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Annual Appraisal Process Summary

An Annual Appraisal, and rating of record, is required when you have performed under an approved performance plan
for at least 90 calendar days and fewer than 90 calendar days left in the appraisal cycle. Your Rating Official (RO) will
evaluate your performance by assessing your performance against the elements and standards in your approved
performance plan and assign a rating of record based on work you performed during the appraisal cycle. Your
performance input, while not mandatory, is highly encouraged and valuable for end of the appraisal cycle. Your RO will
assign an individual performance element rating of 5, 3, or 1 to each critical element. A rating of record is final after your
Higher Level Reviewer (HLR) has reviewed and approved the rating. All performance element ratings are averaged to
calculate the rating of record, which reflects your overall job performance during the appraisal cycle based on the rating
criteria outlined in the table below.

Annual Appraisal Process Summary:

1. Anannual appraisal may be initiated by you or your supervisor (Rating Official). After providing you with
a reasonable amount of time to provide your performance input (self-assessment), your RO will complete

a written assessment and rate each performance element and standard.
-NOTE: While not mandatory, your input is highly encouraged and valuable for end of the appraisal cycle.

2. Once complete, your RO will forward the annual appraisal to your HLR for approval.
-NOTE: Should circumstances warrant, you may edit your performance input before your RO transfers the annual appraisal to
your HLR.

3. Your HLR will review, return for change or approve the performance element ratings and rating of record.
Once approved, your HLR will transfer the appraisal to your RO who will then communicate your of the
rating of record to you.

4.  After your RO documents communicating your rating to you, he or she will transfer the annual appraisal to
you for acknowledgment.

5. You will review the annual appraisal and acknowledge that it was communicated to you by your RO. If
you are unable or refuse to acknowledge receipt of the appraisal, your RO may document
acknowledgement on your behalf.

Rating Level and Criteria

Rating Level Rating Criteria

Level 5 - Outstanding The average score of all critical element performance
ratings is 4.3 or greater, with no critical element being rated
a ‘1’ (Unacceptable), resulting in a rating of record that is a
15’

Level 3 - Fully Successful The average score of all critical element performance
ratings is less than 4.3, with no critical element being rated
a ‘1’ (Unacceptable), resulting in a rating of record that is a
13’

Level 1 — Unacceptable Any critical element rated as ‘1’
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EMPLOYEE: Initiate Annual Appraisal & Enter

Performance Input

PERFORMANCE PLAN STATUS: Approved | CURRENT APPRAISAL STATUS: Progress Review Completed or Plan Approved

To initiate an annual appraisal:

1. Login to MyBiz+ at https://compo.dcpds.cpms.osd.mil/ Select ‘Smart Card Log In’. When prompted, select your

email certificate.

Login Help | Contact List | Frequently Asked Questions (FAQ)

Y S

News and Information

Last updated January 04, 2018
13.00 CDT

@ Anmounc 2+ for Managers and Supervisors Downlime - DCPDS will

MIS / CRM / MyBiz+ / My

DCPDS PORTAL

=42

Smart Card A,n;:l'>L

To access MyBiz+/HR application, select Sm

Ciick on “Smart Card Log In
select non-email certificate

be unavailable for a limited period during the p ing of the 2018 Pay and
Agencies will bogin their end of year processing starting Friday, 05 January 2018 and working through
Thurseay, 11 January 2018. Te optimize pay adjustmen processing, DCPDS, CMIS, CRM, MyBiz+ and
MyBiz+ for Managers and Supervisors may operate under restricted access. Full access will be restored

upon of civifian pay for your . Thank you
for your patience.
0 The Department of Defense (DoD) civilian workforce holds a unique mission focused posture that can benefit

the U. S. GENTCOM Civilian Expeditionary Workforce
have to offer are representative of how our mission succes

V) program_ The talent and experience that DoD civilians
is defined

The added value for employees who volunteer to deploy include: professional development, opportunity 1o
participate in a diverse workforce of DoD and coalition partners, financial incentives, and ulimately making a
diffarence in the Department of Defensa mission

@ Thank you for all of your feedback during the first year of MyBiz+| We approciate the time and effort you took o
let us know what was working for you and what needed improvement. Throughout the last year, and looking forward,
we will continue to value your input 1o enhance MyBiz+

Component Help Desk Information

I Uik Ara hAIng Aeohlams Arcasinn Ihis sita niaasa <alart Cantact | ist 10 lcala And diractiv caRAc Ve

2. Select “HR MyBiz + Na

Vo S

y

Add Additional

My App

DCPDS PORTAL

(Full Name or EDIPI) select Sm?/
= Smart Card Log In

Register your Smart Card for the First Time

Convert from a Non-Smart Card User to a Smart Card User

Non-Smart Card Access

To access MyBiz+/HR application, select Non-Smart Card Access Log In

&, Non-Smart Card Access Log In

Register as a Non-Smart Card User for the Firse Time.
Reset Password

]

Last Login: 16-MAR-2018 07.44.50 AM

Select the applicable HR MyBiz+ tile to access your Agency’s database. If your Agency's tile is not displayed, select the Add Additional Application/Databases link above to complete your MyBiz+/HR

application registration.

MyBiz+ Navy

Chooseyour Path
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3. Read the Privacy Act Statement, select ‘Accept’.

Privacy Act Statement

MyPerformance Quick Start Guide
Annual Appraisal

The information you provide to the Defense Civilian Personnel Data System (DCPDS) is covered by the Privacy Act of 1874. For questions regarding your personal informatian please contact your local Human Resources Office.

Authorities: 5 U S C Chapters 11, 13, 20, 31, 33, 41,43 51 53,
in the D

Principal Purposes: Ta allow civilian fund and ppiop fund)

Routine Uses: None The DoD ‘Blanket Routine Uses' sef forth at the beginning of OSD's compilation of systems of records nolices 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

|

Accept

=

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

4. Select ‘MyPerformance’ from the Key Services Menu.

ither DCPDS Ap

61,63,72,75, 83, and 99; 5 U.S.C. 7201; 10 USC 136; DoD Instruction 1400 25, volumes 1100 and 1401; 20 CFR 1614.601; and E 0.9307
of Defense (DoD) to update personal information

Desk Contacts

* Favorites Customer Support @ Help Logout

MyBiz+ offers employees improved navigation and HR
information in an easy to understand display!

Help us continue to improve MyBiz+ by visiting Provide
Feedback and telling us what you think....

22 Key Services
rformance

Request Employment Verification

DCPAS Data Dictiol

Civilian Career Report

Update Contact Information

Type of Action

Update Professional Development Effective Date:

MyPerformance Main Page | Provide Gues!

Employee

From the Main Page, you can create, update and view your Performance Pians; view and print part or an ent
To create a Performance Plan To complete other actions described above:
- Sel oose a Plan + Select an option from the Action column
- Select Appratsal Pian

+ Select the 'Go bution
- Select the 'Go’ button

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

Appraisals or [

Records Displayed 10[~] |3 & E &t v @
Employes Name Current Owner Rating Official Name Appraisal Year Appraisal ID
I S SE— | L]

Select the link to search for completed plans.
SIAppraIsals

Completed P

©

»n

The information is current as of 16-Mar-2018

nary

Plan Approval Date

Read /
Unread

No Nofifications At This Time

Other DCPDS Tools

y _

% Last Personnel Action

5. At the MyPerformance Main Page, select ‘Update’ from the Action column drop-down menu. Select ‘Go’.

MyPerformance Main Page

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

plan after tis created; and track the Status of a plan. You can also search for compieted pians by Selecting the 'Show Completed Prans/Appraisals' Ink located at the bottom of this page

Type Plan Status

oD Approved

Notifications

Title Start Date

* You have no unread notifications.

Last Login: 16-Mar-2018 011.08:47

Manage My Views

Insurance:

$ Pay

|

Pav Period End Date:

Logout

Meed Help?

Create New Plan
—Choose a Plan Type-

Action
Update

Current Status
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6. Select ‘Annual Appraisal’ from the tab at the top of the page.

= DoD Performance Management

B MyBiz+

Appraisal Program

Plan  Progress Reviews
Step 1: Pian Details Step smance Elem Standards Re-a
Choase an Action ~| e
Employee Information ( Select the Annual Appraisal Tab
..
- -
B Show Employee [
This screen allows you 10 view and change The delails of your performance plan/appraisal
« Verfy the appraisal dates and rating official and higher level reviewe: orfect, and, I appiicable. make the necessary changes.
~ Select Save and Continue button at the boftom ngt COMer 10 Move: sion Goals
TIP: Choose an Action — located at the 1op right come ~ allows for selection of ofher actions Mroughout the performance cycle
For addtional guidance, select Need Help?
* Appratsal Type [Annual Apprassal - DoD v Performance Plan Approval Oate
* Appraisal Period Stant Date  D1-Apr-2017 * Pian Last Modifisd Date
* Appraisal Period End Date  31-Mar2018 % Created By
* Appraisal Effective Date  01-Jun-2018 ®
Rating Official Name
Higher Level Reviewsr
Save and Continue

7. Select the ‘Radio Button’ next to the performance element and enter your performance input (self-assessment) into
the ‘Employee Input’ box.

~— Choose an Action — v Go

Employee Information

E——— |

P Show Employes Details

A ritten raling of record must be provided at the end of the appraisal cycle for each employee who has been under an approved performance pian for 90 calendar days during the cycle.
ThiS: screen aliows you 10 View your perormance elements and Sandards and provide input

« Seiect Radio button next 1o the Performance element and SIandard(s) you want to View and enter nput

« Select Shaw My Joumal lnk located below the Employee Input heading o refer {0 or copy and paste any information for your annual appraisal input
+ Selert Go 1o Next Performance Element biion at botiam right comer 10 o to the next performance element and Standard(s)

« Select Go Back o Top of Page button zfotiom right comer 1o go back to the top of the page.

+ Select Save and Continue butlon Zg@llln right comer to ga to Approvals and Acknowledgments page

For acational guicance, select Neg

Performance Elemerd

Status Performance Element Type
Approved Critical
Approved Cilticat
Approved cnmical

Employee Input

P Show My Joumal

YOUR EMPLOYEE PERFORMANCE INPUT

Spell Check Counter

Rating Official Assessment
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8. Scroll down and select ‘Go to Next Performance Element’ for each performance element.

Spell Check Counter

Rating Official Assessment

Go to Next Performance Element | Go Back to Top of Page

Save and Gontinue

Privacy Statement i

9. Repeat numbers 7 and 8 until you have entered your performance input for each element and then select ‘Go Back
to Top of Page’ :

Rating Official Assessment \

Go to Next Performance Element | Go Back to Top of Page

Save and Continue

10. Transfer input to your RO by selecting the ‘Choose an Action’ drop down arrow in the upper right hand corner of
the screen and select ‘Transfer to Rating Official’, then select ‘Go’.

DoD Performance Management

Appraisal Program

Plan  Progress Reviews ANRUBI Appraisal  Narraiive Statements  View/Print Form

Inputs and Ratings | Approvals and Acknowledgments

ansiet o Rating Oficial v| Ge

Employee Information

empioyes vams (D

P Show Employee Details

Awritien fating of record must be provided at the end of the appraisal cycle for each employee who has been under an approved performance pian for 90 calendar days during the cycle

This screen alio

/ou 1o view your performance elements and standards and provide input

. Sek
sl

ftion next to the performance element and standard(s) you want to view and enter input
L oumal Nk foc ated below the Empioyee Input heading to refer to or copy and paste any information for your annual appraisal input
- Select G Next Perfermance Element button at bottom right comer 1o go to the next performance element and standard(s)

- Select Go Back 1o Top of Page butlon at botiom right cormer 1o 9o back Lo the 10p of the page:

+ Select Save and Continue bution at botiom right comer to ga to Approvals and Acknowedgments page:

For agdilional guidance, sefect Need Help?

Created by CNO HRO
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11. Select ‘Transfer to Rating Official with E-mail Notification’ (or without).

DoD Performance Management N
Appraisal Program Myszs  Hep

Employee Notification to Rating Official -_

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

Message to Rating Official

This screen allows you 1o send a message to your Rating Official (RO) regarding your performance plan/appraisal. The notification can be sent with or without an email message.

To provide additional information 1o the RO, enter a message in the text box below Message to Rating Official and select Transfer to Rating Official and Notify by E-mail butt
Ifyou choose not (o send a message, select Transfer o Rating Official without E-mail Netification bution. You wil need to contact the RO direct
+ Select Cancel button at 1op fight comer 10 go bAcK 10 Previous Screen without making any changes.

For additional guidance, select Need Help?

i your RO has an email address on file, enter an email message
to indicate that you are transferring the annual appraisal

Spell Check

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

Privacy Statement

12. You will be navigated back to the MyPerformance Main Page and a confirmation message will be displayed at the
top of the page stating that the appraisal has been submitted to the rating official.

13. Select ‘Logout’ in the upper right hand corner of the screen.

DoD Performance Management ) =
Appraisal Program wBar  Help

Plan Progress Reviews Annual Appraisal  Narrafive Statements  View/Print Form

Inputs and Ratings = Approvals and Aclknowledgments
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EMPLOYEE: Acknowledgment of Rating of Record

After the Rating Official (RO) communicates your rating of record, please acknowledge receipt of your annual appraisal

PERFORMANCE PLAN STATUS: Approved | CURRENT APPRAISAL STATUS: Pending Employee Acknowledgement

To acknowledge your annual appraisal and rating of record:
1. Login to MyBiz+ at https://compo.dcpds.cpms.osd.mil/ Select ‘Smart Card Log In’. When prompted, select your
email certificate.

Login Help | Contact List | Frequently Asked Questions (FAQ) ~

~ g BN DCPDS porTaL ~Z

\v/”\ )'/

News and Information L /
Smart Card A r>> ) . e
T~

13.00 COT To access MyBiz+/HR application, salect Sm,

~impostant=-if ul Py N
(Full Name or EDIPT) aeleL[Sm?/ in
(= Smart Card Log In

Register your Smart Card for the First Time
"ard (€ 3, you had a Name Change)
Convert from a Non-Smart Card User to a Smart Card User.

Q Announcing DCPDS 1 CMIS / CRM / MyBiz+ / MyBiz for Managers and Supervisors Downtime - DCPDS will
be unavaiiabie for a limited period during the ing of the 2018 Pay and
Agencios will begin their end of year processing starting Friday, 05 January 2018 and working through
Thursday, 11 January 2018. To optimize pay adjustment processing, DCPDS, CMIS, CRM, MyBiz+ and
MyBiz+ for Managers and Supervisors may operate under restricted access. Full access will be restored

upon of civilian pay for your . Thank you
for your patience.

@ The Department of Defense (DoD) civilian worklorce holds a unique mission focused posture that can benefit
the U. 5. CENTCOM Civilian Expeditionary Workforce (C
have to offer are representative of how our mission success is defined

The added value for employees who volunteer to deploy include: professional development, opportunity to N on_s mart ( :a rd Access
participate in a diverse workforce of DoD and coalition partners, financial incentives, and ultimately making a

diffrence in the Department of Defensa mission
™ To access MyBiz+/HR application, select Non-Smart Card Access Log In

) program. The talent and experience that DoD civilians

@ Thank you for all of your feedback during the first year of MyBizs| Wa appreciate the tme and effort you took to
let us know what was working for you and what needed improvement. Throughout the last year, and locking forward,
we will continue to value your input 10 enhance MyBiz+

@, Non-Smart Card Access Log In

Realster as a Non-Smart Card User for the First Time.
Reset Password

Component Help Desk Information

I unus ara having nrohlame acraceinn thic <ite nlanca <alact Contact §icl In locata and diractis contact vonr

2. Select “HR MyBiz + Na

Vo G

Last Login: 16-MAR-2018 07:44:50 AM
My Application/Database Add Additional Application/Databases

Select the applicable HR MyBiz+ tile to access your Agency’s database. If your Agency’s tile is not displayed, select the Add Additional Application/Databases link above to complete your MyBiz+/HR
application registration.

Choose your Path

& HR

MyBiz+ Navy

"7 To protect your personal information, log out of your DCPDS Portal session by selecting the 'Logout’ button. ﬂ Logout
7

3. Read the Privacy Act Statement, select ‘Accept’.
Created by CNO HRO
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The informartion you provide fo 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.0.9297
Principal Purposes: To allow civilian fund and pprop fund) inthe Dy 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
Accept
= = . A
Accessibility’Section 508 | Privacy and Security Policy | System Help Desk Contacts
b 1 N
4. Select ‘MyPerformance’ from the Key Services Menu.
/%EZ Other DCPDS A * Favorites Customer Support © Help Logout )
MyBiz+ offers employees improved navigation and HR Notifications
'Y information in an easy to understand display! Read!
28 Title Start Date
+ Unread

Help us continue to improve MyBiz+ by visiting Provide No Notifications At This Time

Feedback and telling us what you think....
esee »u

* You have no unread notifications.

Welcome, The information is current as of 16-Mar-2018 Last Login: 16-Mar-2018 011:08:47

# Provide Feec

Manage Key Services ¥ Health Insurance. _

erformance Life Insurance:
DCPAS Data Dictionary

) H Pay
Update Contact Information e 0 0 |
Net Pay | ]
I —

Update Professional Development Effoctive Deto.

je s W

2
o
&
@
m
3
4
3
o
]
2
-3
5
-]

Pav Period End Date:

5. At the MyPerformance Main Page, select ‘Update’ from the Action column drop-down menu. Select ‘Go’.

MyPerformance ez e Logou

MyPerformance Main Page = Provide Guest Feedback My Jourmal

Employee

MyPerformance Main Page

Need Help?

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

From the Main Page, you can create, update and view your Performance Plans; view and print part or an entire plan afier it s ereated; 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 batiom of this page

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

- Select Choose a Plan Type' - Select an oplion from the Action column
- Select Appraisal Plan Type

- Select the ‘Go bution
- Select the 'Go’ button

Important: To become Familiar with the columns, select the ‘Need Help? k.

Appraisals of I

Create New Plan
~Choose a Plan Type--

Records Displayed 10[~] | = S v [@
Employee Name Current Owner Rating Official Name. Appraisal Year Appraisal ID Plan Approval Date Type - Plan Status Current Status Action
I S S . - — oo apoes [ | o

Select the link 10 search for completed pians
» Compieted PansiAppraisals

6. Select ‘Annual Appraisal’ tab from at the top of the page.
Created by CNO HRO
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DoD Performance Management

Appraisal Program

Plan | Progress Reviews | A sisal
Step 1: Pian Details Step 4: Approvals and Acknowle Step
— Choose an Action v ee
Employee Information ( Select the Annual Appraisal Tab )
N ’
enmpoyes vare |
pioyes =
B Show Employee Detads
This screen aliows you 10 view and change The details of your performance pian/appraisal
Siep 1 Pian Detaiis
« Verify ihe appraisal dates and rafing official and higher level review are correct, and, I appiicable. make the necessary changes.
« Select Save and Coniinue button at the bofiom ight comer 1o move ta Siep 2 Mission Goals
TIP: Choose an Action — iocated at the 1op fight comes — aflows for Selection of ofher actions roughout ihe performance cycle
For addtional guidance, select Need Help?
* Appraisal Type [Annual Appraisal - DoD W Performance Plan Approval Dats
* Appraisal Period Start Date  D1-Apr-2017 ® Plan Last Modified Date
* Appraisal Period End Date  31-Mar-2018 T Created By
* Appraisal Eftective Date
Rating Official Name
Higher Level Reviewer
Save and Continue

7. Select ‘Approvals and Acknowledgments'’

% DoD Performance Management
Appraisal Program

ments  ViewFrint Fommn
inputs:
- Choose an Aclion Go
Employee Information
empicyes oo [N
¥ Show Employes Def
This screen allws you to view approval andior communication status of your annual appealeal and, ¥ avaliable, scknowladge receipt of annual appraisal.
+ Gelec] Show All Detalls link to see approval andior communication infommation (date method e ) and Hide All Details link 1o collapse all sieps
= Sekr! © ion under Details colmn 10 see appeoval andion con on o £a3th $16p and select e 5
+ Select ACKnOW Receipt button under Action column for Step 4., if avallabie.
- Select Save and (o Back button at botiorm nght comer 1o 5o back 1o Assessments and Ratings pags
For addtional guidance, seect Need Help?
Ho &.m
Show All Cetails | Hide All Cetails
Detalls Tasks Actlon
» Sten 1) Rating OMclal - Request or Document Higher Level Review {If raquired) Complated Stap 1 completed
» Sten 20 Higher Level Reviewer - Review (T required) Completed Step 2 compieied
» : Raling OMCial - DOCWment CommuUMCanon to Employes Compisted
» Step &' Employes - Acknowledgment Fending Empl Azknowledgment Start
v
Ga Back
RU5% -

Aaile saving in sbout 14 mirate(s)

8. In Step 4: Employee — Acknowledgment, select ‘Start'.

Eo seiect Need Help?

Faor ad@tions

HT g~

Show All Cetails | Hide All Detaits
Action

Details Tasks
» Stap 10 Rating Ofcial - Request or Document Higher Level Review (if requed Compiied Step 1 compisted

Shep 2 Gomplked

» Sy Higher Level Reviewer - Review (il required) Compeled
] 3 Rating OMclal - Document Communication ke Employes Compited Step 3 cor
4 4 Employes - Arknowlesgment Pending Empl Acknowleagment Start

Date  16-Mar-2018
Cancel Acknowledge Receipt and Sign  Decline to Sign

Created by CNO HRO
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9. Enter the date you acknowledged the annual appraisal by selecting the ‘calendar’ icon or entering date (DD-MMM-
YYYY).

Mo Egy

Show All Cetalls | Hioe All Detaits

Details Tasks Actian
[ ] Stap 1 Rating OMcial - Request of Document Higher | evel Review (if requiced) Compstad Step 1 compksed
| 4 Step 2 Higher Level Resiewer - Review (T requined) Compieten Step 2 compled
] A Rating OMctal - Doclment Communicton te Emplyas completed Stap 3 compleisd
| Sep 4 Employes - Acknowlesgment Pending Empl Arknowleagmens Start

Cancel  Acknowledge Receipt and Sign | Decline to Sign

ate 16-Marzote

Go Back

10. Select ‘Acknowledge Receipt and Sign’ button. Note: Acknowledging the annual appraisal means that you
received your plan. Should you select ‘Decline to Sign’, there is no change to the rating (it remains final).

S AT i g e
For adiilional guidance, seiecl Need Help?

Hzwe

Show All Cetalls | Hice All Details

Detalls Taske
L3 Step 17 RAlng OMcial - Request or Document Figher |evel Review (if ayised) compisted
| 3 Step 2. Higher Level Reviewer - Review (il Compietad
| 4 Step 3 Rating OfMcial - Docment Cammunication to Employes Complated
| Step 4 Employes - Acknowlesgrent Pending Emp Acknowde)

Date 1E-Mar2018 el
Cancel | Acknowledge Receipt and Sign

11. You will receive a confirmation message verifying that your appraisal will be removed from your ‘Plans/Appraisals’
section on your MyPerformance Main Page. An official copy is placed under the ‘Completed Plans/Appraisals’ section
at the bottom of your MyPerformace Main Page (see the next section). If you want to print a copy of your appraisal form
prior to exiting your appraisal, select ‘Yes'.

DoD Performance Management
Appraisal Program

) Confirmation Mo

This apgraisal will be removed from your Plans/Appraisals In Progress on the MyPerformance Main Page. An official copy wall be placed under the ‘Completed Plans/Appraisals’ found on the bottom of the MyPerformance Main P
‘Print Appraisal Form' button if you wish to print the form prior to exiting this appraisal.

Do yols want 1o contings?

Created by CNO HRO
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12. You will be navigated back to the MyPerformance Main Page.

MyPerformance Quick Start Guide
Annual Appraisal

—A

MyPerformance Main Page = Provide Guest Fesdback My Journal

Employee

Froem ihe b
Hink located at

upate and view your Performance F

o o th

To create a Performance f

T actions described above:

+ ‘Sslect Choose a Flan Type'
+ Seloct Appraisal Plan Type

+ Select an option from the Action coiumn

+ Selecl the Gl bullen
+ Selecl the G butien

Impartant: To become familias with the columns, select the Need Help™ link

Appraisals of [N

Records Displayed  10[%] | 3L & W kv 0
Employee Name Current Owner

Mo results found.

Rating Official Name

Select the ink to search for comgp
b Show Compieted Pansiapprats

MyPerformance Main Page

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

view and prind paet of an entire pran afler itis created, and Wack he skl

Appraisal Year

Appraisal ID

Need Help?

5 of @ plan. You can

search for compieted plans by sekecling the 'Show Completed PlansiAgpraisals'

Create New Plan
--Choose a Plan Type--

l(
g

Plan Approval Date Type  Plan Status Current Status Action

13. Select ‘Logout’ in the upper right hand corner of the screen.

DoD Performance Management

Appraisal Program

MyBiz+  Help | Logout

Plan Progress Reviews Annual Appraisal  Narrafive Statements  View/Print Form

Inputs and Ratings ~ Approvals and Acknowledgments

12
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EMPLOYEE: View/Print Completed Plans/Appraisals

After acknowledging receipt of your annual appraisal, a copy of your official plan is placed under the ‘Completed
Plans/Appraisals’ section at the bottom of your MyPerformace Main Page.

PERFORMANCE PLAN STATUS: Approved | CURRENT APPRAISAL STATUS: Completed

To view or print your completed plan:
1. Begin at MyPerformance Main Page. Select ‘Show Completed Plans/Appraisals’ link at the bottom left hand corner
of the page.

MyBz+  Help

MyPerformance Main Page | Provide Guest Feedback My Joumal

Employee
MyPerformance Main Page
Need Help?

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

From the Main Page, you can create, updale and view your Performance Plans, view and print part or an entire plan after it is created; and Irack the stalus of a plan. You can also search for completed pians by selecting the 'Shaw Completed Plans/Appraisals’ link localed al the bottom of this page.

Tocreate a Performance Pian To complete other aclions descibed above:
- Select ‘Choose a Plan Type' + Select an option from the Action column
- Select Appraisal Plan Type

+ Select the ‘Go’ bution
- Select the 'Go' button

Important: To become familiar with INe COMNS. select the 'Need Help? link

appraisats or I

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

4 Plans/Appraisals

Privacy Statement |

2. Enter the ending appraisal year in ‘Appraisal Year' and select ‘DoD Annual Appraisal’ from the list of values for the
‘Event’ to limit your search.

tion. 8) Appraisal Year only o b) Appraisal Year and Evenl
search critesia entered, your resufts will be all Completed Plans/Appraisals

Records Displayed 10(w] | 3} = "4 v [0
Appraisal Year Appraisal ID Type Event Event Completion Date ReportsiForms

No searth conducted.

v
Select ‘Find’
Select the link to search for completed pians
4 Hide Compieted PlansiAppraisals
Completed Plans/Appraisals
1. Begin with en criteria. The following fields can be combination: ) Appraisal Year orly or b} Appraisal Year and Event
2 Select th r resuits will be based on your sea: 1s no search criteria entered, ts will be all Completed Plans/Appraisals.
Appraisal Year v
Find Elear
Records Displayed 10/%] | M = ' {3 v @
Appraisal Year Appraisal ID Type Event Event Completion Date Repontsiforms
No search conducted
v
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4. Select the ‘Printer Icon’ under the Reports/Forms column. You can open, save or cancel the PDF file. Select

‘Open’ button.

Select the link to search for completed plans.
4 Hide Compieled Plans/Appraisals

Completed PlansiAppraisals

1. Begin with entering search criteria. The following fiekds can be entered in any combination” a) Appraisal Year only or b) 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 Compieted Plans/Appraisals.

Appraisal Year 2018w
Event DoD Performance Fian
Find | Clear

Records Displayed 10[v| | }{ 2 A Lh v [
Event

Appraisal Year Appraisal 1D Type
DoD DoD Performance Plan

2018 2175

Event Completion Date
05-May-2017

\mm

Prvacy Statement

5. Review the appraisal and select red ‘X" at the top right hand corner to close or select ‘Logout’ link in upper right hand

corner to end session.
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Questions?

Please direct any Performance Management questions to CNO HRO, Labor and Employee Relations:

Kim Sweeney

Labor and Employee Relations

HR Specialist

Chief of Naval Operations- Human Resources Office (CNO HRO)
kimberly.sweeney@navy.mil

703-693-1589

OR

Jeff Carpenter

Labor and Employee Relations

HR Specialist

Chief of Naval Operations- Human Resources Office (CNO HRO)
Jeff.Carpenter@navy.mil

703-835-5281

MyPerformance system inquires only:

Tara Davis

HR Specialist

Chief of Naval Operations- Human Resources Office (CNO HRO)
Tara.a.davis@navy.mil

703-693-1580

Additional Resources

DOD DPMAP Resources and References:
https://www.cpms.osd.mil/Subpage/NewBeginnings/ResourcesReferences/

Employee Input Factsheet:
https://dodhrinfo.cpms.osd.mil/Directorates/HROPS/Labor-and-Employee-Relations/Performance-
Management/Documents/EmployeelnputWorksheet.pdf

Employee Input and Appraisal Comparison Fact Sheet:

https://dodhrinfo.cpms.osd.mil/Directorates/HROPS/Labor-and-Employee-Relations/Performance-
Management/Documents/EmployeelnputandAppraisalComparisonFactSheet.pdf
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