

PHsed Help?
Shorey ANl Details | Hide All Detnils
Detaids Tasks Status At
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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.

DCIPS PAA Employes

Transier to Rating Official | Track Progress | Retwrn Do Main Page

Employee Hame

+l Show Emploves Details

Perfermance Flan Detals Mission Coals Perfermante Objectves Performant & Elements

Approvals & Acknowlsdgments

valualion Fepons Ferms

e Performante

Approvals & Acknowdedgments

Shiw AN Datals | Hide AN Dotails
Details Tasks Status Action

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.

Create New Plan

Choose a Flan Type: - Gy
Records Desplayed 10 -
Emnployee Name Curnent Dwinéer Rating Official Rame \Appraisal Year [Appraal 10 |Plan Approval Date [Type [Plan Status [Curment PAA Status |Action
14 1505 e I & DETPS Areweidad AR A Jpaati v Ga
14 35043 03-Sep-2014 DCIPS Apgeicrnid Plan Approved pdate

e ate s s Bok do coaerh B connlobed olans

5 show Completed Flans/Appratssis I

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.

1. Bogin with &
2. Select the Fi

Reconds Displayed 10 =
Appraisal Year Apprasal I Type [Ewvent |Event Completion Date Raparts | Famms

15043 DCIFS CFS Performance Flan 03-Sep-2014
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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 *Show Completed Plans/Appraisals  |ink |ocated 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.

1, Begin with erfering search criteria, The following felds can be entered in any combination; &.g.. Employes Hame only, Employes Hame and Appraisal Year, et Sebect the search icon for asssstance in entering the Employpes
Hama.

2. Select the 'Find’ bution. Your resulis will b based on your search criberns

Eearch Results:
Records Displayed 10 =

Ernplonyie N |Appraisal Year |Ewent Completion Date Riports) Forms
2014 3-0 =1
| 2004 “a

Track Progress:

Select ‘Track Progress’ from Action list and then select ‘Go’.

Rating OificialHigher Level Reviewsr

Performance Appraisal Application Main Page

Heed Helg?
Warning: The Performance Appraisal Application is designated for s
enter dassified information in this system. Unauthorized release of da
prosecution

re undassified personnel information only. Do NOT
d information is a violation of law and may lead to

From the Main Page, you can cresie, update and view employes Ferformance Flans; change the Rating Official andor Higher Level Reviewer) view and print part or an entire plan after

i is created; close a plan, and brack the stafus
of & plan.

You can aiso search for completed plans by selecting the "Show Complebed Flans/Appraisals’ link located at the Bottem of this page.
To create a Perfarmance Plan: To complete other adions described abowe

+ Select "Choose a Flan Type' + Select an option from the Action column
w Sekact the Go' batton

@ columnng, select the Need Help? link

“TIF Only Employees that have a plan in progress are listed below.

Create New Plan

Show Me Al Appraisals = Approisal Year Al - —Choose o Flan Type— - &0
Records Displayed 10 v

Emphoyee Nans: - [Current Owner |Rating offickal mamse  |Appratsal vear Appratsal ID/PGn Approval Date Type [Plan Status/Current PAA Statusaciin

' 2014 39043 03-Sep-2014 DS Approved  Plan Approved Track Progress = | Go I
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Select ‘Return to Previous’ to go back to the PAA Main Page.

Teack Progress

I Rastisrn 0o Prisdious I

Emgicyes Name o

+ ahgwr Emplves Dakads

This sereen prevides isformabion reganding the stabus: of your performance plan throughout the performance cyce.
Wi you B0k done nineewing your Satus, Select the "Riturn to Privigus” bulon bo resume your Sctivity,

Lisika Coduren: Links: My B available hare to take you 1o b specific tab on the Appraisal o you can weork on that sdion.

Performance Pln Juinies|
Drafted
Transfermed t Riniewing Oficial by Rating Official - If Riguired
R by Riiawing Official
Communicated to Employes by Rating Official
Adcngwiedged by Employes
[midpoint Review Juinks|
Employen Seif-Assessment
Rating Cfficial Assessment
Transferred to Reveswing Official by Rating Official - B Required
Reviewed by Reviewing Official - F Required
Communicated fo Employee by Rating Official
Acknowdedged by Employes
[ Perdormance Juinke{
Empioyes Sell-Assessmant
ting Official Assessmant
Transherred io Reviewing Official by Rating Official - If Required
Rewiewed by Reviewing Official
Commurachlid to Emplpes by Rating Official
Acknowiadged by Employes
[hock inks|
Emgicyee Sel-Assessment
Rating Official Assessment
Asgirbd 10 Revsewing Oficsal by Rating Officssl - If Reganed
Revewed by Revewing Official - ¥ Required

S

| Raturn to Previous |
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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’.

LMy Biz My Workplace
|- My Workplace | | performance Appraisal Application (PAA)

| My Employee Information
| Update My Information
| Suspenses

I | Manage PAA Trusted Agent Authorization I

| CIV Fill Request Status

Management Reports

= View Management Reports

=| View/Print Performance Management Reports
= View Previous Reguests

Manage Trusted Agent Assignments:

Manage Trusted Agent Assignments
This page allows you to assign one or more individuals to act on your behalf for documentation purposes within the Performance Appraisal Application (PAA). You control their access by assigning a Start Date and/or End Date.

HNeed Help?

AUTHORIZATION FOR TRUSTED AGENT ASSIGNMENT

| hereby authorize the individual indicated below to act as my trusted agent within the Performance Appraisal Application (PAA) for the purpose of documenting performance management events such as
the transcription of performance plans, interim/midpoint reviews, closeout assessments and final appraisals into the PAA for the employees selected below. | understand that this does not alleviate my
performance management responsibilities to continue the hands-on work of monitoring, reviewing and appraising employees on their performance and that the sole purpose of the trusted agent is to
document my decisions in the employees’ PAA records.

ACKNOWLEDGMENT OF YOUR RESPONSIBILITIES
| also understand that | must approve all PAA performance events documented by my trusted agent and route the document to the next step by using one of the following methods:

= Select the "Approve Trusted Agent Documentation’ button located in the employee’s PAA record under the appropriate Approvals and Acknowledgments tab. In the case that | do not have
access to the PAA, | understand that my trusted agent may forward the PAA to the next person in the chain of command to accomplish this task.

OR

+ My trusted agent can print a hard copy of the appraisal form and obtain my signature approving the action. My trusted agent can document the fact that this has taken place for the purpose of
completing the appraisal form in the PAA_

Trusted Agent Role

* Role -

* System Type  Self-Service Hierarchy -

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.

Trusted Agent Role

" fole  Rating Officis ¥
= System Type  Self-Serdos Hersrchy -
S

5] Shoyy Manase desemment of Trusted Agent for Selected Emploves/s) I
ATing TTcia T Mesults

Golect 40 | Select None
Eleckif it Employes 2
= Employes3
Employeel
Employee4
Employee5
Employes &
Employee 7

Trusted Agent Rame Start Date End Date Action

Name of the Trusted Agent [ B ww
27-Sep-2013 Update

SRR

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

L=l Hige Manage Assignment of Trysed Agent 107 Selected Empicves 5)
quired field

®Indicates re
Mg Trusted Agent TerminateTrusted Agent

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

Dt
End Date cannol be carfer than the Start Date.
ployee(s) from results table below

Start Date
You cannot enter a past date for Start Date.
End Dabe i

Batwg Offscisl Drl tmn ety
e

Employee 2
Employee 3
Empioyeel ) R
Empioyeed r' i _' Name of the Trusted Agent
Employees = —
Empioyee 6
Employee7

Employes Humber  Organiration Trusted Agent Hame Start Date End Date Action

T

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.

To assige 8 Trusted Agest Ta terminabe a Trusied Agend

1. Enter Trusted Agent Nama 1. Entar End Date

2. Enter Start Date Tip: The End Date cannot be earfier than the Start Date.
Tig: ¥ou cannot enter a past date for Start Date. 2. Sebect employee(s) from results table below

3. Opticnally, nter an End Date to lmit assignment peniod 3, Select "Apph button

4. Select emphoypee]5) from results table below
5. Select Apply’ bution

* Trusted Agent Hame Employ=e 2 4, * End Date =

= Start Dete  03-Oct-2014

Ensd Date
(o=

Rating Dfficial Delegation Results
Select &)l | Select Hone

Employes Humber [Trusted Agent Rame |Start pate |End Date | Action
Employes 2 147508 QNI V1500015 01 A | = W s -
Employee 3 147635 ONE NV1500015 01 4, | I F Insert - Apply |
Employes 1 L4 TE4G ONI MV150001% 01 4, | m | T ;e - | Apply ]
Employesd 145167 ONI MV1500015 01 Name of the Trusted Agent 27-5ep-2013 [ B updme = [Beok ]
Employes 5 123180 ONI N¥1500015 01 4, [ ] 0 st - | Apply |
Employeet 1279508 ONI MY 1500015 01 | ] | Insert = | Apply
Employee? 125377 ONI MV1500015 01 4, [ ] T wet - APl |

The

page is refreshed with the updated information.

[ Rating Gificaal Drlegateon Eraits
Select Al | Select toow
I

*Rolg  Rating Offical -
= System Type  Self-Sanace Hiararchy L
@ |

Solect Employee Number  Grganization Trusted Agent Name |Start Date /End Date \Action

Employee2 147609 NI NVIS00015 01 =¥ | m | ! skt v
Employee 3 147635 ORI NVISDOOLS 01 | Name of Employee 2 | 03-Oct-3014 [ T wpsme - | Beply |
Employes 1 147646 OHI NVIS00015 01 4, [ | T msen - | Apply

Employesd 145187 OHI NV1500015 01 | name of the Trusted Agent | I7-Sep-2013 |— = Updste = Apply |
Employees 123180 OHI NVI500015 01 3 [ B | T msen = | Apply |
Employest 129398 ORI NVISOD015 01 3, | B | 1 mmsern | Apply |
Employes7 126377 NI NVIS0D015 01 2, [ m T mset = Apply |

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

Select the ‘Home’ link to return back to the Navigator.

Manage Trusted Agant Asslgnmants

AUTHORIZATION FOR. TRUSTED AGENT ASSIGNMENT

| bataby snthonize the indridual indicated below to act as my trusted agent within the Paerformance Appraisal Applhic ation (PAA] for the punpose of documanting performance management events such as
the transenption of perfarmance plams, intesimimedpont reviews, closedud assessments and final apprarsals imto the PAA for the employees selected below. | undersiand that ihis does not allevate my
pedformance management responsitalities bo contmuwe the hands-on work of mondonng. niviewing and appraising employees on their pedformance and that the sole parpose of the trusted agent is 1o
documant my decissons in the amployess’ PAA reconds

ACKNOWLEDGMENT OF YOUR RESPONSIBILITIES
| sbg undarstand that | must approve 58 FAA performance svents dociementad by my trusted gent and route the dociement 1o the next Shep by upng ona of the following methods

= Select the Approve Trusted Agent Dociamentstson’ button located in the amployes’s PAA recond under the Spopnate Apgrovals and ACknowledgments tab. In the cass tht | 3o not havwe
access bo the PAA, | understand that my tusted agent may forward the PAA to the nexd person i the chain of command 1o accomplish thes lask

oR

# My trusted agent can print 3 hard copy of the appeaisal form and obtain mry signature approving the action. My trusted agent can document the fact that this has taken plsce for the purpose of
completing the appraisal form in the PASA

This page allows you bo assign cre or mene indhiduals to act on your behalf for decumaenkation purposes within the Ferformance Appraisal Applcation (PAAY. You control their access by assigning o Start Dete and/cr End Date.

Hieed Helg?
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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.

I - CIV Trusted Agent I CIV Trusted Agent

I My Biz [=]_PaA Acting as Tructed Agent
E View My Tr Agent Authori
5 pcIps PaA Adtion(s) to Multiple Employees as Trusted Agent

[E View My Reguests

i Haagaer v B Favories v ICE My Bz ICE PAAVI FAQ Diagnostics Home Logout

View My Trusted Agent Authorizations

PRIVACY ACT INFORMATION

The infoemation accessed through this system must be protectad in accordance with the Privacy Act. Personal infoemation contained in this system may be used only by authorized persons in the conduct]
of oificial business. Any unauthorized dsclosure or misuse of personal information may result in criminal andier cidl penaliies.

Hy Trusted Agent Awthosizations

Detalls Emphoyes Humber Start Date nd Date |Role:
H3h | patine Official’'s Mame Name of Emoloves 3 147635 03-0t-2014 Fating Offical

Acting as Trusted Agent:

Select ‘PAA Acting as Trusted Agent’ link as CIV Trusted Agent.

_| CIV Trusted t

| My Biz (=] PAA Acting a5 Trusted Agent
) View My Trusted Agent Authorizations
[Z pcips paA Action(s) to Multiple Employees as Trusted Agent

[5 view My Requests
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Trusted Agent Performance Appraisal Application Main Page:

Trusted Agent
Performance Appraisal Application Main Page

leed Help?

Warning: The Performance Appraisal Application is designated for sensitive unclassified personnel information only. Do NOT
enter dassified information in this system. Unauthorized release of classified information is a violation of law and may lead to

prosecution.
From the Main Page, you can create, update and view employee Performance Plans; change the Rating Official and/or Higher Level Reviewer; view and print part or an entire plan after it is created; close a plan, and track the status

of a plan.
You can also search for completed plans by selecting the 'Show Completed Plans/Appraisals’ link located at the bottom of this page. You are limited to viewing only the Plans/Appraisals that you have participated in as a Trusted

Agent.

To create a Performance Plan: To complete other actions described above:
= Select an option from the Action column

= Select 'Choose a Plan Type'
+ Select the Go' button

» Select 'Appraisal Plan Type'
+ Select the 'Go’ button

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

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

Create New Plan

D Choose a Flan Type - Go

‘Current PAA Status Action

Appraesal Year

Records Displayed 10 -
Current Qwnir Rating Official Namse Appraisal Year Appraisal 1D Pln Approval Date Type  Plan Status

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.

Pans| Appraisals In Progress

n progress are isted below.

(reate New Plan
N—_— - o

~Choose a Flan Type-

Apprakal I Plan Approval Date Type PlanStatus  Current PAA Status Action

Employes Name Current Owner Rating Official Name Appraisal Year

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.

Plans| Appraisals In Progress

YTIP Only y plan in progress are listed belo
M reate New Flan
e nbelligence Fersorme - 6o
Type |PlanStatus  |Current PAA Status Action

Records Displayed 10 -
Employes Hame Current Cwner Rating Official Name Appraisal Year \Appraisal ID Plan Approval Date
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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.

List of Employeas

Trusted agent's Name
RO Hame Trusted Agzent for

Retum to Main Page
#TIP Below is & list of employes(s) you may create a plan for. Head Halp?

|Organization parformance Plan

Employes Name |Dccupational Code

5 Remallasces fdamy
J134. meisgence (130

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.

Trusted Azent's Name
RO Name Trusted Azent for

on bebint
| Canoel and Return to Main Page I

tiged Helo?

Setup Details

Build Hew Performance Plan || Copy An Existing Performance Plan

Annual Appraksal - DCIPS -
01-0ct-2013

e 30-Sep-2014

Rating Official’s Name
Reviewing Official's Name
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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.

Copying Performance Plan

Trusted Agent's Name

Logged in as: RO Name Trusted Agent for
Acting on behalf of:

Returmn to Porformance Phn Setup

MNeed Help?

and employees can copy 2 performance plan from one year to the net. Ondy Rating Officials can copy a plan from one employes to ancther. Once copied, the performance plan can be altered accordingh

% the "Go™ buiton to see the result. Select the search icon for assistance in entering the employes name. You must select E

lorpese Haene or Appraisal Effecive Date,

Appraksal ID Employes Name Employee Humber Appraisal Year Plan Approval Dabe [Type  |Plan Status Wiew Copy

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.

Copying Performance Plan ested Agent's ame
b "___, of: RO Hame Trusted Agent for

Beturn bo Performance Plan Setup

Need Help?
Rating Officials and emphopees can copy & pirfarmance plan Officials can Copry & plan Tro .

Please enter your search crtaria and salart tha *n

the result. Select the search icon for assistance in entering the employes name. You must select Employee Hame or Appraisal Effective Date.
Name of Employes 1

[Find ] [ Gear

Table Size 10 ~

Appraksal ID ‘Employie Hame Employie Number Apprabal Year Phan Status View Copy
35043 Keme of Emplayes 1 147646 2014 ROVED Vi Copy
15045 Hame of Employes 1 147646 2015 APPROVE VW

Information message:

Select the ‘Yes’ button to continue copying this Performance Plan.

W Information

Do ok wish Lo copy the performance plan of asing the Apprawsal ID: 350457

(] [ ]
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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.

DCIPS PAN Rating Official

Trusted Agent's Name
RO Name Trusted Azent for

Track Prosg Relurn to Main Page

Perfonmance Objeahes Perfeemance Blements I Approvals & Acknowiedgments

Performance Plan Detais

‘Change Rating OFficial and [ or Higher Level Reviewer

tigadd balg?
¢ Annual Appraisal - DCIFS - Farf
O1-Dect- 2013
30-Sep- 2014
Hi
HEXT>

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.

DCIP 5 FAA Rating Official

T Trusted Agent's Name

Logg
o bahay RO Name Trusted agent for

Transfer to Employes | Track Progress | Return to Main Page

Perfarmiande Plan [ECERIE PRI

Performante PFlan Detsls Mission Goals Ferformance OOjecives

Ferformance Elemens Approvals & Ackmowledgments

Approvaks & Acknowledgments

Dzed Heip?
Shov AN Dutals | Hide Al Dotails
Detalls Tasks Status Actinn
N0 Step 1: Rating Official Request or Documant Higher Level Resview ot Start m
=PREVICUS
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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.

Option B - Document the higher level review has taken place by entering the following information:

Review Date  05-Oct-2013 ] Approver |Reviewing Official’s Name

Method of Review Face to Face = Other cancel | | save

# Shew
#) Show

7) Shaw

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’.

& Conflrmation

1 certily that the inlormation decumented in this performance plan accurately decumenis the Rating Official's decisions regarding this perdormance plan and the ifgher Level Reviewer's approval and their

signatures have been captured on a printed copy of the appraksal form.
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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.

DCIFS PAA Rating Official

[p—— Trusted Agent's Name
:'z_ffr_'a'_:'b'_'_\__ i RO MName Triusted Agzent for

Transler to Employee | Track Progress | Return to Main Page

Employes Nams

+ Shew Emploves Defails

Ferformance Plan Reporis /Forms

Performante Flan Detsls Miszion Goals Partormance OB potives Penformasde Ebmens

Appiovals & Acknowledgiments

Approvals B Admowledgments

leeid Help?
Shore Al Datls | Hicke Al Details
Dabais Tasks Status At
[Nt Step 3: Rating Official Document Communication tn Employes Fending Approval

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.

Permormande Fian Dethis Mission Coalg Perormanie Objectived Partanmande Elamin Appiovals & Adkmowledginents
Inpprovals & Acknowlsdgments
!_“f" Ilg!- I
Shopy Al Detais | Hide AN Detais
Details | Tashs Status |Action
Trusted Agent Certification
w0, YU are certifyng that the Reting Officist has revewed and approved the decumentation of this plassppraisal
| on i prinbed copy of the appraisal form.
Saver and Transfer to Employes for Acknowledgmant
Note: If the certification box is not checked, user will receive the following error message:
@ Error
The Trusted Agent Cerfification box must be checked.
Confirmation message is received. Select the ‘Yes’ button to continue.
b Confirmation
Are you sure you want to go to Step 47
(R ] | ves

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.

DCIPS PAA Rating Oflicial

Trusted Agent's Name
Logged in a5 rusted r
:.:uj::l.: al:- ot of RO Name Trusted Ament fo
Transter o Employes | Track Progress | Returm to Main Page

Employee information

Employee Hame

# Show Errgloves Details

m Micipaint Reves Perfermante Evaheation

Frpons Famms Mansge Guad Pamic
Performance Plan Defads Mizcion Coals Performande Objecthes Perfoemanc e Elements Approvals & Acknowledgments
Approvals & Acknowledgments
Haad walpr
Shows All Deanits | Hide AN Datl
Details Tasks Status |Action
w8 Shep 4: Rating Official Decument Employee Ack

L]

Trusted Agent for Rating Official documents the Acknowledgment (Refused or Other), enters method if
‘Other’ and the Date and then selects the ‘Save’ button.

Midpoint Review Parformance Evaluation Reporis/Farms Manage Cuest Panicipanis
Performance Plan Cratais Mission Coals Performance Objectives B RN E T Approvals & Acknowledgments

Approvals & Acknowledgments

Show All Detals | Hide All Details
Details Tasks

|status |Action
7 Show =t " start

3 Show

“TIP These fields are auto-populated at the time of employee acknowledgment, If the employee is not available or refuses to acknowledge, you may update this area
accordingly.

Acknowdedgment  Other -
Other |Email
Date [03-Dct-2013 ]
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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.

- N - -
OCIPS PAA Rating Odficial Trusted Azent's Name
.. PROMName Trusted Agent for

Track Progress | Returmn to Main Page

Employes Information

e

= Show Empleves Detals

XTI  vicipcint Review { Pertormance Evtsation '/ Feponis/Forms || Manage Guest Panicipase

Ferformance Flan Details Mission Coals Ferformance Objeciives Parfenmance Elemanis

Approvals & Acknowledgments

Approvals B Acknowkedgments

Shawy All Detaits | Hide AN Dethits
Detalls Tasks

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.

Rating Official Netification 1 Employes

Candel Transter to Employee without E-mad Notification I Transher bo Employes with © mﬂﬂotmml

Spell Chick

ntact by e-mail. Due to the unencrypted nature of this e-mail communication, please do not inclede amy non-public infermation such

Cancel Transfer to Employes without E-mall Notification Transfer to Employese with E-mal Notification
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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.

Pt o | o ot et
My Journal

Save  Printable Page

Heed Help?

Employes Kame

TIF: The employee journal will assist you in tracking your job sccomplishments during the appraisal period. Recording your accomplishments as they oocur will assist you at the time you are requested tn provide your seif-
assasemant. You will be sble to copy and peste information from this tab into other sssesement aneas. Your journal infoemation will only be sccessble to you.
* AS 2 reminder, you can only paste 2000 characters into the indwidual job objective assessment area.

= Select the "Purge Al button to remave all information coetbingd in your employes e

The employee can track their sccomplshments duning the perfarmance cycle in this area and then use to complite their ssspssments)

Lisit 2 000 characturs] Spell Cheeck Countar

Purge Al | Sawve | Printable 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.

LT, Confirmation

Your journal information has been saved.
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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’.

Employes

Performance Appraisal Application Main Page

Meed Help?
Warning: The Perfc
enter dassified infor
prosacution.

r sensitive undassified personned infor
classified information is a violation of la

From the Main Fage, you can creste, update and veew your formance Flans; view and prnd part or an entire plan affer it is creaded; and track the stabus of a plan. You can also search for ceenpleted plars by selecting the 'Show
Coanplited Plarg/ Appradals’ link kcated &1 the bofom of th

To create 2 Performance Plan: To complete other actions described above:

= Select an cpiice the Action column

= Select the "Go' bution

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

Create New Plan

~Choose & Plan Type - Go

Records Displayed [ -
Enployec Hans: Lurrent Dwner | Raating Dffickal Manse |mppraksal Year - [Appralsal I Plan Approval Date[Type [Plan Status/Current PAA Status Action

2014 35043 03-Sep-2014 DCIPS Approved  Plan Approved Ipdate 'E

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

DCIPS PAA Employes

Transler to Ratimg Official | Track Progress | Reburn to Main Page

Employee Mame

+ Shere Empioyes Details

Perdformance Flan Performancé Evalustion Reports [ Forms

Midpoint Review

Haed ugl 3T
# TIP Midpoint Ripvisws arg 2 revigw of an employes's performance which typically occurs midway through the performance cyche. (Note: Mot a Closscut Assassmant or Performance Evaluation)

Humber [Created By Creation Date  Higher Level Review Date [Status |G Date e Mathod Employes Ack Date Action  |Delete

Ny results found,

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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| Return To Midpoint Reviews

g Dotails

LS
Midpoint Review Information
Midpoint Revies Number 1

Approvals & Acknowiedgment s

Heed Help?

I ™y Journal |
|

Enber the performance abpeciive

Fmployee Sell Assessnsenk

r sccomplishmnts for this performance objective for their Midpaint Review in this bo|

2 ko 2000 charscten Spell Check Counber

| Save and Return to Top of Page

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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Raturn To Midpoint Reviews

Select the !

Solect, Humber Performance Element

@ 1 Accountabiity L

tion

Sawe and Retumn to Top of Page
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To transfer the performance plan to the Rating Official, select the ‘Transfer to Rating Official’ button.

DCIPS PAA Employee

Transfer to Rating Official || Track Progress | Return to Main Page

Employee Hame

£l Showy Emgloye Detals

Perfermance Plan ‘mml m Performante Evaluation Reports/Forms

Midpoint Review

Bpid Hiskp?

* TP Midpoint Reviews are o review of an amployes’s performance which typically acours midway thegagh the parfoemance cpcle, (Hoge: Not & Chxseout Assessment or Performancs Evaluation
tumber [Created By Creation Date  |Higher Level Review Date Status |G Date e tion Method Employes Ack Date | Action | Delete
M- Sap-2014 Infiated Update ]

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.

Employes Notification to Roting Official

Cancel Transfer o Rating Dfficial without E-mad Notification I Transher to Rating Offcial with E-mad Notification I

Mead Hislp?

This straan provides space for you 1o send your Rating 0fficial 3 message regasding your Midpoint Raveew. After writing the massage, select the “Transfer to Rating Official with E-mail Notification” button to sand the message.

Spell Chock

by a-madl, Dus to the unencrypbed nabare of this &-maill communication, please do net include 2y noarpuliic informabion such as social securfly numbers or privady ad

Cancel Transfer to Rating Officil without E-mald Notification Transfer to Rating Official with E-mad Notification

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.

Your self sssessment s missing on one or mone performance chements,

D0 you wil b0 COftinue?

| K|

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.

\_-:" Confirmation
The appraisal has been submitted to the rating official.
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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.

Plans/ Appratsals In Progress

“TIP Orly Employees thet have a plan in progress are listed below,
Create New Plan
Shawi Me Al Apprasale T Appraimitewr AL v ~Choose a Flan Type-- - o
Records Displayed 10 =
| wal Appraisal ;mnnppmal Plan L PAA
Employee itame - Current Gwner Rating OFficial Hame | Year m Date Type Status  Status Action
4 £t ] 13-Sep-2014 b pproved  Midpo E

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

DCIPS PAA Rating Official

Transfer to Employes | Track Progress | Return to Main Page

Ferformance Plan Performance Evaluation Reports [Forms Manape Cuest Pamticipants
Midpoint Review
Heed Help?
“TIP Midpoint Reviews ane a review of an employee’s performance which typically oocurs midwary through the performe che. (Note: Mot & Cleseout Assessment or Performance Evaluation)

Humber  Created By Creation Date  Higher Lewel Review Date Status |0 Date O Hethod Ack Date Action Delete

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.

Crota/Update Midpaint Reviow

Back To Midpoint Reviews

Employes Information

Midpoint Review Information

“TIP A Midpoint Review should ac ments to dabe and suggested areas for improvement. it should facinate meaninghd dislogue and exch

5 Initkated
Performance Objective Assessments Penformance Element Ajfesiments Apprevals & Ackniededgments
Pedormance Object e Assessments
Boed malp?

Performance Objectives

Sebect Bumber | Performance Objecthoe Tk
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Performance Objectives

Sedect Mumber Performance Objective Titk Status

Dbt Approved

Parformance Objective

or the p

nance objectives here.

Employes Self Asseccment

|Empioves arters their sccomplshmants for this performands ohjective for their BIdpoING Review in this bo

Ralting Mlicial Assessment

Rating Official enters their assessments for this Performance Objective for the Midpoint Resvew in this !';\rl

Lieik by 3000 chanacien Speell Chinck Courter

Save and Retumn to Top of Page

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.

Createipdate Midpoint Review

Back To Midpoint Reviews
| employee wiowation |
Employes Hame

+| it Emgloves Delils

Midpoint Review Information

“TIP A Midpoint Rinveiws should ach

It should faciitate meanngful dinlogue 3nd exchangs of Boo:

g Midpoint Rumview
= Initiated o

Perlormance Objecthe Assessmens Perfarmande Element Assessments Appeovals & Acknowiedgments

Pertormance Flement Assessmonts

Meed Halp?|
Performance Ebeméents
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Performance Elements
Select] Humber Performance Ebement

L 1 Actourinbilty for Results

Performance Hement

Employii Solf Assescment

accornplshment:

Rating Official Assessment

Rating Official arters assessmants for this Performance Eksmant for the Midpoint Rirveew in this bo:

Limit t 2000 charncten Spiell Chesck Counter

Save and Retsm to Top of Pags

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.

Create/Update Midpoint Review

Back To Midpoint Reviews

Emploryes Information

“TIP A Midpoint Review should acknowiledge achisvements io date and suggested areas for improvement. |t should facilnate meaningful dislsgue and exchange of accomplishments and areas for improvemient.

Performance Objeciive Assesiments Performante Elemint Assesiments Approvals & Ackmowledgments

Approvals & Adknowbedgmsents

Al Details | Hide All Detpits
Detaids Tasks Status

% W Step 1: Rating Offical Request or Decument Higher Level Review (I Required) - MOTE: I net required, Go to Step 3 Mot Started

Step 3: Rating Official Document Communication t Employie

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.
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Warning when employee self-report of accomplishments are missing:

Iy Warning

Emphoges sell assessment i mssing on o 0r more perlomancs ilements,

Do you wael to continue?

=[]

Warning when Rating Official evaluations are missing:

I Waming
Rating Official assessment ks required for all approved performance objectives. Please select the 'Perdformance Objective Assessments' tab to update the assessments.

Do you want i continue?

[ [r=T]

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.

Option A - Transfer to the Higher Level Reviewer [HLR) in the PAA.

Name Date
HvY Wakabayashi, Robbie 1 Rﬂ:lr.; Official
CPMS Audirsch, Tirmy B Higher Level Resiewner

“TIP Flease select new HLR from list of values, if required

Change Higher Level Reviewer  Reviswing Officsal’s Name .
Message to Higher Level Reviewer

This screen provides space for you to send a Higher Level Reviewer a message regarding an employea's REVIEW, After writing the message, select the "Transfer to Higher Level Reviewer
with E-mail Notfication’ button to send the message.

Flease go to the Performance Appraisal Application (FAA]) and select the Approvals and
Acknowledgments sub-tab under the Midpoint Rewview tab to complete Step 2: Higher Level Review.

spell check |

Hotice: You are about to contact CPMS Audersch, Timary 8 by e-mail. Due to the unenorypted nature of this e-mail commiunication, please do not include any non-public information such as
social security numbers or privacy act information in your e-mail,

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

Option B - Document the higher kevel review has taken place by entering the following information:

Rrvigwr Date Approver  Beviewing Official’s Name| 4,

Mathod of Review - Other | [ Cancel Save
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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.

Option B - Document the higher level review has taken place by entering the following information:

Review Date  05-Sep-2014 ] Approver | Reviewing Official's Name|

Methed of Review  Face to Face = Other Cancel m

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

tie printesd copy of the appraisal form accurately presents the midpoint review as seen by and approved by the Higher Level Reviewer and the Higher Level Reviewer has signed thae

appraksal form.
(o] | xes

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.

i) Information
The recipient does not have an e-mail address on file. Please contact the individual directly.

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.

CroateUpdaie Midpoini Review

Back To Midpoint Reviews

Empkoyes Tnformation

Midpoint Review Bnlormation

“TIP A Maipoint Risiéw shoulkd ackne

15 1o date and Suggested ansad fof improvesnent. & should Tacikitate meaningful dialogue and exchangs of stodmplishimests and aread. fod improvement

Mg i
Ry

s Initiated

Penormante ODIECIvE ASSesiments RS AT ITUT R A ppry als & Acknewledgments

ppravaks R Acknowledgmenis

Shov AN Dutals | Hide Al Dotalls
Detalls Tasks

DOV Step 3: Rating Official Decumsent Communication to Employes

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.

Perfarmance Ohjective Assessments Performance Element Assessments Approvals & Acknowledgments

Approvals & Acknowledgments

Heed Help?
Show All Details | Hide All Details
Details [Tasks Status |action
) Show
3 Show

SHide

Communication Date |03-Sep-2014 j

Communication Method -

Other

| Save and Transfer to Employee for Acknowledgment | Save and go to Step 4

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

Rating Official Notification to Employes

Transfer to Employes without E-mall Notification Transfer to Employes with E-mal Notification

Higkicy: You arg about b contact by a-miasl. D to the urencrypted naturg of this g-mail communication, ploase do not include amy non-public

information such as social securtty numbsers or pracy act
ormakicn in your e-mail

Canceld Transfer to Employee without E-mail Notification I Transfer to Employee with £-mal Notification I
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Confirmation message:

5% Confirmation
The appraisal has been submitted to the employee.

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.

Rating OfficialHigher Lavel Reviewer
Performance Appraisal Application Main Page
|ggi HglzJ

Waming: The Performance Appralsal Applic
enter dassified information in this system. U
prosecution,

Is designated for sensitive undassiflec

sonnel
orized release of dassified i}

From the Main Page, you can create, update and view employee Performance Plans; change the fisting Official and/or Higher Level Reviewer; view snd print part or an enbire plan after it is crested: dose & plan, and track the status
of a plan

You can also search for completed plans by selecting the "Show Completed Plans/Appraissls’ link located at the bottom of this page.

To credie & Performance Flan:

Peosrse & Plan T

Vpe'

#TIP Only Employess that have 2 plan in progress are listed below.

Create Mew Plan

Sk Me Al ADpraisals v Approial e AL T T . =
Records Displayed [ =
|Appraisal  Appraisal | Pan Agproval Plan |
Employes Name Drwmer Rating Offickal Rame r m Date Type Status [Current PAA Status Jrction
sdpoint Review Approved nl 1., -
2014 F5043 03-Sep-2014 pCIPs Approved |an —

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.

DCIPS PAA Rating Official
Retrieve Appraisal | Track Progress | Return to Main Page

Employes Hame

£ Shows Employes Datads

nce Plan Performance Evalustion FepartsForms Manage Cuest Panicipants

P

Midpoint Review

i ko7
«TEP Midpoint Reviews are a review of an employes’s performance which fypically occurs midveay through the performance cpce. (Note: Not a doseout Assessment or Performance Evaluabion)
Bumber Created By Creation Date  Higher Level Review Date tus = Date L Method  |Employee Ack Date | Action |Delete
¢ 0%-Sep-2014 -Sep-2014 ending Empl Acknowdedgment  J03-Sep-2014 Face tn Face Wiew
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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.

Employes

Performance Appraisal Application Main Page

bieed Helg?
Warning: Th
enter clz
oy
From the Main Page, you can create, update and view your Performance Plans; view and print part or an entire plan after it is created; and track the status of & plan. You can alss search for completed plans by selecting the "Show
Comgieted Flans/Appraisals' link located 2t the bottom of this page.

To creaie » Performance Flan. To cemphede cther actxes described above

¥
& Select the "Go' button

Important: To become familar with the columns, select the "leed telp? nk.

Create New Plan
56 Toype - G0

Chddds & F

Records Displayed [ ~
Tmplayes Name [Current Owner |Rating Oificial Hame  |Appraisal Year - |Appraisal ID|Man Approval Date Type [Plan Status/Current PAA Status Action

004 35043 03-Sep-2004 DCIFS Approved  Midpoink in Frogress  Update 'I Go I

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

DCIPS PAA Employes

Transfer to Rating Official | Track Progress | Return to Main Page

Emploryes Information

Ferformance Flan| Performance Evaluation Fepons Fomms

Mid point Revies
Heed Help?
“TIP Madpomt Risdéws aree B réviw of bn emplipes’s performancs wiech brpically oocurs midweery through the performance cydke. (Nobé: Hot b Closso Assessment or Performande Evaluation)

Mumber Created By [Creation Date [Higher Level Review Date  [Status e Date  |C Method | AckDate | Action | Delete

4-Sep-2014  O5-Sap-2004 Fanding Empl Acknowiedgmant  03-Sap-2014 Face to Face

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.

Retrn To Midpoint Reviews

5 Pending Empl Acknowiedgment

Performance Ghjective ASSEssments Perigrrnance ENEN! AR5 FSMENS I ADDrEdEls § ADTHOWIREGTENTE I

Select the Sy Journal’ link to refer tn o copy and pashe any self-assessment rformabe
Im‘ Help?
My umal
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Select the ‘Acknowledge Receipt’ button to continue.

Return To Midpoink Reviews
Emgloyes Information

iama

+| Show Employee Details

ws  Pending Empl Acknowledgment

Perormanie Ohjellie Alsesimants Parforrnante EMsnent Afde i

'} WefilE Appiovals & Adknowledgments
pprovaks B Acknowhedgments

Disad Help?
Duestais Tasks Status L

Acknovidedgmaent

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

Return To Midpoint Reviews

L] t Rewvhew Information

Performance Dbjective Assesiments

Approvals & Adknowledgments

rowals B Ackno

hieed Helg?
Dastails Tasks

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.

DCIPS PAA Employes

Transher Lo Rating ificial

Track Progress || Return Lo Main Page

Midpaint Review

# TP Midpeint Rissews oy

Heed Help?
b M an employee's perfo h A it ] * Mot b Oseout Assessment of Performbnis Evaluation
Create Midpomt Review
Nusber |Created By Creation Date  Higher Lovel Review Date Status Communication Date | Communacation Method Emphyyes Ack Date Action Dbt
N - e ; »
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Track Progress (Employee):

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

Track Proqgress

Heed Halp?

Employee Name
) Shaws Een

5 soredn provides information regarding the satus
) ol BTG G0N TEvIEAnG YO STAtUS, Select the

parformance plan throughout the performance oyde.
VIOUS™ DULDN 1 TESUITE YOUE BOIARY

Links Colgmn: Links may ba svolable hee 10 ke y0u 10 & specfic tab on the ADDraisal 50 you CBR WOk on that et

[=
S

cabed to Employes by Rabing Officis i
d by Emgloyes W

Rabing Officia

[ Links.

Ristisrm Lo Prévious

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.

DCIPS PAA Employes

Transier to Rating Official | Track Progress | Refum to Main Page

Employee Hame
# Show Emglovee Details

Performant & Flan Immlm Pestormance Evaluation Feeport &,/ F ormng

Midpoink Review

“TIF Midpoint Reviews are 2 review of an employes's performance which typically ecours midway through the perfermance cyde. (Rote: Mot 2 Closeout Assessmaent or Performance Evaluation)

Craate Midpoint Revias
Number (Created By [Creation Date  Wigher Level Roview Date  [Status | Dats | tion Mathod  Employes Ack Date Action | Detate
1 04-Segr014 05582004 Complated  03-Sep-2014 Face 1o Fack 05-Sagr 2014 View History |




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.

@

Create New Plan

Choose o Plan Type = | Go

Racords Displayed 10 =

iAW'dHI i&uﬁiﬁl
Employee Hanse [Current Owner !Rxl.hgolﬂl:hllau Year Lii} Plan Approval Date

20135 35045

|Plan
Typis | Status Current PAA Status Action

P

Ealart tha link to. snarvh for ool

I Show Comgteted Flans!Appratsals I

Complebed Plans/ Appraisals

s/ Apprasals.

Records Dusplayed 10 -

Appraksal Year Appraial I Type Event Event Completion Date Reports [ Forms

No seanch conducted

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.

W arch criteria. The following fiekds can be entered in & ¢ Apprasal Year and
2. Select tha F rasults will be based on your saarch onber will b ol
Appraizal Year *
Event -
e

Records Displayed 10 =

Appraisal Year Mppraisal ID |Ewent Event Completion Date Reports) Forms
14 35043 D O3-Sep-2014 -3
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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.

Create/Update Midpoint Review

I Back To Midpoint Reviews I

Employes Information

= Shows Empitee [ethils

Midpoint Review Informathon
STIP A Midpoint Reviev Shoull SCknirdeds Pieveiments 1 G816 and Sugpested areas for

oF i mend, 1L Should facilaate meaninghul disiogus and &hange of BICOMEISENENTS And BIERS T0f IMErtvament

tabrs  Initiated

Peformance O jedtive ASsessments

Performance Objecthee Assessments

Parformante Dbjectves

Select, Bumber  Performance Objective Titk: Status

Employ o Sel Peement

Rating Offarial Assessment

g CFieia] nvindismtio

Select the ‘Performance Plan’ tab to access the Performance Objective to be corrected or modified.

DCIPS PAA Rating Official

Transfer to Employee | Track Progress  Retumn bo Main Page

Emgloyee Information

+l Showt Emgloves Detpits
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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.

OCIPS PAA Rating Official
Transfer to Employee | Track Progress | Retumn to Main Page

Employes Information

M Enapge Cukst Panicipants

Performance Plan RS RIUICE R Prrigrmance Evaluation Fapor s Forms

Fesformance Plan Details EUERURSEER Feiformance O Perfarmance Elements Approvals & Aknowledgmens
Performance Objectioes
Hid Filo?
“TIF Ovly "Approved” Performance Objectiees will be used 1o calculste the Performance Evabestion of Record snd mwerage score
Add Performance Objective

S All Details | Hide All Details
Details [Humiber |Performance Gbjecthe Titke: |Action Delete
o 5h 1 - Subiject Matter Expen update =

2 = Upsdate i=}

3 - Update 7]

— 9

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

Update Pardormance Objective
i foekd

* Indicates requ

Save and Update Another Performance (bjective Idee and Return to Performance Objectives Tab

Performance Objecthve 4
Humbeer

* Performance Objective Titk: [orn o0 s,

* Start Dabe

carmle
Parlarmancs Dbjecthe STatis Ob

Date Last Modified 20140504 10:16:27.0

Bk
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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.

DCIPS PAA Rating Official

Transfer to Employes | Track Progress  Return to Main Page

E & Name
& Shows Employes Detoils

AT viccoim Rewew | Pertormante Bauarien / ReponisfForms ) Manage Cuest Panticipams
Ferformance Flan Detalls Mission Coals m Ferformance Elemends Approvals & Ackngwigdgmanis I Fe=Approvals & ALknowiedgmenis I
L

Perlormance Dbjectives

tiged bpig?
anly b entered for approved Parformance Objectves. Please proceed 10 the ‘Re-Approvals & ACowledgments’ tab onde the
“TIF Ovlly "Approved” Performance Objectives will be used to calculate the Performance Evalustion of Record and average score.
Add Performance Objective
Acticn Delate
Uzt 1=
Upsdate =1
Upsdlata -1
Update |

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.

Craate/Upitate Widpaint Review

Back T Midpoint Reviews

“ TP A Miidpoint Feview should sk sment. Tt should faciltate meaningful dialogue and enchange of accomplishments and areas fior improvement

Midpoint Raegw Number 1

Performance Objective Assessments Performance Eleme

Perdormance Objectee Ascessments

e gl ?

Pesrformance Oljecthnes

Select Bumber  Performance Objectie Tithe

@ i Subpect Mattar Expart

3 Training Frogram Evaluation

Performance Objectie
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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.

DCIPS PAA Rating Official
Transfer to Employes | Track Progress | Return to Maln Page

Enployee Indormation

Ernployes Hame

£l Showy Emplorpes Dtoits

dpnint Bevew Performance Evalustion ReportsForms Manage Cuest Panicpants

FRTTREENANLE FIall L dils Mission Goals Performance O jecives Performance Elements Spprovals & Acknowiedgments Re-Approvals & Acknowledgmients

Re-Approvals B Acknowledgments

Heed Help?

Details Tasks Status Muction

fficial Request or Doosment Higher Level Revigw (I Required] - NOTE: I not required, GO to Stap 3 Wt Started Start

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

DCIPS PAA Rating Officlasl

Transfer to Employes | Track Progress | Return o Main Page

m Midpoin Revew Ferfgrmance Evaluation Reporis/Forms Hanage Cwesi Panicipans

Performance Flan Deails Mission Goals Fernformance OB jectives Ferformance Elemsets Apprewals & dcknoeiedgments Re- Approvals & Acknewledgments

Re-Approvals & Acknowledgments
biged Halp?

Shoey AN Detasls | dade AN Detnil
Details Tasks Status | Actinn

 Step 1: Rating Official Request or Document Higher Level Review (¥ Required) - NOTE: IF not required, Ga to Step 3 Mot Started

Savw and Transfer to Employes for Admowledgment

Select the ‘Yes’ button for the Confirmation message.

& Confiimation
Are you sure you want bo go to Step 47

Do you want to continue?
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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.

DCIPS PAA Rating Official

Transfer to Employee | Track Progress | Return to Main Page

Employee Name

& Show Employes Delails

Performance Flan Midgaint Fsinw Perfermance Evaluation Regorts [Forme Manage Cuksit Participants

Performance Flan Detalls Misgaon Goals Parfoemance OB jaoihes Fartormance Elamens

ADDIOVEl: § ACKPOWIBIGMIEN 5 Re- Approvals & Acknowledgments

Re-Approvals & Acknowledgments

Heed Help?
Shewy ANl Details | Hide All Details
Details Tasks

¥ Step 4: Rating Official Document Employee Acknowledgment

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

Employee Hame

8 Show Emgloyes Detals

Midpoint Eedes Parformance Evaluation Eeports/Forms Wanage Guest Pasticipants

Performance Plan Details Mission Goals | Performance Objeciives | Performance Elemems

Approvals & scknmwiedgments Ee-Approvals & Acknowiedgmens

Re-Approvals & Admowledgments

Showe All Detoils | Hide All Details
Detalls Tasks

“TIP Thise fiekds aré auta-populated bt o

R off enployes Bekn

hig ared aecordinghy.
Ackncwed

Select the Performance Objectives tab for the Performance Plan. Performance Objective 4 is now in an
‘Approved’ status.

Migpoin Redes

Repors/Forms | Manage Guest PAnicpants

Perormance Plan Details Mission Goals

L) Performance Elemients Approvals & Arknowiedgments Fue-Approvals & Acknowledgments

Performance Objectives

Beed Halp™

“TIF Ovlly “Approved” Performance Objectives will be used to calculate the Performance Evaluation of Record and average score.

Add Performance Gbjective

Shewy All Details | Hige All Details
Details  Musnber mmmm Action [
1= Update - |
v 2 - update = |
1 - Update 7|
a1 - Update |
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Rating Official - Completes Midpoint Review:

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

DCIPS PAA Rating Official

Transfer to Employes | Track Progress | Retum to Main Page

Employes Information

Parformance Plan Performance Evaluation | Reponts fForms Manage Guest Panicipants

M povinl. Ry

e Halg?
“TIP Midgsink Reviews are a review of an employes’s perfermance which typically occurs midwary through the performance cpcle, (Note: Hot a Closecad Assessment or Performance Evaluation)

Mumber Created By |Creation Date | Wigher Level Review Date Status G pate | Method  Employes Ack Date Action | Dekete

1 05-Sep-2014 Initisted Update 7]

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.

Performance Objectives

Parformance Objective

Erbier the objedtnees for this performance objecthns, The coméction is aocomplished in this block

Employes Sell Assessment

Employes sif-raport of sccomplishments for Performance Objective 1.

Rating Official Assessment

Rating Official evaluation for Performance Objective 4.
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Select the ‘Start’ button for Step 3 to document that the Midpoint Review has been communicated to
the employee.

Create/lipdate Midpaint Reviow

Back To Midpoint Reviews

M piint Review Inlormalon

1o date and suggested areas for improvernent. B should faclitate meaningful dialogue snd exchange of sicomplishments and aneas for iMpromement,
Midpaint Rviewe Humber

Perfermance Objective Assessmens

Acknowiedgments

A wals B Acknowksdgments

Hsed Help?
Showe All Detpits | Hide ANl Desnits
Details Tasks

v Step 1: Reating

al Request or [

ek Higher Level Review [ Required) - HOTE: B

riquired, Ga to Step 3

Auction
[

urication to Employes

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

Performancé Objective Afiesiments Performance Element Asfesiments

Acknewledgments

Approvaks B Acknowkedgments

lised Help?

|Status

gF

(If Réguired) - HOTE: If /ot réguiréd, &0 1o Stép 3 Mot Started

I Save and Transfer to Employee for Acknowledgment IS.M and go to Step 4

Select the ‘Transfer to Employee with E-mail Notification’ button to complete the transfer.

Rating Official Notification 1o Employes .

Transfer to Employes without E-mal Notification I Transfer to Employes with E-maid Notification I

essage To Emplyes

nployes with £

send the massage

Spell Chieck

g are about to contact by &-mail. Due ta the unencrypied nature of this e-mail commerication, plaase do not include ol

iy

such a5 social security numbers or privacy act

Cancel Transfer to Employes without E-mal Notification Transfer to Employse with E-mal Notification

[-& Confirmation

The appraisal has been submitted to the employee.
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Employee > My Biz > Performance Appraisal Application (PAA)> Acknowledges Receipt of
Midpoint Review:

Select the ‘Go’ button for the Performance Plan.

Employes

Performance Appraisal Application Main Page

Higed Haip?
Waming: A ior 0

nter clas
prosecut

r Performance Plans;
f this page.

v and prick part or an entire plan after it s crested; and track th

he status of & plan. You can also search for completed plans by selecting the "Show

Tip crisabe & Perormands Flan;

e Botacers: descrnibaed abve

& Select ‘Choose & Plan Type'

# Select an option from the Action column
o Sglact A S0l Plan Type = Salact

& Select the 'Go' b

the 'Ga° buthon

important: To become familiar with the columns, select the Heed Help™ Ink.

i

Create New Plan

Cheose 3 Flan Typer * G0
Racords Duspleyed 10 ~

\Appraisal  |Appraisal
Emgiloyee Mamie Inmnrm Rating Officiad Name  Year |

014 ISHT

Select the ‘Update’ button for the Midpoint Review.

LIPS PAA Employes

Tramster to Rating Offical | Tradk Progress | Returm bo Main Page

Employes Name

3 Shov Smpioyes Detnils

M ot Review

“TIP Midpoirk Reviews are a review of an employee's perfermance whach typically occurs midwary £

Humber Created By

Head Halp™

ugh the performance cyche. (Note: Mot 2 Closeout Assessmant or Performance Evaluation)
Creation Date |[Higher Level Review Date  Status

05 Sep-2014

|Communication Date  Communication Method Employee Ack Date | Action | Delete
Pending Empl Adadwledgment  05-Sep-2014 FadE to Fade

Select the ‘Acknowledge Receipt’ button.

Return To Midpoint Rieviews

Mk pin b Revwriorws Tnfosemac Hon

5 Pending Empl Acknowkedgment

Ferformance Qbjedive Assessmants Farformance Element Assessmants

Approvaks & Acknowkedgments
Heed Helpy
Detads Tasks |Status Action

¥ Step 4 Employes Adnovwdedgment Pending Empl Acknowiedgmaent
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Select the ‘Return to Midpoint Reviews’ button.

I Return To Midpoint Reviews

Employee Hame
+| Shiny Emgioyes Defzls

Midipaint Feview Information

Midpoifit Finséw Initisitor . Midpoint Ripsgw Number 1
Midpoint Reviews Status  Completed

Performante Objecte Assessments Performance Element Assesoments

Appravals & Acknowledgments

Approvals R Acknowledgments

Hasd Help?

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.

DcCIPs Performance Appraisal
== Application (PAA)

N Havgalory B2 Faweies ¥ ICE My Bz ICE PAAVI FAQ Disgnostics Heene Logoul

DCIPS PAA Employas

Transfer to Rating Offickd || Track Progress | Return to Main Page

Employes Hame

Shan Emplires Outails

Performance Plan Performance Evaluation Repons Forms

Midpaint Revinw

lind Hiedoi?

“TIP Midpoint Reviews 2re 2 review of an employes’s performance which fypically oocurs midway through the performance cyce. (Note: Mot a Cleseout Assessment or Ferformance Evaluation))

Create Midpoint Review
Humber Created By Creation Date  [Higher Lovel Review Date || Date  |[C Mathod ployes Ack Date | Action | Delete
1 O5-Sap-2014 Complstad_|ps-Sap-2004 Faci bo Face 05 Sep-2014 View History |




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.

Employes

Performance Appraisal Application Main Page

Heed Help?

Waming: The Performance Appraisal Application is designated for sensitive undassified personnel information only. Do NOT
enter dassified information in this system. Unauthorized release of dassified information is a violation of law an
prosacution.

vl may lead to

mance Flans; view and prind part or an entire plan after it is creabed; and track the siatus of a plan. You can also search for completed plans by salecting the "Show
# b
To create a Performance Plan: To complete other actions described above:

» Salect an cption from the Action column
w Select the "Go' bution

P
+ Select the 'Go” button

Important: To become familiar with the columns, select the "Need Help?' link

Appraisals of

Create New Plan
Choose & Plan Type— - Go

Records isplayed 10 =
\Appraisal | Appraisal [Plan Approval Pan
Employee anse owner Rating Offical Rame  [Vear o Date us

2004 35047 03-Ouct-2003 DCPS Approved

s . E

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

DCIPS PAA Employes

Track Progress | Retum to Main Page

m Midpoint Rindirw I Parformance Evaluation I:cmm'.,'imn’.<
I Performance Flan Details SRS T Tbjecives || Performance Elements approvals & Acknowledgments Re-Approvals & Ackrtwledgments

Performance Plan Details

Haad Haip?

Change Rating Official and/or Higher Level Reviewer

& Anmial Apprasal - DCIPS
te 01-Dct-2013
30-Sep-2014

@ 03-0ct-2013
d  03-Sep-2014

« | Rating-Offical’s-Namen
Hgher Level Reviewer | Reviewing-Official s-Nameg
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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.

DCIPS PAA I "I‘I"J'""

[ranster te Ratiny Offuciall | Traih Progress  Befurm bo Main. Page

o Lo inmbe Dt

e T e ey

Por o i (B s

ke Wbt PovTormoass Dbjectve TRk Shabus

Prrfodming & Ofdes Fivies

Employee Seif Assessment

Employes enters self report of accomplishments in this block for Performance Objective 1

it 82 2000 charsctery Spell Check |Counter

Rating Offficial Assessment

Save and Return to Top of Page

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.

DCIPS PAA Employea

Transfer to Rating Official | Track Progress | Return to Main Page

Employes Information

Employes Nama
=) Shis Employes Detnils

Perfgrmance Objecive Assessments eriormance Evaluation Approvals § Alkmpwledgments

Performance Element Assessments

Select the "My Jounal’ link to refer bo or copy and paste any self-assessment information

Performance Elemenis

Select Number Performance Element

AD

i
CEpt respons

it 3 2000 charmcten Spell Check Counter

Rating Official Assecement

Save and Returm to Top of Page
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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’.

DEIPS PAA Employee

Track Progeess || Return to ain Page

Ernployes Name

# Show Employes Details
Perfgrmance Flan Micpoin Feview Ferfgrmance Evaluation m

Reports) Forms

lieed Help?

Wiew | Print Selected Sections

Selecting the "ViewPrint Selecied Section(s]” bution aliows you to print the selecied sactions.

View [ Print Selected Section{s)

View) Print Working Copy of DD Form 29060
Select the "View/Print Working Copy Form™ button:
» To view of print the in-progress Performance Plan, Midpoint Review(s), and Performance Evaluation,

or F does not enceed the masdmun sllovrable lines avalable on the form. I the text was truncated or reformatted to fit, then reduce the
| scmesen.

» For the purpose of obtaining Sgnabunes during the approvals process when an approval will be documented in the PAA of bebalf of gither the Rating Official or Higher Lével Rindewer,

I View | Print Working Copy Form I

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

Do you want to epen or save DCIPS_DD2906.PDF from tsrvb.depds.cpms.osd.mil? Save |” Cancel

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.

MIDPOINT REVIEW PERFORMANCE EVALUATION OF RECORD 5
P OF EVALRATION: O Xl [] cLOSEQUT (ather than Early Annual)

(induding Closaout-E arly Annual)
EMPLOYEE SELF-REPORT OF ACCOMPLISHMENTS (Umited © 2000 characiers)

Employee enters self report of accomplishments in this block for Performance Objective 1.
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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.

Transter to Rating Official | Track Progress | Returmn o Main Page

Empicyes Hame

+ Shwt Emgioee Detals

partormance Plan |/ Wiagoint Bew TSI SN  oon o
——

Performance Objédive Afetiments

Performance Evahition

appratsal Typs  Annual Appralsal - DOPS
Date  J0-Sep-2014

Performance Elements Ratings

Number |Performance Element Tiths

ity for Results

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.

LIPS PAR Employes

Transfer to Rating Offick | | Track Progress | Retumn to Main Page

Employes Hame

+ Showy Emgforves Details

bjeciim AssesEmants Farformance Element Assessments Farformance Evaluation

Perfar

Parfor

Approvals & Acknowledgments

Approvals & Acknowledgments

Heed Help?
Show All Desnits | Hide A0 Detzils

Detaiks [Tasks Status Action
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Employee Notification to Rating Official:

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

Employes Notification 1o Rsting Official
Canoel Transfer to Rating Official without E-mal Notification Transfer to Rating Offickl with E-mal Notification

Heed Helg?

Message To Rating Oificial

Thig soresh pronidies spadn for you 1o send your Rating Officsl & message regarding your Penformande Flan. AR ot the Transfer W Rating Official with E-mail Reafication” Buion 10 send the message
spell Chiack
by e-maid. Doe to the uesecrypted nabure of this e-mail comm o, please do ek indude any e publc information such as social security numbsers or privecy ad

Canoel Transfer to Rating Official without E-mal Notification Transfer to Rating Offickl with E-mal Notification

A confirmation message will be received.

\_.:z Confirmation
The appraisal has been submitted to the rating official.

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.

Employes
Performance Appraisal Application Main Page

srmance Appraisal Application is designated for sensitive undassified personnel information only. [

Information in this system. Un

Warning: T

£ sifl ithorized release of dassified information Is a violation of law and

Create New Plan

Chaosa & Plan T

Records Displayed 100 =

| Appraisal |.~pprnua| Plan Approval
Employes Name Current Owner Rating Offickal Rame  Year i Ot

2014 35047 03-0ct-2013

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.

Records Displayed 10 =
Appraisal  Plan Approval Pan
I Date Status Current PAA Stalus  Action
Mgk B \
View

15047 FOet-2013 DCIPS Approved

oy Name melm |I.I‘II|§ il Ranse m::tll
2014

Sehect tha link to ssarch for completed plans.

G frmelated Sane/dnnraieals
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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.

LECN ECR O Provide Geest Feedbadk

Rating CfficiallHighes Level Reviawer

Performance Appraisal Application Main Page

Heed Hele?
Warning: The Perfformance Appraisal Application is designated for sensitive undlassified personnel infor
& stified information in this system. Unauthorized release of dassified information is a violation of
prosecution.

ation only. Do NOT
w and may lead to

Froem the Main Page, you can creats, update and view employes Parformancs Plans; change the Rating Official andfor Highar Livel Ripvegvagr; view aind print part or an antire plan after & i created, closs & plan, and track the status

of & plan
Wou can also search for completed plans by selecting the "Show Completed Plans!Appraisals’ link locabed at the bottom of this page.
To creste & Performance Flan: To complete other actions described above.

f \Chese & Plan Type' = Select an aption froem ihe Adion column

aisal Plan Type' = Select the 'Go" button
= Select the Go' bulion

Important: To become familiar with the columns, select the Meed Help?* link.

Plans Appraisals In Progress
“TIP Only Employess that hine & plan in progress are isted below,
Create New Plan

Shew Me  All Appraisals = Approisal Year Al - —Chitise & Plan Type-- - GO

Rooords Displayed 10 =
| Plan Approval Plan |
Emolovess Name - b Owmisr Ratina Official Mame  Year Date Status PAA Status | Action
I.'C'_-I 35047

Midpaint Rirvisw Indat I
03-0ct-2003 DCIPS Approved  moclares Updote I : I

2003 35040 0%-Oct-2003 DCIPS Approved  Approved by RO So
Repornts/Feems

' nge RO and/or HLR

2004 35026 23-0uct-2013 DCIFS Approved  Plan Approved t:’__}‘ RSfor R, o

! E—— =

005 35045 01-0ct-2004 DCIPS Approved  Plan Approved I Man5ge Guas PAMCpants I

2004 35043 03-Sep-2014 DCIFS Approved . ¥ | o=

DCIPS PAK Roting Official

Transfer to Enplyyee | Track Progress | Returm to Main Page

Employes Nama

+ S | v i

m Midpoirs Reviaw Performance Evaluation Repons/Foms Manage Guest Paricipants
m Mizsion Goals Performance Objecties Perforemant rmmedumrnls Fr-Approvals § Acknowledgments
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Manage Guest Participants:

Select the ‘Add Participant’ button to begin.

DCIPS PAA Rating Official
Track Progress || Retur ta Mai Page

Emgployes Name

=) Shov Emplnes (oS
Pertormance Pian "/ Widpoint Riw |/ Performance Bvsastion |/ Reports/Forms IFEPRI SIS RRIIS

Hanage Guest Participants

This soreen allows 3 rating ol 0 &34 8 gueest participant, who is someona, othar than the Rating Official or employes, who contributes to the apprassal.

0 add 2 guest participant, select Add Participant
Important Bobe: Adding a participant does ROT sutematically generste & request for feedback.
Sebact Particpant Add Participant

" —

Sedoct Full Name |Participation Type Cipation 5ta Participation Status Date |DateCompleted Action

o results found

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.

DCIPS PAL . Add Guest Pasticipant

* Indicates reguared fiekd

Cancel Select

Savrch i Sedect: Guest Particpant

Iimportant Hote: ¥ you are unable to find the Participant Name, contact your bocal Human Resources office. i - Participation Type:
& Guest Fal n provade feedback on indridual Performance Of
and pr ngs at 2oy stage of the Parfermance Appraisal, A G
H55ES

+ Guest Reviewer can provide overall commen
t assass Indmdual Performance O

Raveodt

BESESEMIEN(S.

c:nu-llsa-ml

Identify ‘Participation Type’ by selecting Guest Rater or Guest Reviewer from the list.

DCIPS PAA - Add Guest Participant

= Indicatis rédguired field Select

Search and Select: Guest Farticdpant

Important Note: ¥ you are unshie to find the Participant lame, contact your local Human Rescurces office.

w Objectss and Parfon mants
aisal, A Guest Rater car

Guest
i othars’

stage of the Performance Appra
CBnnot aEsess Indnadusl Performance Objectaves and Parformancs Ebe

' Name | (SUESt Participant's Name

pation Type  Guest Rater -

l.'ar!u:llsclectl
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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.

DCIPS PAA Rating Official

Tramsfer to Employee | Track Progress | Return to Main Page
Empizyea Nams

+ Sk Employes Details

Manage Guest Partidpants

somecne, other than the Rating Official or employee, who contributes to the appraisal

HOT autceatically generabe a request for fesdhack

Select employe:
- To request a
T suspend 3 guedt pariop

s fewdback, select Reguest Feadback.
's feedback, select Suspend Feedback

Select Participant | Bequest Feedback || Suspend Feedback | Add Particpant
Select Al | Select Hooe
Sahert Full Nama |Participation Type Partidipation Status Partidpation Status Date DateCompheted Action

Guest Rater Pending CE-Sap- 2004 Jpdate Partopation Type - L]

Update Participation Type:

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

DCIPS PAA - Updste Panicipation Type

*Indicabes required field

Guest Participant’s Name ‘

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.

Performance Pian "\ Midgoint Review |/ Performance Evsation |/ ReportsfForms | NRPRATIRRETIT.

Manage Guest Participanis

[ uest pArtCipant is somane, other than the Rating Official of employes, wivs contributes o the appraissl

[T add a guest participant, select Add Farticipant.

Emportant Bobe: Addng a participant does NOT automabically generate s request for feedback

ticipart’s feedback, sebect Request Feedhack
=t parbopant's feedback, seledt Suspend Feedback.
Select Particpant | Bequest Feedback || Suspend Feedback || Add Participant

Select All | Hang

|Sebect Full Name Participation Type Particdpation Status Fartidpation Status Date |DateComplated

Guest Rater Pending 0§-Sep-201

o0
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s Warning

Are you sure you wish bo remsave this guest participant?

| I |

A confirmation message will be received.

& Confirmation
The: Gusest Participant | L 1) &5 (REVIEWER) has been successfully deleted!

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.

DCIPS PAA Rating Official

Transfer to Employee | Track Progress | Returm to Main Page

Enspliyee Information

Ernployes Hame

£l Showy Emgloye Detadls

Parfermance Plan Micipoint Beview Performance Evakgtion Regars jForms m

Manage Guest Participants

A guest participant is someone, other than the Rating Official or employee, who contributes to the appraisal.
Te add a guest parbopant, select Add Partcipant
Important Mote: Adding a participant does HOT sutomatically generate & requést for feedback,

Salact employes

Participation Type Particpation Status Particpation Status Date |DateCompleted  |Action

Gued=t Baber Pending O8-Sep- 2014 Lipdate Participation Type - Go

You may add any comments in the Notification Message box. Select the ‘Submit to Guest Participant’
button to continue.

DCIPS PAS . Request Fasdback

Cancel I Submmit to Guest Participant I

Sebected Guest Particpants

Full Hame Fartidpation Type |Participation Status Date DateCompleted

1 08-Sap-2014

EPRRr yOUr message and select ‘Submit to Guest Particpant’ button, Participation Status changes to “Feedback Requested.”

Mobfication Massage  [rau
Pt
hand corner

oBnil, Flease i

e =
m the: upper left

Spell Check

Hobce: You sre sbout to contact Gusest Participant by e-mail. Due to the unencrypted nature of this e-mal communication, please do no

¢ includie snry mon-pubile
information such as social securify numbers or privacy ad information in your e-mail,

Cancel Submmit to Guest Participant
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If the guest participant has an e-mail address in ‘DCPDS’, you will receive the below notification.

Guest Participants - Review Status

Rating affic

al has re sed feedback from the fallowing Guest participant(s);
il has requested fee from the following Guest participant(s):

I Return to Manage Guest Participants Tab I

Process Log 1D Log Status |I.n-gl'm

40541 SUCCESS G

Ut Pending; P f D: 212884; Appraisal ID: 35047; Guest Par

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.

Guest Participants - Review Status

Fating official ha

|| Return to Manage Guest Partidpants Tab |

Prmus I.ogll.n-g |
.mm Log Text

40 -',: 2

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

DCIPS PAA Rating Official

Transfer to Employee | Track Progress | Return to Main Page

e Il ormation

To add & gue
Important Note:

suiomakically generate @ request for feedback

Select emnplen

smpend

Seloct Participant | Bequest Feedback | | Suspend Feedback || Add Participant
salect All | Salect None
Sahsot Full Hanse Partidipation Type Particpation Status Participation Status Date DateComphted Action

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:

Frovide Guest Feedback

Rating OffickalMigher Lovel Reviewn
|

Performance Appraisal Application Main Page

Beed Help?

Waming: The Performance Appraisal Application is designated for sensitive undassified personnel information only. Do NOT

enter classified information in this system. Unauthorized release of dassified information Is a viclation of law and may lead to

prosecution.

My Biz:
Provide Guest Feadback | by Journal
Empleyes
Performance Appraisal Application Main Page

leed Help?

Warning: The Performance Appraisal Application is designated for sensitive undassified personnel information only. Do NOT
enter dacsified information in this system. Unauthorized release of classified information is a violation of law and may lead to
prosecution.

From the Main Fage, you can create, update and view your Performance Flans; view and print part or an entire plan after it is crested; and track the status of a plan. You can also search for completed plans by selecting the “Show
Comglated Plans/Appratsals” ink located at tha bottom of this page,

To créste & Performands Flan To complete other biliond described abowe
+ Select ‘Choose a Plan Type' » Select an option from the Action column

& Salect Appratsal Plan Type * Sglect the 'Go' button
= Seledt the Go' bution

Important: To beceme familar with the columns, select the Heed Halp? link

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.

PAA Main Fage

err——

Appraisals os Goest Pasticipant

Need Heip?
i &n Employee Mame is reflected on the table below, # mieans you have been imited to provide feedback as a Guest Participant for the employeals) isted. Your roke in the appraissl may
be 25 3 Guest Rater o Guest Reviewer. Bagin by seleching "Update Feedback’ under the Action column,

» Guest Rater:
= National Security Personnel System (HSPS) can provide feedback on indiidual job objectives and provide recommended job objective ratings at any stage of the
parformance appratsal, They cannot view otfes’ posessments.
& Defense Chilian Intelligence Personned System [DCIPS) can prendde Feedback and ratings on indridual performance objectves and perfarmance elements: a2 any stage of
i performance appraisal, They cannot view others’ assessments.
& National Guard (Title 32) can prosade feedBack and ratings on indnadual jobs ohjectives and provide recommended job objective ratings at sny stage of the performance
appraisal. Thiyy ConNOL viaw others' SSseEsments.
= Guest Reviewer can provade overall comments at any stage of the performance appraisal. They cannot view cthers' assessments,

Appraisals appear i this table weitll the sppraesal process is complate. To display specific appraisals as sther Guest Rater or Guest Reviewer, select & valoe in the Participation As” ke of
walues,

Plans | Appraests for Feadback

Fartiopation a8 All ®
Regords Displayed 10 =
Employee Name L Date Par Type | Status | Status Date  |[Date Completed [Rating Official [Type [Action

2014 Guest Riter Feedback Réquested  08-Sep-2014 petPs | Update Feedback "I Ga I
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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.

DCIPS PAA - Guest Rater

[[Return to Appraisabs as Guest Particpant | Return te Main Page | Comphkete

Employee Information

Crgerall Feedback

A . g

te O1-Oct-2013
Data  20-Sep-2014

Type Annual Appraisal - BCIPS

Apprats
Appraisal ENacti

Performance Elemens Astesiments I

Performance Ohjective Assessments

Thiss sereen sllows you to view employes's performance objectves and write your evalustion.

» Select the Radio’ button next to the Ferfeemance Ob; yeu want to evaluste.
& Select the R b r appraisal or "Rehem o Main Page’ buthon.,

e Onog 2ll recomimeg

vos, seloct the "Performancy Element Assassment” tab to contines the process

Important Nobe: The rating officisl and higher level riviewer have an imimediate view of the informa e you provide. The employpee will hie aocess to this information when the évalubtion is in completed status.

Sebect Numbser Ferformance Objective Titk: Rating
L Subject Matter Expert
Performance Objective
Enter the perfarmance cbjectives hare
Guast Rater Assessmant
ber enbers their assessment for Performance Objective 1 in this block and enters their recommended rating below,
Spell Chacke Coun

Lk ) 3000 charachery

Performance Olifective Rating
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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.

DCIFS PAA . Guest Rater

Return to Appraizals as Guest Partidpant | Return to Main Page I Complete I

mphres einis

Owverall Foedback

sl Type  Annual Appratsal - DCIPS
e Date

Date  01-0ct-2013
Dot 30-Sep- 2014

Parfermance Objaciive ASSE5sments Peifarmuance EIEmEent ASsessments

Performance Element Ass

Bieed Helg?
This screen allows you to view smployes’s performance slements and wrte your evaluation and =g ratings.
* Sek "Rad” button next ment you want to evaluate.
* Sele furn to Appraisal ants’ button to sele: notl eturn to Main Fage” button.
» Onoe all recommended assessme g5 have been assigned ba Performanc 5, select the 'Complete’ button. Once the "Comgpilete’ button is selected, no Further changes can be made urtl the Rating
Officisd requests Feedbaci agam

Important Rote: The rating official and higher level reviewser have an immediate view of the information that you provide. The emgloyee will have aocess: bo this information after completion of an assessment.

Saloct Humbar Performance Element
& 1 tabil :

Rating

Performance Eement

Guest Rater Assessment

Gukst Rater enters this Besessmint

i thes block Bnd enters recommended rating below

2 8. 2000 charcien) Spell Chedk Counter
Performance Element Rating

Parformance Element Rating 4

Save and Return bo Tog of Page
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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.

Appeaizal Feedback: Complete

Onee you click Submit, you will not be able to make any further changes unless the main appraiser requests your feedback

cuesT parTICIFANT EMan noTircaTion To G
||

Rotification Message to Rating

Entor your message, and click Submit

pant. This information is svadable bo you
RS BppraiEs

Spell Check

Motioa: You 308 about 1o contact Rating Official by e-mad. Due 1 the unencrypted nature of this ¢-mal communication, pleass do not incude 2y nor-public information such a5 5o0ial secunty numbars or privacy act informabion in
FOUF &

Cancel | | Submit

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.

Appraisals as Guest Panticipant

B Heldp?
If an Emgloyee Name if reflected on the table below, # means you hire been imvited to provide feedback a% & Guedt Participant for the employee(s) listed. Your role in the appraisal may
be 85 8 Guast Raber or Guest Revewer. Bagin by selecting “Update Feedbadk’ under the Action column.

o Guest Rater:
@ Natignal Sequrity Fersonnel System
performance appraisal, They cai

5PS) can provide feedback on indsvidual job objeciies and provide recommended job obpective ratings at any stage of the

& Defense Chilan Intelligence Person | y de feedback and ratings on indridual perfermance objeciives and performance slements. at by stage of
the performanc r L s

& National Guard

approisal. They ¢

o GuEst Reviewer can pro

can provide feedback and rabings on indsadual job objectves and prowide recommaended job objective ratings at sny stage of the performance
o others' assessments.

pvarall comments at oy stage of the performance appraissl. They CaNNGL view Others' 3SEEEMeNnts.

ppraisals appear i this table wotil the sppraal process it complete. To display specific Bppraisals a8 erher Guest Rater of Gusst Rindewer, Select & valus in the Fariopation AL list of
walues.

Plans | Appeaisals For Feadback

Farticipation as Al -
Records Displayed 10 ~
Employes Hame | Appraisal Date Par Type |par Status |Par Status Date  |Date Completed [Rating official [Type faction

M4 Guest Flater Feedback Completed  DB-Sep-2014 O8-Sep-2014 DCIPS | YW Feslback * | G
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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.

Approlssis a3 Guast Pamicipant

¥ an Employes Hame is reflected on the table below, & means you have been invited to provide feedback a5 a Guest Participant for the employee(s) listed. Your role in the appraisal may
b a5 3 Guest Rater or Guest Reviewer, Bagin by salecting “Update Feedback’ undar the Acto oo

rsonngl 5
performance appraisal. They

» Defenss Chiliph ]
the perfarmance appral

cride Fredback on indnidual job objectves and provide recommended Job objectve ratings ot any stoge of the

i feedlack 6nd ralings on individual perfo
r’ BEsesaments.

ance objedtives and performande alements o1 any Rage of

3 Hatioral Guand 32) can pn
appraitsal. They cannct view cthers’ sssessments.
» Guest Reviewer can provide overall comments at any stage of the performance appratsal. They cannot view others’ assessments.

Job objectives: 8wl provide recom d o obipective r

tings B any Mage of the pe

Appraisals appear in this table until the appratsal process is complete. To display specific appraisals a5 either Guest Rater or Gusst Reviewer, select a value in the "Farticipation As® bt of
vl

Records Displayed 10 ~
2014

Status Date | Date Completed |Rating offical

Sepr20i4

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.

DCIPS PAA . Guest Reviewss

[ Retum to Appraisals as Guest Partidpant | Retum to Main Page Il:,mupleae I

Employes Information

Employes Name
=) Showe Emy I

aisal Type  Annual Appraisal - DCIPS Appraisal Pesio
civve Datie Appraisal Pedmod E

be DA-Oct-2003
Date  30-Sep-2014

mat 10 the Performance Objective or the "Show
the P

b

review Performande ¢
aills” to review Performance Elements.

button to select anothwer appraisal or Fetun to Main Page” button.

you have completed your oversll feedback, select the "Complete’ button. Once the “‘Complete” buthon is selected, no further changes can ke made until Rating Official requests fesdhack again.

ance Element or the "Show Al

* Select the ‘Return to Appraisals as Guest Farbops
& On

Impartant Bobe: The rating official and the higher-level reviewer have an immediste view of the infesenation that you provide,

+ py Parfor jia et
& Shery Parforiaanis Elbenents

Guest Reviewer Overall Feedback

Guest Rinviiwds’ provides their cverall feedbbok in thes box, Sk
finish. To veew the Performance Objectiaes or the Performance

& be” buthde 1o o

Sove bnd R L
‘Show! link s,

maents before prow

LS 5 A it Spell Check Counter

I Save and Return to Top of Page I
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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.

Appraisal Fesdback: Compleis

I—I‘rl
Once you click Submit, you will not be able to make any further changes unless the main appraiser requests your fesdback.
O you ehick Sub be aibl \ y furthar chang — o foadback

cuesT parTicrant eman notrcaron 1o

Rotifcation Message to Rating Official

Erfer your message, and chck Submd

SEMENT 35 8 GUEST PRCHBNt.  This information is Fvailbbie 10 you
icipants’ in the employes's appraisal,

Spell Chack

Motice: You are about bo contact Rating Official by e-mail. Due to the unencrypted nature of this e-mail communication, please do not indude ey noerpublic information such as social security numbers or privacy act information in
our a-mal

Canceld Saibamit

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.

st Feodback

Appraksals as Guast Panicipant

MHeed Malp?
I an Employeg Namse b5 refiscted on the table below, # means you have been imated to provide feedback a5 & Guest Participant for the empioyes(s] ksted. Your rolg in the sppraisal may
be as 8 Guest Rater o Guest Reviewer. Begin by selecting "Updabe Feedback” under the Adion column

» Gapest Rater:
= Nntional Security Personnel System (HSPS) ca
performance appraisal. They can

o Defense Cralian Intelligence Perso

thee parforms

o Hational Guard (T
Bppraissl, Thisy
& Guest Reviewer can pr

Appraisals appear in this table urtil the appraisal process is complete. To display specific appraisals as efther Guest Rater or Guest Reviewser, select 2 valoe in the "Participation As® kst of
values

for Feedback
Particpation as Al -

Records Disployed 10 =
Ennpkryes Naime |Appraisal Date |Partidpation Type |Participation Status [Participation Status Date  |Date Completed |Rating Official

2004 Guest Revigwer Feedback Completed 08-Sep-2014 08-Sep-2014 ¥
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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.

Rating OfficialMigher Level Reviewer

Performance Appraisal Application Main Page

al Applicati
ctem. Unauthe

. Do NOT

y head Lo

Plang; changs the Rabing Official and/'or Highar Livel Revepwaer; view and print part or an entire phan ofter @ is crested; dose & plan, and track the status

You can also search for completed plans by selecting the 'Show Completed Flans/Appraisals’ ink located af the bottom of this page.
To ereate a Perfarmance Plan To complete other actions described above

& Saedect an optic
+ Select the 'Go’

om the: Action columa

“TIP Only Employees that have b plas in progress ane listed below,

Create New Plan

Shows Me Al Appraisals =  Appraissl Year ALL v

Choose a Flan Type - Gy
Records Displayed 10 =
o isal  [Plan Approval [Man
Employee Name - Current Gener |namgu¢flch|na-a Year [: Date Type Status  Current PAA Status
. 2014 35042 03-Sep-2014 OCIPS Agproved | aenge uest Parncgonts | o [ 6o ] |
Select the ‘Go’ button with ‘View Feedback’ in the Action column.
OCIPS PAA . Manage Guest Participants

Emnployee Informaticn

A guest participant s someons, other than the Rabrg Official or empleyes, who contributes to the appraisal

To add & quest participant, select Add P

Important Nobe: Adding & participant doas NOT automatically genarate a reguest for feedbac.

To request & g
- To suspand 3 guest p
Select Partidpant | Bequest Feedback || Suspend Feedback || Add Particpant
Select All | Select Hooe

Sedect Full Name |par Type Par Status |Participation Status Date DateComphted Auction

Guest Rater Feedback Requested 08-Sep-2014 View Feedback - I G I
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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.

Rating Officialiiigher Level Reviewer

Performance Appraisal Application Main Page

lodd Hg!;?
Warning: The Perfc
enter dassified inforn
prosecution.

re undassified personnel inf

1 only, Do NOT

vd may lead to

d information is a v
From tha Main Page, you can craats, update and view employes Performance Plsns; changs the Rabing Official and/or Highar Linel Reveewss; viaw and print part or an antirg plas after 1t is crested; cose & plan, and track the status
ol & plan

You can alsa search for complated plans by selecting the "Show Completed Plans/Appraisals’ ink located af the botiom of Ehis page.

To create a Performance Flan T comphite other ations described abowve

& Sebect an option from the Action column
= Select the "Go' button

Important: To become Familar with the columng, select the 'Need Help? link
Plans! Appratsals In Progress
“TIP Ordy Ere

Create New Plan

Choose o Plan Type - G

Shows M

Records Displayed [ -

Employee Hams: - L.mmw |nathwm:hlla-e Vear I 0 Date ' Lmlsul;w Current PAA Statis Mﬂm
BN

304 _l' n;,r.::'F_-.. W Update - I Ga I

Select the ‘Manage Guest Participants’ tab and then the ‘Go’ button with ‘View Feedback’ in the Action
column.

DCIPS PAA Rating Official

Track Progress | Return to Main Page

Emplayes Name

3 Show Employes Detodls

Ferformance Flan Micipeint Review Performance Evaluamion Reports [Forms W‘
L

Manage Guest Participants

A gisEst pETTICIDANE &5 somanna, othar than the Rating Offizial or amploves, who contribiutes to the appratsal
T 8 8 QU padtaciphnl, Select Add Partiopant

Important Note: Adding a participant does HOT automatically generate a request for feedback

feedback, select Request Feedback

8 feadback, selec! Suspind Fuddback

Select Particpant | Bequest Feedback | | Suspend Feedback | Add Participant

Selct Al | Select Hons

Sedect Full Name Partidpation Type Partidpation Status |Parthcipation Status Date |DateCompleted Action

Guest Rater Feedback Requested 08-Sep-2014 Wiew Feedback - E
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DCIFS PAA - Gkt Rater

[ Return to Manage Guest Participants Tab | Retun to Main Page

Empicyas Hameg

+ Shewy Emgloves Details

annual Appratsal - DCIPS Appratsal Period Staet Cate  01-Ock-2013
sl Pariod End Date 30-Sap-2014

Performance Element Azie<sments

cipants Tab' button to select ancther appraisal or te aim Poge’,

Sedect Nusnbser Status | Rating
& 1 OVED 4
2 ROVED 4
3 AFFRONED 4
4 PrOpct Pl AFFROVED

Performance Objective

Enbesr the Al o ot hisre,

Guest Ral Assessment

recon

90




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:

Create New Plan

| | sl |Appraisal  Plan Approval |plan
Employes Nams Current Qwmer |Rating (difkciad Hanse ﬁear m Date |Stabus |Current PAA Status  Action

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

DLIP S PAA

Reixluimn Lo Main Page

Hgad Help?

oy Hams

I View| Print Sebected Section(s) I

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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Emplcyee Name

+ ahwrey Empioven Delails

Parformance Flan Midipggini Ravies Feriormance F.nlu.\lmrl Eeporis/Forms I Manage Cuest Participants

Reports) Forms

Meed Halp?

View [ Print Selected Sections
Selecting the "ViewFrint Selected Section(s)" button allows you to print the selected sections.
Select | Desalect Al

Redevant Organization Mission Goals Performance Elements with Performance Bwluabnes

Performance Objectrees Only Beador yabior of Bacord

RicnE o Guest
¥ Guast Rat
¥ Porformance

Performance Objectss

vith Midpoirt Rieview
with Perfermance Evalustion

e

Performance E 5 with Midpoint Revaew Evaluations ¥ Performance

7l Guest Reviewer Ov

I Vierw | Print Sedected Secthon{s) I

Reports/Forms > Report:

Guest Rater:

For Official Use Only
Personal Data - Privacy Act of 1974

Employee Name Employee Number Evaluation Period Appraisal ID

R 147646 01-0CT-2013 to 30-SEP-2014 35043
Performance Objectives with Guest Rater Evaluations

GUEST RATER: _ DATE LAST UPDATED: 08-SEP-2014

PERFORMANCE OBJECTIVE NO. 1 TITLE: Subject Matter Expert

RECOMMENDED

PERFORMANCE OBJECTIVE RATING: 4

Enter the performance objectives here.

GUEST RATER EVALUATION

Guest rater has entered their assessment for this employee for Performance Obyective 1 i this box and entered the recommended rating below.

Guest Reviewer:

For Official Use Only
Personal Data - Privacy Act of 1974

Employee Name Employee Number Evaluation Period Appraisal ID
B 123180 01-0CT-2013 to 30-SEP-2014 35047
Guest Reviewer Overall Feedback
GUEST REVIEWER: | DATE LAST UPDATED: 08-SEP-2014
OVERALL FEEDBACK

Guest Reviewer provides their overall feedback in thes box, selects the "Save and Retumn to Top of Page' button and then selects the 'Complete’ button
to finish. To view the Performance Objectives or the Performance Elements before providing this feedback, select the appropriate "Show” link above,
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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.

Halng Uificialiiigher Level Heviewer

Performance Appraisal Application Main Page

Higatad Hedp?

Warning: The Perfo
enter dassified informat
Jtion

nated for sensitive unc ied pe
ed release of dassified information is a i

From the Main Fage, you can create, d view employes Performance Plass; change the Rating Official amd/er Migher Level Reviewer; view and prind part or an entire plan alter it is crested; desa a plan, and irack the stabus
of a plan.

Yisis Can #i50 search for completed plars by selecting the "Show Complated Plans/Appratsals’ link kacated ot the battom of this page,

Ta créate o Perfarmance Flan T complebé dther sctions described abo:

+ Select an option from the Action column
» Salect the "Go' button

Importani: To become famnilar with the columns, select the Teed Help? link

Plans | Appraksals In Progress

“TIF Doy Employees that have a plan in progress are listed below.

Create New Plan

--Choose a Plan Type-- - Lo

Records Displayed 10 =

Employee Rame - Current Owner Rating Official Name  |Year i Date kitatus [Current PAA Status  Action
2 v

2014 3547 03-0ct-2013 DCFS Approved o, . I"""" I 'I so I

Appraisal |Plan Approval |plan

Select the ‘Performance Evaluation’ tab.

DCIPS PAA Rating Official
Transfer to Employes | Tradk Progress | Reburn to Main Page
Employes Information
Ermplayes Name
+| Show Emgloves Details
Performance Plan [EESISRRNSUEN Feports Farms Manage Cuest Participants
Performance Plan Details Farfermance Elemanis Approvals & ACknowied granis Fe=Approvals & Acknowiedgments
Performance Plan Details
Change Rating Official and/or Higher Level Reviewer
Higd Help?
ype  Annual Appraisal - DCIPS - @ O3-0ct-2013
03-Sep-2014
A O -Det- 2013 v
ate  30-Sep-2014
Rating Official's Name
Reviewing Official's Name
NEXT>

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.

OCIPS PAA Rating Official
Transfer to Employee | Tradk Progress | Return to Main Page

Employee Information
Em Nama

=l Ship Emphraee etnits

Feportsiforms Manage Cuest Participants
AN5 5 BRSMBI I Ferformance Evaluaion Raing Agprovals § ACkrowiedgmens
Performance Objective Assessments
tieed Hplo?
Ap pe  Anniial Appraisal - DCIPS - App ate 01-Oct-2013
Appratsal Period End Date  30-Sep-2014
Performance Dbjecthves
Select Rumber |Performance Objecthee Tithe Status Rating
a ! Subject Matier Expert Objpective Apprcned
Performance Objectve
a7 T pRnformanon ob v
Employee Sell Assessmsent
Employee enters self report of scoomplishments in this bleck for Performance Obpective 1
Rating offical Assessmant
Rating Official enters their evaluation for Performance Objective 1 in this black and enters the rating below:
Lirsit e 20 churmeneny Spell Chack Comnior

Parformancs Objecthne Rating

Performance Objective Rating 4~

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.

DCIPS PAA Rating Official

Transfer to Employes | Track Progniss | Return to Main Page

Repors [Forms
Performance Evakiation Rating A prgvali & Adknowledgments

Parformance Plan | Micpoint Revew Mangpe Gues Paricgants

ParTadrance Ob et Adteiimentd

Performance Element Assessments
Heed Helg?

Appraisal Type  Annual Appraisal - DCIPS - et 01-Oct- 2013

L

Appraigal Period End Date  30-Sep-2014

Performance Elements

Select Rumber Performanoe Dement Rating
- 1 AL for Riguts

stting and/or mesting priorfties, and organizir

and

ftheir subordinates and

for nd achieve results

formance Elements 1

Rating Offidal Assessment:

The Rating Official enters their evaluation for Performance Element 1 in thi ters the rating below. The R Wiicial can sumenarizne their =
evaluation for sll Performsnce Elemants in this block. When this option is | cial gnbers just the rating for rmance Elements 2 through

6

Lt 53 20080 Chasracnes Spell Check Counter

Performance Elensent Rating

Performance Ebement Rating 4 ~

Save and Returmn to Top of Page
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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’.

DEIPS PAA Employee

Track Progress || Retarn to Main Page

Ernployes Name

+ Shew Employes Details

Perfgrmance Flan Micpoin Feview Ferfgrmance Evaluation m

Reports) Forms

lieed Help?

Wiew | Print Selected Sections

Selecting the "View'Frint Selected Secion(s)" bution aliows you to print the selected sections.

Seloct | Desclect adl

Rétévant Organization Misson Goals Pesformant ents with Pérformance Evaluations
Pestorim o of Regord
Performant
Performance E lidpoint Revew Evaluations
View [ Print Selected Section{s)
View) Print Working Copy of DD Form 29060
Select the "View/Print Working Copy Form™ button:
» To view of print the in-progress Performance Plan, Midpoint Review(s), and Performance Evaluation,
& Todew the 29060 to ensure the test entered for the Blacks in Pa or F does not enceed the masdmun sllovrable lines avalable on the form. I the text was truncated or reformatted to fit, then reduce the

rambser of lnes that were enbered for that block in the appropriaie Performance Appraisal screen.
» For the purpose of obtaining Sgnabunes during the approvals process when an approval will be documented in the PAA of bebalf of gither the Rating Official or Higher Lével Rindewer,

I View | Print Working Copy Form I

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

Do you want to epen or save DCIPS_DD2906.PDF from tsrvb.depds.cpms.osd.mil? Save |” Cancel

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.

TYPE OF EVALUATION: DMIDPOINT REVIEW E PERFORMANCE EVALUATION OF RECORD D CLOSEOUT (other than Early Annual)
(including Closeout-Early Annual)

EMPLOYEE SELF-REPORT OF ACCOMPLISHMENTS (Limted 1 2.000 charactens)

Employee enters self report of accomplishments for Performance Element 1 here or enters a summary for
Performance Elements 1 through 6 in this block. If entering a summary, it must fit in this one block with
I il 1 £ L =1 3 . =1 1

RATING OFFICIAL EVALUATION (Umsed io 2000 characters)

The Rating official enters their evaluation for Performance Element 1 in this block and then enters the
rating below. The Rating official can summarize their evaluation for all Performance Elements in this
block. wWhen this option is used, the Rating 0fficial enters just the rating for Performance Elements 2
through &.
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Performance Evaluation > Performance Evaluation Rating:

Select the ‘Performance Evaluation Rating’ tab.

DEIPS PAA Hoting Oificial

Transfer to Employes | Track Progress = Retumn to Main Page

Erphoyie Infarmation

Erniphoyes e

£l Show Employes Datals

Ferfermance Evaluation

Performance Flan Micipgint Review

Approvals & ACKngwledgments

Performand ¢ Objectie Affeiiments Performance Element

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.

DLIPS PAA Rating Official
Transfer to Employes | Track Progress | Return o Main Page

Emgloyes Name
3 Ghove Emploves Datals

Ferformance Pian Middpoint Fevis m RepartsForms Hanage Cues Panicipas
Ferformance Objeciive Agsessmends Performance Element Assessmenis m Approvals & Acknowledgments

Perfomance Fvalation Rating

b Heli?
ype  Annual Appraisal - DCIPS - 01-Oct-1013
d End Date  30-5Sep- 2014
Rating
'l
3
4
3
| Rating
4
4
3
]

Rating: 3.6
Record: 4 - Excelent

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).

DCIPS PAL Rating Official

Transfer to Employes | Tradk Progress | Reburn to Main Page

Performance Flan | Midpoin Eedew | MR L L BeeponsiForms | Manage Guest Participants

 —
Perflormanie JOjecive Assessments l_FW 2 JETFENN AsSEsSmants Ferformance Evalaaion Rating ml
|

Approvaks & Acknowledgneents

b Help?
Shaw Al Detnls | Al il
Details Tasks f

[Status

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.

“TIP There are two options available to complete this step. If you are both the Rating Official AND Higher Leval Reviewer, use Option B to document the approwval.

I Option A - Transfer to the Higher Level Reviewer (HLR] in the PAA. I

Hame Date
Rating Official

Reviewing Official’s Name Higher Level Reviewer

“TIP Please salect new HLR from list of values, if required.

Change Higher Level Reviewer Reviewing Official's Name

Message to Higher Level Reviewer

This screen provides space for you to send a Higher Level Reviewer a message regarding an employee's Performance Evaluation, After writing the message,
select the Transfer to Higher Level Reviewer with E-mail Netification' button to send the message.

Flease go to the Performance Appraisal Application (PAA) and select the Approvals and -
Acknowledgments sub-tab under the Performance Evaluation Tab to complete Step 2: Higher Level
R @y,

Spell Check

Natice: You are about to contact CPMS Audirsch, Timmy B by &-mail, Due to the unencrypted natere of this e-mail communication, please do not include any non-
public information such as social security numbers or privacy act information in your e-mail.

cancel | | Transfer to Higher Level Reviewer without E-mail Notification

Transfer to Higher Level Reviewer with E-mail Notification

Information message: Select the ‘Ok’ button.

U Infoemastion

The annual appralsal has been transferred to the Higher Level Reviewer.
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Confirmation message:

|5 Confirmation

The appraisal has been submitted to the Higher Level Reviewer.

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.

Option B - Document the higher level review has taken place by entering the following information:

Review Date = Approver  Reviewing Official's .‘Jarnr:{ 4
Method of Review pl Qther Cancel

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.

Rating OfficialHigher Level Reviewer
Performance Appraisal Application Main Page

Heed Help?

Warning: The Performance Appr
enter dassified information in this
prosecution

dassified personnel inform
rmation s a violation of la

From the Main Page, you can create, update and vew employes Performance Flans; change the Rating Official andfor Higher Level Reviewer; view and print part or an entire plan after

% i5 created; chose o plan, and track the §
f & plan.

o

Wou can also seanch for completed plans by sehecting the "Show Completed Fland/ Appraisals’ link located at the bottom of this page

To completie other actions deser

= Sebact an option fro
w Sabact th

Important: To become familiar with the columng, select the Meed Help? bnk

Create Mew Plan

Choose & 1 Type - G
Records Displayed [ ~
| isal Plan Approval |ptan
Employoea Nams: - [Current Owner Rating Official lame  |Year m Data Type Status Current PAA Status Action
: Pend R f - [%o
2004 3504 ict- 2
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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’.

DL SRR Ul Provide Guest Feedback

Rating OfficialHigher Level Riviewsr

Performance Appraisal Application Main Page

el information only. Do NOT
ation of law and may lead to

Appraisal Application is designated for sensitive unclassif

N in this system. Unauthorized redease of dassified informati

Warning: The Pesform
enter dassified infor
prosecution,

From the Main Page, you can creste, update snd view employee Pedformance Flans; change the Rating Official and/or Higher Level Reviewer; view and print part or an entire plan after it is crested; dose a plan, and track the status
of & plan,

You ¢an a0 seanch for compléted pland by selecting the "Show Completed Pland/Appraiials’ link located a1 the bottam of this page

To create a Performance Plan: To complete cther actions desonbed above:
+ Salact "Choose a Flan Type' + Seled an opbion from the Action cokamn
* 5 “Appratsal Flan Type » Seledt the 'Go' button

& Select the 'Go” button

Important: To become famiiar with the codamng, select the "Need Help?' link.

FPlans | Appraisals In Progress

“TIP Only Employees that have & plan in progress are ksted below,

Create New Plan

Show Me ANl Appraisals = Apg Yaar ALl * -
e = PR : Choose a Flan Type- - Go

Records Displayed [ ~

| Employes tame - L:mtomer Rating Official itame W w m”"“

Appraisal Pending HLR P o
2014 35047 03-0ct-2013 ocws approved | urs o ’ peste Ii

Select the ‘Performance Evaluation’ tab.

OCIPS PAA HLR
Track Progress | Retumn bo Main Page

oyee Information

Micipaint Review I Performance Evalustion I Repaes Forms Manage Guest Partiinants

Performance Flan Devaiis Mission G 3 L Pl 3 Performance Eements spprovals & Arkmtvwiedgrnents Fe-Approvals & Acknoaledgments

Performance Plan Detalls

Hieed Help?
Thi screen provides information sbout the @atud of your employeds's performands plan

Change Rating Official and [ or Wigher Lewel Reviewer

Apprasal Type  Annual Appraisal - DCIPS Perfermance Plan Approval Date  03-0ct-2013
i Date  01-0ct-2013 Parformangs Plar Last Modded
< End Date  30-Sep- 2014 Created By

= fectam Date . .
Rating Official Nams rating Officialz Name
Higher Level Reviewer Rewviewing Official's Name

MEXT>
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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.

DCIPS PAA HLR
Track Progress | Return bo Main Page

Employees Name

1 Show Employes Details

Performance Evaluation

l'\.'l'[:\"lhmt & Elemant Astessments Performance Evaluation Fating Approvals & Arknowsedgmients

Performance Objective Assessments

o Objective

Hope] He?

Perod Start Date  01-Oct-2013
sal Efective Dabe

Type  Annusal Appraisal - DCIPS -
Dete  30-Sep-3014 =

Appratsal Feriod
Performance Objectives

Sedict] Bumber [Performance Objective Ttk |Statis

a 1 Subject Matter Expert

Rating

Performance Ohjective

Enter the performarnce ohjectives here.

Enployee Self Assesement

Ernphiyes en

Rating Official Assessmant

Rating Official enters their evalustion for Performance Objectine 1 in this block and enters the rating belke

Perormance Objective Rating

Performance Objective Rating 4

Return to Top of Page
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Performance Evaluation > Performance Element Assessments:

Review performance element assessments and ratings.

DLIPS PAA HLR
Track Progrss || Return 0o Main Page

I Performance Evaly Reports [Forms Manage Cuest Paricipams

Performance Plan Midpoint Feview

Performance Evaluation

Performance Objecthe Atsessments Performance Element SEIMENLS I Performance Evalustion Fating Approvals § Atknowiedgmens
|

Perlormance Element Assessments
ped Hel?

Appraiss] Peniod Start Date  01-Oct-2013
Appraisal Effec £

Apprassal Type  Annual Appraisal - DCIPS -
Appraisal Period End Date  30-Sep-2014

Perlormance Flements

Select humber Performance Element Rating

@ i Accountakslity for Rasults

Parformance Elment

ing tima and

Dafarss In
resources effic
managers are expecied o use these same
thesr grganization as o whols

gence amployess are expactad 1o take responsbilty for their work, setting and/'or meqting priontses, and crganizing and u
, t e the deswred results, cansistent v . v objectaes
5 1o sccept responsibiity for and achieve resul

i

Rating Hficial Assessment

Performance Element Rating

Performas

Return to Top of Page
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Performance Evaluation > Performance Evaluation Rating:

Select the ‘Performance Evaluation Rating’ tab.

DCIPS PAA HLR

Pnp—

Employes: Information

Emgicyen |

+) Shov Employes Dednits

Performance Plan Midpoint Review Performiance Evaluation Repor s [Forms Manage Cuest Participants

Parformancs Evakiaton

Prriormancs OB JECIVE ASSREFMENIE w Parformance Evalisation Rating Approvals & ACknowigdgmants

Perormance Element Assessmenis

M Haslp?
Anmsal Apprakal - DCIPS - e D1-0ct-3003
30-Sep- 2014 et
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.
Ferfarmance Objective Assessments Ferformance Element Assessments Approvals & Acknowledaments
Performance Evaluation Rating
Heed Help?
Appraisal Type  Annual Appraisal - DCIPS - Appraisal Period Start Date  01-Oct-2013
R - Appraisal Effective Date
Appraisal Period End Date  30-Sep-2014 =]
Performance Objective Ratings
HNumber |Performance Objective Title |Statls | Rating
1 Subject Matter Expert Objective Approved 4
2 Oversight Objective Approved 3
3 Training Program Evaluation Objective Approved 4
4 Project Planning Objective Approved 3
Performance Elements Ratings
Number |Performance Element Title Rating
1 Accountability for Results 4
2 Communication 4
3 Critical Thinking 3
4 Engagement and Collaberation 3
5 Personal Leadership and Integrity 4
6 Technical Expertise 4

Performance Evaluation of Record

Average Performance Objective Rating: 3.5 Overall Rating: 3.6
Average Performance Element Rating: 3.7 Evaluation of Record: 4 - Excellent

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’.

DCIPS PAA HLR

Track Progress | Retumn to Main Page
Employos Information

Parformance Plan MiIp0in Fadew m REDONE/FOrms Manage CuEst Panicipants

Performance Evahsation

Perfarmance OB jaive Assesaments Perfermance Element Asiestments Performance Evaluation Rating I Approvals & Acknewiedgments I
L ]
Approvalks & Acknowledgments
liged Helg?
Details Tasks Status iction
evel Redew Panding Approval I Apprave .. Return for Change I

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.

OCIPS PAA HLR

Track Progress | Retumn to Main Page
Employos Information

Parfonmance Plan 0N Rawew m Rapon s [Fonms Manape Cuest Panicipants

Performance Evahsation

Perfarmance OB jaive Assesaments Perfermance Elemant Assessments Performance Evaluation Fating I Apprevals & Acknewledgments

Approvalks & Acknowledgments

liped Help?
Details Tasks

¢ Lievel Revew Pending Appreval Approve o B Return for Change

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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Higher Lovel Reviewsr Notification to Rating Official .

Transfer to Rating Dfficial without E-mall Rotification I mmmnmu«mm&hs--ﬂmmml

This screen provides space for y
iSEagE,

4 to send & Rating Official a message reganding an emgloyee’s Performance Evaluation, After wiibng the message, select the Transfer to Rating Official wi

E-mail Netffication” bufion fo send the

ince O SRS

rmance O

1% 3t

Pleass take o

Spell Chieck

hotice: Vou bré about 1o Cortbct Ery -miad. Dok 1o the uiencrypled nature of this e-mail communication, pleade do not indhade amy non-public infonmation Such as social seounly Rumbers of privacy &d
information in your e-mail.

Information message: Select ‘Yes’ to continue.

il Information
You have chosen to return the appraisal to the rating officksl for corrections. Do you wish to continse?

Confirmation message:

& Conlimation
The appraisal has been submitted 1o the Rating Official.

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.

Rating OfficialHigher Level Reviewes

Performance Appraisal Application Main Page

Heed Heig?

Appraisal Appl
mation in this systern. Una

prosecution.

Froen the Main Fage, you can create, updsie and view employee Performance Flans; change the Rating Official and/or Higher Level Revieveer; view and print part or an entire plan after i is cre
of o pilas,

ed; dose a plan, and irack the stabs

Wou oan also search for completed plans by selacting the ‘Show Comipleted Flans/ Appraisals' link located 2t the bottom of this page.

To crents & Parformangs Pl T Cornphete other Bctions descnted above:

« Select an option from the Action ookamn
& Sedect tha "Go' button

« Sglect ‘appracsal Flan
= Salect the 'Go' buttor

*TIP Only Employees that heawe & plan in progress are listed below.

Create New Plan
Sh Ma  All Appraisals * Appraisal Year ALL - Chocse & Plan Type - Go
~Choose & Plan Type
Records Displayed 10 =
Empkys Name Frent Cwnar Official iama |:w m Date rrent PAA Statis
ppraisal Feturned for View -
IS047T 03-Cret-2013 OCIPS Approved ey, 1‘ ! ki o |
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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.

Rating OfficialHighar Lavel Reviewer

Performance Appraisal Application Main Page

[iged Help?

Warmning: The Performance Appraisal Applic . Do NOT
sified information in this system. L on is a violation of la 1 may lead to
Friom the Main Page, you can céste, update and view employes Performance Fland; change the Rating Official and/or Mights Liwvel Rindiveer; vigw Bnd print part of an énting plan aRer it i created; dose b plan, and track the Satud
of a plan
iow can also seanch for completed plans by selecting the "Show Completed Plans/Appraisals’ link lecated at the Battom of this page.
To create & Performance Plan: To complete other actions desonbed above:

the Action column

Create New Plan

Shrer Me 5 - Al - --Choose & Flan Type— - Gy
Records Displayed [ ~
| Appraisal  Appraisal |Plan Approval Plan
Employes Name - Current Cwner Rating Official Mame  Year i} Deate Typ: | Status E AN Status Action
o 5 - Appratsal Returmed for Update -
" < 03-0ct-2 DCPS Appreved  change P

Select the ‘Performance Evaluation’ tab to continue.

DCIPS PAR Rating Official
Transfer to Employee | Track Progress | Retumn to Main Page
by Harw
+| i Emglee Detiils
Performance Plan RS e ENET 3 Fepons Forms Manage Cuest Participants
Performance Plam Details Lo C i J ' Farfermance Elements Agprovals § Arknowiad g s Fe=fpprovals & Acknowiedgments
Performand: Plan Details
Change Rating Official and | or Higher Level Reviewer
b Help?
Type  Annual Appraial - DCIPS = Fer oval Date 03-Oct-2013
Modified 03-Sep-2014
e 01-0ct-2013 Eranted B
Created By
30-Sep-2014
Rating Official"s Name
Reviewing Official's Name
HEXT>

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.

DCIPS PAA Rating Official

Transher to Employee | Track Progress  Relum bo Main Page

Employes Hame

=l Show Employee Detals

Performance Evaluation SEEEESETTIEE Hanage Cuest Panicipans

Perfermand ¢ Blement Assessments Performance Evaluation Rating I sppeovali & Acknowiedgments I

Performance Objective Assessments

Meed Ml
Appraisal Type  Annual Appraisal - DCIPS l Appratsal Pario

te D1-Oct- 2013

2l Poriod End Date  30-5ep-2014 T

Apprais

Performance Ohjectives

sdprmation added 10 SUpport the

Lk B 300 characien

Speell Chasch Counber
Performance Ghjective Rating

I Sanve and Return to Top of Page I
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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.

DCIPS PAK Rting Official

Transter to Emphoyes | Tradk Progress | Return to Main Page

Employes Information

Ferformance Plan Hidpoing Reves m FeporisForms Manage Cuesi Panicipanis

Approvals & Admnowledgments

lieed Helg?
Show All Datails | Hide Al Detaits
Daetals Tasks Status

1Y Step 1: Rating Official Request or Document Higher Leved Review Hot Started

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

“TIP There are two options available to complete this step. If you are both the Rating Official AND Higher Lavel Reviewer, use Option B to document the approval.
I Option A - Transfer to the Higher Level Reviewer (HLR) in the PAA. I

Hame Date
Rating Official
Reviewing Official’s Name Higher Level Reviewer

“TIP Please salect new HLR from list of values, if required.

Change Higher Level Reviewer  Reviewing Official's Name 4,

Message to Higher Level Reviewer

This screen provides space for you to send a Higher Level Reviewer a message regarding an employee's Performance Evalustion, After writing the message,
select the Transfer to Higher Level Reviewer with E-mail Netification' butten to send the message.

Flease go to the Performance Appraisal Application (PAA) and select the Approvals and -
Acknowledgments sub-tab under the Performance Evaluation Tab to complete Step 2: Higher Level
Riview,

Spell Check

Notice: You are about to contact CPMS Audirsch, Timnry B 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 nurnbers or privacy act information in your e-mail.

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

Information message: Select the ‘Ok’ button.

U Infoemation

The annual appraisal has been transferred to the Higher Level Reviewer.

Confirmation message:

I_.:a Confirmation
The appraisal has been submitted to the Higher Level Reviewer.
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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’.

LY CRELY Rt Provide Guest Feedback

Rating OfficialMigher Lavel Reviewss

Performance Appraisal Application Main Page

Warning: The Perform
enter dassified infor
prosecution.

Appraisal Application is designated for sensitive unclassif
sn in this system. Unauthorized release of dassified informati

ol information only. Do NOT
ation of law and may lead to

From the Main Page, you can create, update snd view employee Performance Flans; change the Rating Official and/or Higher Level Reviewer; view and print part or an entire plan after
of a plan.

t is created; close & plan, and track the status

You can also seanch for coenpleted plans by selecting the "Show Completed Flans Appraisals’ link located st the botham of this. page
To create a Performance Plan: To complete cther actions desonbed above:

 Sadact ‘Choose a Plan Type® # Select an option from the Action oolemn

+ Salect "Appraisal Plan Type' » Select the 'Go' button

St the 'Go" button

Important: To become famdiar with the colamng, sehect the Need Helg?' link,

Plans | Appraksals In Progress

“TIP Onby Employees that have a plan in progress are ksted below,

Create New Plan
Choods o Flan Type— - 6o

Sherw Me Al Appraisals = Appraissl Yeas ALl v

Reconds Displeyed [ =

| Emploryise M - thmtmer Rating Official iame 'ﬁt&“’“ g"’*" QSL”"“" .ﬁmlgmuu

Appraisal Pending HLR ey _I
2014 35047 03-0ct-2013 0Cw#s Approved | orowa : Upcate Go

Select the ‘Performance Evaluation’ tab.

DCIPS PAA HLR

Track Progress | Return bo Main Page

oyee Information

mr.:m Feview I Farformance Evaluation I Feports Forms Manage Guest Farticipants

Performance Fan Devails  JEEIESEN] C:ms Performance Bemens spprovals § Ackrowiedgments Fe-Approvals & Arknosieggments

Performance Plan Detalls

hieed Help?
Thig screen provides information about the Statud of your employes's performance plan

Change Rating Official and [ or Wigher Lewel Reviewer

Appraczal Type  Annual Appraisal - DCIPS Performance Plan Approvel Date  103-0ct-2013
sl Date  01-0ct-2013 Parformiands Plan Last Modfied
» End Date  30-Sep- 2014 Created By
- Pecta Dabe
R al Nams Rating Officials Name

Highar Level Reviewer Reviewing Official's Name

MEXT>

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.

DCIPS PAA HLR

Track Progress | Return to Main Page

Employes Hame

£l Shony Emplovee Detadls

Perfesmnance Plan Micipoint Feview Performance Evaluation Feepaoens fFarms Manage Guedt Paricipants

Performance Evaluation

Perfarmance Objective Assessmients Performance Element Assessmens Performance Evalustion Rating Approvals & Ackninvwledgments

Approvals & Acknowledgments

Nead Hilp?

Pending Approval Approve - Return lor Change

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

Higher Level Reviewer Hotilication to Rating Official

Transfer to Rating Official without E-mai Notification I Transfer to Rating Official with E-mall Notification

Bl To Rating Official

een provides space for you to send a Rating Official 2 messs arding an employes’s Ferformance Evaluation. After writing the message, select the "Transfer to Rating Official with E-mail Hotfication’ bufton fo send the

i
Spell Chinck
Hobice: You bect by e-mail, Dus fo the unencrypted nabare of this e-mail communication, please do mot inciude any non-public infermation such as social security embers or privacy act
armate

Camoel Transfer to Rating Official without E-mail Notification Transfer to Rating Official with E-mall Notification

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

& Confirmation

1 approve this Padormanos Cvakiation lor aml certify that the PM PRA has revievwed the ralings.

\_.:y Confirmation
The appraisal has been submitted to the Rating Official.

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.

Rating Official/Migher Level Revicwer

Performance Appraisal Application Main Page

liped Help?
Waming: T srformance Appraisal Applicati
enter ¢ mation in this system. U
prosecution.
From the Main Fage, you can cresie, update and view employes Performance Flans: change the Rating Official andfor Higher Level Reviewer; view and prink part or an entire plan after € is created; close & plan, and track the siabss
of & plan,

¥ou can also search for completed plans by selecting the "Show Complebed Flans'Appraisals’ link kecated 2t the botfom of this page.

Tao create a Performance Flan;

s Seledt Choose a A
o Sk
+ Select the "Go' butten

Important: To become famdiar with the columng

. Select the “Heed Help?” link.

J Appralsals In Progress

+ TP Only Empioyens that have & plan in progress are kstad below.

Create New Plan
All Appeaisals w  Apprpesal Year ALl v

~Choose & Flan Type--

Records Despleyed [ =

Fomployoe Name Current Dwner |uaﬂngnﬂ\dallm

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

DCIFS P Rating Oficial

v Track Progress | Return to Main Page
Ermprloyee bnforms tion

waluation

Repons/Fomms Manage Guest Partic

Performande Eviluition Rating I Agprinali & Akniwhedgments
L

Perfomance Objective Assessments

Higed Hejo?
| Type  Annual Appraisal - DCIPS A L .
d Date  30-Sop-2014

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

DCIPS PAA Rating Official

Track Progress | Return to Main Page

Parfgrmance Plan Hidpning Ravaw

Perferrnante OBjRtve Adsetsmments Approyvals & Ackmowledgments

Approvals & Admowledgments

Heed Help?
Shew All Detaits | Hide All Detnils
Detalls Tasks

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.

LIPS PAR Rating Official

Track Progress | Return bo Main Page

Perfgrmanie Plan Migpo

Performantce

e Objective Asse:

Approvals & Acknowledgments

Approvals & Acknowledgments

Show Al Desnits | Hide AN Dutails
Detalls Tasks

ha
I Save and Transfer to Employes for Acknowbsdgmeent | Save and go to Step 4

Confirmation message: Select the ‘Yes’ button.

& Confirmation

Fre you sure you want to go to Step 47

orkrE?

=]
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Rating Official — Document Employee Acknowledgment:

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

DCIPS PAA Rating Official

rack prgress

Emgloyes Name

= Ghove Emphoyes: (etnls

Performance Plan Midpoin Feview Performance Evaluation Reparts Forms

Manage Cuéit Panticipants

Parformance OBECvE ASSEE5Ments

Parformants EMMENt AFSE5EMEns Parigrmance Bvaluation Rating

Approvals & ACknowledgments

Approvals & Adonowksdgments

Show All Details | pide All Details
Details Tasks Status Action

t Step 4: Rating Official Document Employee Adknowledgment Pending Empl Acknowiedgment Start

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.

DCIPS PAA Rating Oficial

Track Prograss | Retsrm to Mai Page

Parfgrmante Flan Micipgint Rasew m Feepeeis/Formes Manage Quest Panicipans
Performance Objeciie Assessments | Perforrmance Bement dssesimens | Performance Eluaiion Ry VRS TSNPRTI

Approvals & Acknowledgments

Head Help?
‘Shew All Desnits | Hude Al Dotails
Dwtalls Tasks Status Action

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.

#TIP Only Employess that have a plan in progress are listed below.
Create Mew Plan
ow Me Al Appraiss = Approissl vesr AL T Choosa a Flan T = | Go
Records Displayed 10 =
aisal asal  |Plan Approval | Plan |
Emphryee Hame b Owmer Rating Official Hame Ear i) Date [Type Status [Current PAMA Status  Action
2018 35026 23-0¢1-2013 DCIPS Appriwved P b )
2014 35043 13-Sep-2014 Update ] (L
2013 35040 05-Oct-2013 ! hl] 1)
2015 35045 11-0et-2014 * ul L
et the link bo search fnr Comeleted Blans.
£ Show Completed Mana/Apgraiests I

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

€an be entéred in By combination; .., Empkpee Hame anly, Employee Hame and Appraeial Year, elC. Select the Search i0on hor hsstandce in entéring the Emplopee

¢

2. Select the Find' bulion. Your resulis wall be based on your search criteria,

Reccrds Displayed 10~
Emphay i Hame |Appraksal Year Appraisal ID Typa Event [Evant Completion Date Reports/ Forms

Ho search conducted.

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.

1. bering search criferia. The following fields can be entered in any combination; e.g9., Emplcyes Name only, Employes Hame and Appraisal Year, etc. Select the seanch icon for assistance in entering the Employes
2 Find” button. Your results will be based on your search oriteria.
Records Displayed 10 =
Employee ame Appraksal Year Reports/Foms
2014 I
4 =)
2014 ed L w

114



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.

DCIPS PAA

Return bo Main Page

Meed Help?

Employes: Information

Emplicyes Nams

Uiser may salect and peint any or all of the items ksted.

Wi | Print Sehectid Sections

Selecting the "viewPrint Selected Section]s]” button allows you 1o print the selected sections.
| Deselect All
DCIPS Cleseout or DEIPS Performance Evahastion
[T DBl

Evalluation/ Ratings

Performance Elem:

Guest Resviéwer Oversll Feedback

I Vi) Print Selected Section(s) I

Beginning of the DD Form 2906D:

DEFENSE CIVILIAN INTELLIGENCE PERSONNEL SYSTEM (DCIPS)
PERFORMANCE EVALUATION OF RECORD

EMPLOYEE NAME: PERFORMANGE YEAR: 2014

PRIVACY ACT STATEMENT
AUTHORITY: 10 U.S.C. 1601-1603; and E.O. 9397.

PRINCIPAL PURPOSE(S): This form will be completed by employees, rating officials, and reviewing officials to document the performance
objectives, and midpoint, closeout, and annual evaluation requirements of the Defense Civilian Intelligence Personnel System. To ensure all
appropriate records on an employee's performance are retained and are available (1) to agency officials having a need for the information;

(2) to employees; and (3) o support aclions based on the records.

ROUTINE USE(S): To OPM in connection with its personnel management evaluation role in the executive branch. The Routine Uses found at
httpiidpclo defense gowprivacy/ SORNs/govVOPMGOVT-2 htrml and httpJ/idpclo defense goviprivacySORNs/blanket_routine_uses himl apply.

DISCLOSURE: Voluntary. However, failure to provide the requested information may result in the record being misfiled or being unable to be filed
in the correct employes file.
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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.

| CIV Pay Pool Administrator My Workplace
| My Biz Performance Appraisal Application [PAA)
] My Workplace = > '

| My Employee Information
| Update My Information
| Suspenses
|_| Apply Action(s) to Multiple Employees (PAA) I
=] Manage PAA Trusted Agent Authorization
3| CIV Fill Request Status

Management Reports

| View Management Reports
| View/Print Performance Management Reports
| View Previous Requests

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.

:_. CIV Trusted Agent CIV Trusted Agent

| My Bi | PAA Acting as Trusted Agent
= View My Trusted Agent Authorizations
E— ——

I_i DCIPS PAA Action(s) to MultiEIE Emgloxees as Trusted i\gentl

| View My Requests
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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

Sebect PAA System and Roke
Solect Rok

Start

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

Avallable Actions

Sebert s setion from the Ikt bebow snd thein seloct Start b depley e appearats lor which you can spply the actise.

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.

l-lnu.ilwruml ol Perdormancs Evalustion

Select the re

i pod ol

Candil I .l\pprvw and Transfer l.nlblmg Officiad
l | sl

t the “Approve and Transfer to Rating Oificial’ bution.

overall | Overall

Parl Parl Performance Perl  Performande
Appraial Duty Rating

Porl  Performance Perl  Performance Perl  Performande Perl
:hmtnmmm1 Objl ﬁbjmhcé Obj 2 [Objective 3 nbjz mma ob:-u w_u::hes obj 5 CI:]E
Seloct 1d EmployecTithe Offical  [Type of Appralsal | Rating  Rating  of Record Title Rating Titk Riukirug Tito|
TR0 NTELL annual Appraisal - DEFS 4 1.7 L 5 4 4 q G J
:

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

Performance
Element 5 -
Leadership
and Performance
Performance Integrity or |[Elensent 6 -
Perlormance Performance Elenent 4 - Personal Managerial
Performance Perf  Performance Perf  Performance Perf  Performance Perf  Performance Perf  Element 1 - Performance  Element 3 - |Engagement Laadmshb Profickency
Ob]en‘.ﬂ.-:ﬁ Obj 6 Objective 7 |0bj 7 [Dbjective 8 Obj 8 Objective 8 Obj 9 Dbjective 10 Obj 10 Accountability Ekement 2 - Critical and ar Technical
Rating Titke Ralting Title Rating Titke Ralting Tithe Rating for Results Colaboration Imegrh' Expertise  Reports/Forms|
w
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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.

Highet Lovel Reviewsr Nolification to Rating Cficial

Cancel Transfer to Rating Official without E-mad Notification I Transfer bo Rating Odficial with E-mail Notification I

Message To Rating Official

This screen provides spsce for you to send the Rating Official 8 message reganding & smployes's Performance Evaluation. After writing the message, select the Transfer to Rating Official with E-mail Notification’ button to send
the message

Flease 9o to the Perf s and Admowiedgments sub-tab under the Performance Evaluabon tab to
complete Shep 3: R
Spell Check
v0 for the selected appraisals by e-mail. Due to the unencrypbed nature of this e-maill communication, please do not include any non-public information sch a8 social security numbers o

Cancel Transler to Rating (Mficial without E-mad Motification Transter to Raling (Mficial with E-mail Notification

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

& Confirmation

1 approve the Perormands EVakiations (oF the sekected smphoyees Gnd certify that the PM PRA has reviswied s ratings.

] D=l

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’.

Retum to Avallable Actions

Process Log ID [Log Status Log Text

40549 SUCCESS Employee Namse:

You are returned to this screen where you can select another action, select Home or Logout.

N Navigator v B? Favorites ¥ ICE My Biz ICE PAAV3 FAQ Diagnostics Home Logout

Higher Level Reviewer Action(s) on Multiple Employees
Available Actions
Select an action from the list below and then select Start to display the appraisals for which you can apply the action.
Select|Action
©  Approve Performance Evaluations

7 Approve Performance Objectives
0 Change Higher Level Reviewer
D Change Rating Official

star
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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.

-
Seldect

Higed Help?

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.

Rating Official Action(s) on Multiple Employees

Available Actions

Select an action from the kst below and then select Start to display the appraisals for which you can apply the action.

Change Higher Level Reviewer

Change Rating Official

Copy Employee’s Current Flan for Next Rating Cycle

Copy One Active Flan to Multiple Employees

Document Communication of the Plan (Must be Current Owner )

Decument Communicatien of the Midpaint Review (Must be Current Cwener)
Ebccument Communication of the Performance Evaluation (Must be Current Owner)

Request or Document Higher Level Review of the Plan {Must be Current Cwner)

Request or Document Higher L Review of Midpoint Review (Must be Current Owner)

Retrieve Plan/Appraisal from Employee

Retrieve Flan/Appraisal from Higher Level Reviewer

Transfer to Employee (Must be Current Oviner)

View/Print Current Employee Appraisal Info

I Cancel I | Start I

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.

Document Commanication of Performance Evaluation to Employees

et
Misid Hislg?
Search Reuslty
Select the record which the action should be spplied and select Next
Carrinl Crameir Apprakal Year Appraisal Id Plan Daate Plan Status Current PAA Status
2014 35043 03-Sep-2014 Appror Approved b [

Cancel Mext
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Enter the Communication Date and Communication Method and select the ‘Save and Transfer to
Employees for Acknowledgment’ button.

Docwmaent Communication of Performance Evaluation to Employees i
Cancel

* Indicates a Required Field

Raating ficial Hamae R
= Communication Date  [09-Sep-2014 =
* Communication Mathod Face to Face ~
Other
Haed Halp?
I| Save and Transfer to Employees for Acknowledgment || Save Without Transferring to Enpleyees for Acknowledgment |
Sebected Employees.
Eraphiny e anse [Cuirrent Gwner Appraial Year |Appraisal I Plan Approval Date |Plan Status [CuirrEnt PAA Status
14 35043 B3-Sep-2014 Approved Apprroved By HLE

cancel

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.

Roting Otficial Notification to Employess

Transter to Emplayed withaut E-nail Rotification || Transfer to Gmplyee with E-mail Notification

Hotilication Message to imployees

Flease go to the Perdformance A
complete Shep 4: Emplcyme Ack

cation (PAA) and select the Approvals and Adinowiledgments sub-tab under the Performance Evaluation tab to
nce you have acnowledged, a copy of your Performance Evaluabion will be available in the Completed
Flans/Appraisals area on the Performance Appraisal Application (FAA) Main Fage

spoll Chock

Motice: You are about to contact the employees for the selected appratsals iy e-mail, Dus fo the unencrypbed natere of this e-mal communication, please do not inchiade amy non-public information such a5 socisl secunty numbers
oF paivacy Bl infrmation in your & ma:

Canced | | Transfer to Employes without E-mall Rotification Transfer bo Employes with E-mad Notification

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’.

| Return to Avallable Actions

Status Log
Process Log 1D |Log Status |Log Text

#0550 SUCCESS Errgplorpee: Mo i Appracsal Year: 2004; Appraisal ID: 35043; Emad: Sent

You are returned to this screen where you can select another action, select Home or Logout.

DcCIPS Performance Appraisal
==—= Application (PAA)

N madgator ™ B9 Faoctes v ICE My Biz ICE PAAVA FAQ Diagnostcs Home Logout

Select an action from the kit bekow and then seleet Start to drplay the aggrariah for which you cas apply the sction.
Select Action

& Changs Higher Livel Riviswer

Change Rating Official

wee's Current Plam for Mexd Rating Cycle

¢ Artive Flan to: Mialtiple Employees

Rinrumant Crenmimnicafion of the Ban (kled ha Coanrent Muner |
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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.

Employen

Performance Appraisal Application Main Page

Head Halp™

Jo NOT
lead to

nce Appralsal Applicat mated for sensitive un ed personnel Information o
ation in this system. Unauthorized release of dassified information Is a violation of law and

our Performancs PLans; view and print pan or &h entive plan Sfter & is created; and track the status of a plan. You can aiso search for complétied pland by selécting the 'Show

pprassals’ link located st the bottom of this page:
To create & Parformance Plan: To completa other actions desonbed above:
« Select 'Thoose b Flan Type = SebEcl an Oplo et Acticen oln
& Select Appraisal Flan Type » Sebect the 'Ga’ bu

Important: To becoms famaliar with the columns, select the 'Heed Help? link.

Apprasals of CPMS Baade, Camelia E

Create New Plan

--Chooss @ Plan Type - [
Records Displayed 10 =
| Appraval Plan
Eraphiyese Lamse Owier Rating Officisl Rame  Appraisal Year - [Appraisal ID Date s rrent PAA Status | Action
Madpaint Review rasck Progres -
. N 2014 35043 03-Sep-2014 DCPS approved ;.c“-:!'\.-!\.-d( N Track Progress E

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

Track Progress

Return to Previcus

f your performance plan throughout the parformance oycle
J r By,

[(Pertormance Plan [ ks ]
v
i
W

| Limks: 1
¥
W
il

[ Links ]
v
I’-

Ackraededged by Employoe Apgrey '“m

[(tock

Employes Sell-Assessmant

Ristarn Uo Privious

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.

DCIPS PAA Employes

ok rgrss

Emplo Information

Fermormance OB pecive Assesaments Perfaemance Element Assesaments Pemonmance Eval

uaion Approvals & Adknswiedgmems

Approvals & Adcnowksdgments:

[ Hislgy
Shorwy All Details | vide ANl Deqail
Detalls Tasks Status Action
Shat Step 4: Employee Adnowledgrent P ol Acknowdedgment Acknowledge Receipt

Confirmation message: Select the ‘Go’ button.

b Confirmation

Wour Performance Evalaation has been acknowiedged and will be avallabls ander your Completed Plans, Appratsals,

[=]

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

Splect tha bok (o sanceh [or chcistid clang

£ Sharwy €

cnplétd §

Select the ‘Find’ button.

Appratsal ¥ear Appratsal I [Type Event Event Comphetion Date Reports) Forms

the final DD Form 2906D.
. — — — — — /|

Select the: bnk to seanch for completed plans
Hede Completed Plans! Appratsals

Complebed Plans| Appraisals

can be antered in sy comibx

sarch enteria, ¥ then fansfAppraisals,
T
Records Desplayed 10 -
Appraisal Year Appraisal ID |Ewent |Ewent Completion Date | Reports/ forms
2004 35043 e formance Plan 03-Sep-2014 o
2004 35043 ri Raviaw, 05Sep-2004
2084 35043 DCIPS 10-Sap-2ii14 r:ll
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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.

I My Biz My Workplace
| My Workplace

5| Performance Appraisal Application (PAA)

| My Employee Information

| Update My Information

| Suspenses

| Apply Action{s) to Multiple Empl PAA
=| Man PAA T Agent_ Authori
=l

CIV Fill Request Status

Management Reports
| View Management Reports

I | View/Print Performance Management Reports I
| View Previous Requests

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’'.

Repori Request
= Indicates required fuld e st 1 of
Cancel (S1ep 1 of 3 Mext

PRIVACY ACT INFORMATION

Tha information accessed theough this system mist be protected in sccondance with the Privacy Act of 1974, Personal information containgd in this system may be used only by authorized parsons in the conduct of oficial
business. Any unasthornized drsclosure or misuse of parsonal information may resull in crmnal andior ol panaltees.

Howe 1o request a repost: [Step 1 of 3)

Fopodt Name

Reqieit Name ntad indodmation that will assist in doing 6 search on this requast 60 6 |60er G, S8t Mext Bumon 10 Continge,

O

Cancel |Step 1 of 3 Mext
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Select the Quick Select icon next to the ‘Performance Evaluation Status Report (Rating Official) — DCIPS’

in the Program Name column.

Search and Select: Report Name

cancel | | Select |

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 029%. 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 Program Name v [%DCIPS% Go |
Selen:t| Quick Select |Program Name |Applcaﬂon Name
* Closeout Performance Evaluation Status Report (Rating Official) - DCIPS CIVDODHR
* Midpoint Review Status Report (Rating Official) - DCIPS CIVDODHR
E Performance Evaluation Status Report (Rating Official) - DCIPS CIVDODHR
<1 Performance Plan Status Report (Rating Official) - DCIPS CIVDODHR

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

Repost Request
= Indicates required feld Cance] |Siep 1 0f 3| Megt

PRIVACY ACTINFORMATION

The information accessed thiough this system must be protected in acconfance with the Priacy Act of 1374, Personal information contained in this system may be used only by authorized persons in the conduct of official
businass. Any unuthorized disclosws or misuse of personal information may result in criminal andior chal penalties

How 1o request a repon: (Step 1 of 3)
Repost Name ou wish to request. I you don’i know the name of report, select the search icon io bagin the search. Select the "Go® buiion on
wtid. Choose the applicalibe e pedt liom e i
Request Mame:  Enter Information that will assist in dolng o search on this request a1 a later tme. Select Hext button to continus.
* Report Hame | Performance Evaluabion Status Report (Rating Offical) - DCIPS 4,

Request Hame

Thoi ruee i b B i 8 dmrch o M rocpusal

cancet s 3 o et |

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

process:
e Enter ‘Performance Year'.
e 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.
e Enter any additional parameters to further limit the report results, if desired.
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Repori: Parameters
= Indicates required figld cancel | Back | step 2 of 2 | mext
Step 2 of 3

Hiw o compléte Step 2 of 3

Al required daia fields must be entered belore selecting the "Next” of "Back’ butions.

If you select the 'Cancel” button, your current data will not be saved, and the system will take you back to the
View Previous Request™ page.

Report Hame  Performance Evaluation Status Report (Rating Official] - DCIPS

* porf Viear 4

3,
Pesformands Evalatio -]
e Hamme
Yasriber
Qrganization Hame 4

Verify the information on the Report Request: Review page. Select the ‘Submit’ button if correct.

R port Requast Review

Cone
Hiowr 1o complete Step 3 of 3
n the ‘Parameters”
bemit' button 1o continue.
I you wish to cancel this request, select the "Cancel” bution,

part Mame

Performance Evaluation Status Report {Rating OFfickal)

Paramsebers

Performance Year 2014
Fay P

Rating-Officials-Namen

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

Information message: Select the ‘Ok’ button.

U [nformation

Your request for Performance Evalation Status Report (Rating Offical) - DCIPS has been scheduled. The Request 1D s 7520735

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.

Requests

thir Phase of ihe process execution
tudes, bait not limited 1o name of fepon, status, phase, request 10 and parometers

To exit this page, seloct the Homa® or select ‘Logout” to oxit the system,

Requests. Summary Table
[Refresh Jrp; cick "Refresh o update the phase of the process essaudion
Process Rame Phase Details Output Request I Status

Performance Evaluation Status Report (Rating Official) - DCIPS Complated 5 - 7520735 Mormal
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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.

Requests

Refresh Button:  Select to update the Phase of the process execution
Detalls loon:  Provides a summary that includes, but not limited 1o name of repoat, status, phase, request 1D and parsmstors

To axit this page, seloct the Home' link or select Logout’ o axit the systom.

Outpust kcon:  Review report information Opéen bk
Cipen link in new tab

Dpe i windoe
Begueats Sumaary Table
T
= Phase | Detas | W how picture =
Performance Evalustion Status Report (Rating Cfficial) - DCFS Complated a3 F P mal
E-masl pactune..
ICE My Biz ICE PAAVI FAQ Dwagnostics Home Logout Halp e
wee
Set az bsckground
con
Copy shomcut
Add to feveriter..
If desired, change the File name and then select the ‘Save’.
Organize v New folder = @
T Eavorites i Name Date modified Type
Bl Desktop . Downloads 7/28/201411:12 AM  File folder
# Downloads @ Closeout_Performance_Evaluatio_200814.... 8/20/2014 1:33 PM  Microsoft Excel 97...
| Recent Places |E & DCIPS CWB 2014 TEST version.xls 8/26/2014 11:44 AM  Microsoft Excel 97...
i. Email &) performance_Evaluation_Status_200814 ...  8/20/2014 2:225PM  Microsoft Excel 97...
&) performance_Evaluation_Status_200814.... 8/20/2014 9:48 AM  Microsoft Excel 97...
9 Libraries = @J Performance_Plan_Status_Report 180814.... 8/18/201412:06 PM  Microsoft Excel 97...
'j] Documents
J‘ Music
=/ Pictures
B videos
- 4 1 *

L RRP erformance_Evaluation_Status_ 100914 xis|

Save as type: lMicmsoft Excel 97-2003 Worksheet (*.xls)

~ Hide Folders f Save

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

The file you are trying to open, Performance_Evaluation_Status__100914.xs", is in a different format than specified by the file extension. Verify that the file is
i_lé_. not corrupted and is from a trusted source before opening the file. Do you want to open the file now?

ves || Mo | [ heb |
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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.

Microsoft Excel

You are attempting to open a file type (Web Pages and Excel 2003 XML Spreadsheets) that has been blocked by your File Block settings in the Trust Center.

| HdeHelp<< | | OpeninHelp Window |

r
This error occurs when you open a Microsoft Office file type blocked by File Block settings in the Trust Center. To enable this
file type, do the following:

» Click the File tab.

* Under Help, dick Options.

# Click Trust Center, and then dick Trust Center Settings.
# In the Trust Center, dick File Block Settings.

1

To save documents with this file type, disable the registry policy setting. For more information, see Microsoft Knowledge Base -

Lo ]

[ =RlFerformance Evaluation_Status_ 100914.html -

Save as type: | All Fles () -

~ Hide Folders [ sawe || conce |

Sample of Report:

Performance Evaluation Status Report

PRIVACY ACT INFORMATION - The information provided in this repoert must be protected in accordance with the Privacy Act of 1974, Personal information confaimed in this report may be
wsed only by anthorized persons in the conduct of official business. Any unauthorized disclosure or misuse of personal information may result in criminal and'or civil penalties.

Perfermance ezt
Fralsatian in
o i .5::"‘1 PaAs Emplayes Empleyes | Appraissl | Pay Peal Rating m" Perfarmance w' h‘“:.‘m th Appraisal | Performund
Name and Rating Process | SMus Name Number | ID L] Oiificial R Plan owner SiartDaie | EndDate | Dade Type Plan Staruy
Stamz
o 147808 RVLS00NIK 50 Appeaisd
o 147835 NVISO0IE O Appeai]
o Assvan]
= COMPLETED Completed 147846 33043 NVEI00H K SLOCT.13 | S0.8EP.14 | COSEP.14 | Appraisal. | Approved
. DCIPS
o Plan Arsmaal
. In Progress Seep 145187 3301 NVEI00H K SLOCT.13 | 30.8EP-14 Apprainal . | Approved
N Approved DCIPS
o Anevaal
¥ COMFLETED Completed 123180 3HMT RVIHONIR QLOCT-13 | FOSEP-14 | ORSEF-14 | Appraisal - | Re-Approvel
‘.\)-M 129500 HVERON TN O Appraind
ol - .
pe 12637 RVIN0HIE N0 Appraind
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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.

CIV Pay Pool Administrator

Manage Pay Pool Members

Manage Pay Pool IDs

Manage Employee Pay Pool ID

Request CWB Extract File

Delegate PAA Trusted Agent Authorization
Apply Action(s) to Multiple Employees (PAA V3)
DCIPS Appraisal Administration
PAA Corrections - Final Appraisal

(A (R O () (O (s s s

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.

DCIPS Performance Appraisal Administrator

SuperUser
\=| Apply Action(s) to Multiple Employees (PAA)
.| Delegate PAA Trusted Agent Authorization
& Transfer PAA Request

View/ Print Reports
\=| view/Print Performance Management Reports
=] View Previous Reguests
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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.

List of Plans/Appraisals
search for apprasals in order to print an approved or completed appraisal, dose an appraisal, update an appraisal, or track the progress of an appraisal

“TIP Flgase enter & Rating Official or Employes Mame or Appraisal ID. Then select the 'Find’ button,

Current PAS Stabus -

Appraizal Year  ALL v

Appratsal ID |35043

Clear
Rating Official Employee Name Appraisal Efective nabenppﬁnl DateAppraal Pericd End Date Appraisal Type Plan Status/Current PAA Status/Appraisal ID Owner Action

Mo search conducted.

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

List of Plans/Appraisals
Search for appraisals in order to print an approved or completed appraksal dose an appraisal, update an appraisal, or track the progress of an appraisal

«TIP Flease enber & Rating Official or Employes ame or Appraissl . Then select the Find® button.

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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Flg Ednt View Fevontss

#{npﬂmd by H.R
Mpﬂmd by RO

= Rating Official
= Highw Linvel Rindgrwer

Ereghoyes Hame
Appraisal ID

Apprasal Type
Appratsal Effpctss Date

Apprates] Perod Start Date
Appraisal Penocd End Date
= Appraisal Stabss

Flan Stabes

o Performance Clossout Approved by HLR

Clasaou Pendng Employes Acknowladgamant
I s aoul Returmed for Change
Change Plans/fppiaisals Closeout in Fiogress

Clasid
Clossoul Appeovad

Closeoul Complaled

Clagaoil Pandng HLR Appraval

Completed

Diadetod

Ndpoint Pending HLR Approval
Micpoing Rletursed foe Change
Medpoin Raview Appreved by HLR
Whdpoim Rawew Approved by RO
Meclpaint Rewiew Complabed
Kdpoint in Progress

Panding Employee Acknowledgemant
Plan dgpiowvad

Pian Pandmg HLR Review

Plan Retanad for Chaags

Flan Revsewed by HLR

Plan n Prograss

Complated EI

Approved

o

Select ‘Apply’ to complete the action.

Change PlanyAppraitals

Appraizal Effectiee Date

09-Sep-2014

Appraisal Period Start Date 01042013
Appraissl Penod End Date 05ep2014 | [
| #opraisei status  Appraisal Pending HLR Approval -
Tian Status APPTOVED

Loty |
* Rabing Official | WY Waknbayashi, Robibis | a
= Higher Level Reviewer  CFMS Audirsch, Timmy B 4,
Emglvyes Name  CFMS Badde, Comelia E
Appraisal ID  J5043
Appraisal Type  Annissl Appraiss! - DCIPS

= I

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

Lis of Flans/Appaaisaly
Search for appratsals in order to print an approved or completed appralsal, dose an appralsal, update an appraksal, or track the progress of an appralsal

*TIP Flease enter a Rating Official or Employee Name or Apprasal ID. Then select the 'Find” button.

Rating Official
Ernployee Hame
Currért FAA Status

@
a

Appraisal Year AL~

Appraisal [ [35043

Type |Status
Annual Appraisal |Appraisal Pamding i Update = [ 6o

30-Sep-2014 Approved

HLE. Approvel

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’.

130



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.

Rating Official/Higher Level Reviewer

Performance Appraisal Application Main Page

Heed Help?
r sensitive undlassified personnel
f classified information Is a vic

tion only, Do NOT
pw and may lead to

Warning: The Performance Appr
enter classified Information in th

eritire placy bfter & i3 Created; dose & plan, and tradk it

» Select an cption from the action
« Salect the “Go' button

h the columns, select the Need Help? link

« TIP Onlly Employees that have a plan in progress are listed balow.

Create New Plan

Show Me  All Asevaisals =  Approisal Yesr ALL
=~ al al —Choose a Plan Type--

Records Displayed [ ~
| |Appraksal 'g)pralul Plan Approval Plan
Emnployee Rame - Current Owner (Rating Official Hame  |Year | Date us [Current PAA Status fuction
A pproves i

2004 ot ] 03-Sap-2014 DCIFS

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.

DCIPS PAA HLR
Pp—

Employes Information

Parfoemance Plan RIS Priformance Evaluation Reports/Forms Hanage Cuest Panicipans

Performandcs Fvakiation

Perigrmante Evaluation Rateg

Perlgrmance OhJecve ASSEESmEns PEmorMande Elermem Assessments

Approvaks & Acknowledgments
Beed Helg?

Dt Tasks

Fanding Approval Approve | ., | Return for Change
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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.

CIV Pay Pool Administrator

Manage Pay Pool Members

=

Manage Pay Pool IDs
Manage Employee Pay Pool ID

Regquest CWB Extract File

Delegate PAA Trusted Agent Authorization
Apply Action(s) to Multiple Employees (PAA V3)
DCIPS Appraisal Administration

PAA Corrections - Final Appraisal

E
E
=
=
=

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.

Manage PP Roles | View PP Roles | View PP Rating OfficialMember
L

View PP Rating Officials PP Members

Select a pay pool ID and press the Find Pay pool Members button to retrieve pay pool membars.
Pay Pool ID |[PN15000155 | Find Pay Pool Members

Personnel System Indicator (02 [De'lense Civilian Intelligence Personnel System (DCIPS)

Employee Name POA LocationPosition TitlePay Schedule Occ Code  Pay BandRating Offc Name Start Date End Date
lont |Quantico, FINTELL SPE |GG 0132 [13 |ss-supv.cpr o1.0CT201: 2]

| J | I I | I |
| | | | I | | |
| I | [ I | I |

[

A T \Quantico, F|INTELL SPE |GG j0132 [13 |s5-suPv.CPI |01.0CT-201:
I

|

|
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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.

CIV Pay Pool Administrator
Manage Pay Pool Members
Manage Pay Pool IDs

Manage Employee Pay Pool ID

Request CWB Extract File
Delegate PAA Trusted Agent Authorization
Apply Action(s) to Multiple Employees (PAA V3)

DCIPS Appraisal Administration
PAA Corrections - Final Appraisal

m @ m @ mlEl & &

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

'v8 Find Person

Fut Narne ||

Search by number

U(D|Employee -]

Once the Full Name is found/selected, the Full Name and Number will be populated. Select the ‘Find’
button.
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"8 Find Person

FUEIGERS Employee’s-Name-(Last, -First-Middle)q) 'J

Search by number

G

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.

[© Extra Assignment Information(CPMS Amodeo, Hiram Q)

US Federal Pay Pool History

O Further Assignment Information

LA E G 01-0CT-2013
End Date | '
Pay Pool ID _ 02- DCIPS

ok Ji cancel I Clear
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