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MyPerformance
Employee Guide

The purpose of this guide is to provide employees, step-by-step instructions on
how to create a performance plan in MyPerformance.

MyPerformance helps employees manage performance. The tool streamlines and
automates performance management processes and documentation requirements
to make it easier and more efficient to track and monitor performance.

This user guide is for employees.

If you have a question regarding your login, access to other tools within MyBiz+
pages, or system functionality, please contact your Component Help Desk. The

Component Help Desk list is located at the bottom of the DCPDS Portal page at

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

Use Control and mouse click (Ctrl + Click) on the hyperlinked words to view
associated screenshots or move throughout the document. Use the keyboard
shortcut alt and left arrow (Alt + left arrow) to go back to where you were.

If you need to know how to perform a specific task or procedure, use the table
of contents herein to locate the information.
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How the Guide Is Structured

This guide helps you get started with the tool and serves as a reference whenever you need assistance with a
particular function. There are two major sections in this guide:

Performance Management Appraisal Procedures for Employees
e Shows employees how to work in the tool. Work is divided into tasks that are presented under major
headings with step-by-step procedures and screen shots. A brief description of the purpose and work
context of both tasks and procedures is included.

Performance Management Appraisal Procedures for Rating Officials
e Shows rating officials how to work in the tool. Work is divided into tasks, which are presented under
major headings with step-by-step procedures and screen shots. A brief description of the purpose and
work context of both tasks and procedures is included.

Transfer, Sharing, and Ownership of Appraisal Records

MyPerformance allows employees and rating officials to transfer performance plans back and forth. Both roles
can review the performance plan online, make changes to it, and then transfer the performance plan back.
Employees and rating officials can share the performance plan as often as necessary during a single appraisal
cycle.

Either the employee or the rating official “owns” the performance plan at any given time. Employees transfer
ownership by transferring performance plans to rating officials, and rating officials transfer ownership back to
employees in the same way. When the employee has ownership of the performance plan, the rating official may
retrieve it in order to complete the plan or make changes.

When the employee owns the performance plan, the rating official:

= Cannot update the performance plan unless the rating official retrieves it.

« Can see all sections of the performance plan. Any changes the employee makes to an in-progress input or
overall feedback are not visible to the rating official until the employee transfers the appraisal record
again.

When the rating official owns the appraisal record, the employee:
= Cannot update the performance plan.
= Can view the performance plan for information only up to the last sharing point. Any changes the rating

official makes to an in-progress performance plan after resuming ownership are not visible to the
employee until the rating official transfers the appraisal record again.
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Cutting, Copying and Pasting

You can cut or copy and paste from another document. Be aware that special characters may appear
incorrectly as you paste your text into the field. You may not see the characters the way they will actually
appear (that is, incorrectly) in the system until you save your changes for that page. Take the time to review the
text closely after you have saved it, make any changes and save again.
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Performance Management Appraisal Procedures —What
Employees Need to Know

MyPerformance stores, organizes, and routes information regarding all aspects of the performance management
process, including performance plans, progress reviews, and final performance appraisal discussions. This
section focuses on the employee’s use of the system and explains how to use MyPerformance to enter and edit
your own performance plan.

At the beginning of the rating cycle (normally April 1 of each year), you or your rating official (usually your
immediate supervisor) initiate a new performance plan.

Performance plans include a maximum of ten performance elements and related performance standards. All
elements are critical and each performance plan must have at least one element.
There are two approaches to creating a performance plan:

= Your rating official notifies you to create the plan, and you create it.

= Your rating official creates the plan.
You and your rating official should communicate about your performance expectations in creating and
finalizing your performance plan. In order to draft your performance plan, you need certain information such

as the appraisal period start, end, and effective dates and your relevant organizational mission/strategic goals.
If you do not know this information, check with your rating official before you begin.
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Getting Started - About DoD Performance Management
Appraisal Tool

If you are new to the MyBiz+ self-service tool, pages 6 through 11 provide screen shots and descriptions of
the information on the screens to help in familiarizing you with the tool. However, should you wish to get
started right away, go directly to page 12 and start with ‘Creating a Performance Plan (Employee).’

Accessing the DoD Performance Management Appraisal Tool

To access the DoD enterprise suite of Human Resources (HR) tools every user must enter the portal. The
information provided below directs the user to the portal link and walks the user through the access process with
follow on directions to the DoD Performance Management Appraisal Tool.
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DCPDS Portal

To access MyPerformance, you must first log in to the DCPDS Portal at
https://compo.dcpds.cpms.osd.mil using your Smart Card (CAC/PIV) or non-Smart Card (non-CAC
User ID) and password. From there you will be directed to MyBiz+. The Performance Management
and Appraisal link is located in Key Services.

Log on with your Smart Card (CAC/PIV) or non-Smart Card (non-CAC User ID) and password using the
applicable login button on the DCPDS Portal page. For Smart Card (CAC/PIV) users, make sure you select the
non-email certificate.

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

KLl Sl DCPDSer

Wendows Secorsty E

Select a Certificate

News and Inf¢

Smart Card Access

Vi Fazere 6/20/2018 to £/21/2008 Cick the login button below and select your non-emall digitsl certificate

@ he Depanment of ¢ ' S e DOOCAT : Smart Card Login
the U S. CENTCOM Civ| Vil Frere 620/2015 to 6202008
opportuntly 10

Last updated January 11 ’yf |
13.:00COT ’

have to offer are represer Cick here 20 view Centéicate Srope., First time Smart Card (CAC) usar? Register Hare

The added value for empl
participale in & diverse we mately making o
Aaference in the Departm

oK || Concel

Q Thank you for &l of me and effoet you ook o Returning Non-Smart Card (Non-CAC) User? Click the button below.,

It us know Wht was WOmang 50 YOU 3NG WIS NES0e0 STEXUVESTETT. | ITOUGNOUE the &st year, and looking foraard
we will continue 10 value your input 10 enhancs MyBiz+ Q Non-Smart Card Access

Q Attention CSU Users: The CSU appiic ation and database will be decommissioned in the near future. Dats has

been transitioned 10 the Cumrent Record Data Mart in CMIS. DUAVDLA customer CSU users will no longer have First time Non-Smart Card (Non-CAC) user? Ragister Hara
occess to CSU as of June 20, 2016 This notice will be updated with dates for other agencies as they are Password problems? Ragat
announced

Component Help Desk Information
For technical problams, select the Contact List for your orpanization’s computer
f you are having problems accessing this site, please select Contact List 10 locate and directly contact your support Help Desk

For acdtional information, chack out cur Eraquanty Askad Quastions (FAQN
Figure 1 - DCPDS Portal Login Page - Certificate Selection

- Y 8 March 7, 2016
e, DCBSS

Defense Civilian Persannel Advisary Service


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

MyPerformance
Employee Guide

BBEGINNINGS

Read the Privacy Act Statement and select the Accept button.

Privacy Act Statement

The information you provade to the Defense Civilian Personned Data System (DCPDS) is covered by the Privacy Act of 1674. For questions regarding your

personal informaton please contact your local Human Resources Office.
Authorities: 5 U S.C. Chaplers 11, 13, 20, 31, 33, 41,43, 51, 53, 55,61, 63, 72, 75, 83, and 99, 5U S.C. 7201, 10 USC 138, DoD Instruction 1400.25,

volumes 1100 and 1401; 26 CFR 1614 601; and £ 0.6397
Principal Purposes: To allow civilan (appe fund and ippropriated fund)

information
Routine Uses: None. The DoD ‘Blanket Routine Uses' set forth at the beginning of OSD's compdation of systems of records notices apply o this system

Disclosure: Voluntary However, falure to provde of update your mformabon may require manual HR processing of the absence of some information

and Security Policy | System Help Desk Contacts

in the D of Defense (DoD) to update personal

2 - Privacy Act Statemen

ac

Accessdity/Se

Figure
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From the MyBiz+ home page, select MyPerformance under Key Services.

/%z# Other DCPDS Applications * Favorites Customer Support © Help Logout

Notifications

Your Personnel Action for the 2016 General Pay Adjustment is
available! You can go to the Personal or Position Detail tile and Unread

then select SF50 or NPA Personnel! Actions

©

seccce .
Welcome, The information is current o8 of 25-Jan-2016
* You have 1 unread notifications.
Home RAS® L 4R

oos 3

22 Key Services 22 Other Responsibilities/Applications

Education: Responsibilites:
[ ertormance ] Poat-Mastors - (199)
Request Empioyment Venfic at Training:
ADOBE CAPTIVATE 3.S00-2015 - 04-Sep
Certification/Licenses:

MyPerformance
Employee Guide

Figure 3 - MyBiz+ Home Page

You are now on the MyPerformance Main Page where you can create, update, and view your performance
plan/appraisal.

MyBizs ICE My Bz ICE MyParformanco Logout Mo Diagnostics

LGSO ETUERIS R PR LN Provide Guest Feedback | My Joarnal

Employee
MyPerformance Main Page
Pooed Hisko?
Warning: This application is designed for sensitive unclassified perscanel 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,
te, update and view your Performance Plans; view and [rint part or an entice plan after it Is crested; and track the status of 3 plan. You can ko seanch for completed plans by selecting the “Show Completed
p ROt of this DK
T ok,
Sk o
o Select b
h b sloct b Vo7 bk
Appraisals of EHRIS Accdage, Quetdeon] L
Create New Plan
Choose & PU Go
Rocords Displayed. 10
Employee Name Current Owner Rating Official Name Appraisal Year Appraisal ID Plan Approval Date Type Plan Status Cuivent Status Action
o resdts Sound.
Select the link to search for comgieted plons
2 Show Comrpleted Plans/ Agoraisals

Figure 4 - MyPerformance Main Page

V. - DEPARTMENT OF I‘I‘IE 10 MarCh 7, 2016

. Defense Civilian Persannel Advisary Service



MyPerformance
Employee Guide

BBEGINNINGS

The MyPerformance Main Page tab is the default page for both employees and rating officials. From this main
page you can create, update, view your performance plan/appraisal, and search for completed plans/appraisals.
Two additional tabs are available from the main page:

1) Provide Guest Feedback tab used if you are identified to provide performance input.

2) MylJournal tab is for employees only — to keep track of your performance accomplishments.

Provide Guest Feedback

The Provide Guest Feedback tab is if you have been invited to provide feedback as a guest participant for
employee(s). Your role in the appraisal may be as a guest rater or guest reviewer.

MyPerformance

MyBzz+ |ICE My Bz |CE MyPerformance Logout Help Diagnostics

MyPerformance Main Page JDVEL YIS SRS LEL N 1y Journal

Appraisals as Guest Participant

Nesd Help?
If an employes name is reflected on the tsble below, it means you have been invited to provide feedback 25 2 guest participant for the employes(s) listed, Your role in the appraiss] may
be =5 3 guest rater o guest reviewer,

» Guest Rater:
o Dol Performance Management Appraiszl Program can provide feedback on individez] performance elements and standards and provide recommended performance slement
znd standard ratings a3t 2y stage of the paformance zppraiszl, They cannot view others assessments,
= Defense Civilizn Intelligence Persannel System (DCIPS) can provide feedback and ratings on individuzl parformance objectives and pedformance elements 2t any stage of
the performance zppraizal, They cannot view others’ zssessments,
= Nationzl Guard (Title 32) can provide feedback and ratings on individual job objectives and provide recommended job objective ratings at amy stage of the parformance
appraisal. They cannot view others' assessments,
« Guest Reviewer czn provide overzll comments at any stage of the peformance zppraissl, They cannot view others assessments,

Appraisals 2ppesr in this tzble until the appraisz| process s complete, To display specific zppraissls a5 either guest rater or guest reviewsr, sslect 2 value in the "Participation a5’ list of
vales,

Bagin by sslecting Updste Feedback under the Action column,

Plans/Appraisals for Feedback

Participation a5 All -
Records Displayed 10
] Mame | isal Date |Participation Type |Participation Status |Participation Status Date |Date Completed |Rating Official [Type |Action

No results found,

MyPerformance Main Page Provide Guest Feedback My Joumnal MyBz+ |CE My Bz |CE MyPerformance Logout Help Diagnostics

Figure 5- Provide Guest Feedback Page

B YDA 11 March 7, 2016
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MyJournal
The MyJournal tab is available for employees to track job accomplishments during the appraisal period to assist

in developing employee input at the end of the appraisal cycle. Only employees can see their MyJournal entries.

MyPerformance

MyBiz+ IGE My Bz IGE My

Provide Guest Feedback iSRG E]

MyPerformance Main Page

My Journal
[ Purge All | Save || Printable Page |

Nesd Help?

TIP: The employes journzal will assist you in tracking your job zccomplishments during the appraisal period, Recording your accomplishments as they ooour will assist you at the
time you ane requested to provide your seif-asseesment, You will be able to copy and paste information from this tb into other assessment areas, Your journz| information will

onhy be acoessible to you,
» As 2 reminder, viou can onby paste B0D0 characters into the individusl job objective zssessment ansa,

» Select the "Purge All" button to remove all information contained in your employee journal,

Enter job accomplishments here.
You have a limit of 8000 characters.

(Lt 2000 charzcers) Spell Check | Counter |42

Purge All || Save || Printable Page

Figure 6 - MyJournal Page

MyPerformance

Provide Guest Feedback | My Journal

MyPerformance Main Page

Employee

MyPerformance Main Page
Need Help?

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

From the Main Page, you can creste, update and view your Performance Plans; view and print part or an entire plan sfier 1 is crested; and rack the status of 3 plan. You can also sesrch for completed plans by sekecting the ‘Show Completed Plans/Appraisss’ ik locsted at the bottom of this page.

To create 3 Performance Plan: To complate other actions described above:
« Selecr "Choose 2 Plan Type' « Select an option from the Action column
« Select Appraissl Plan Type « Select the 'Go button
» Selectthe "G

Important: To become familiar with the columrs, sekect the ‘Need Help? link,
Appraisals of One, Employee

Create New Plan

—Choose 2 Plan Type— - @
Records Displayed 10 +
[Employes lame [Current Owner [Rating OFficial Name TRppraissl Vear TAppraisal ID ___ [Plan Appi Date [Type  |Plan Status [Current Status TAction ]
{One, Employes Rater, The Rater, The 2017 53 215-Apr2016 Dol | Approved Plan Approved Wisw ¥ L So

Select the link 10 search for completed plans,
¥ Show Completed Plans/Appraissls

iy Joumnal MyBz+ ICE My Bz ICE MyP

Figure 7 - MyPerformance Main Page - Column Area
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Table 1 — MyPerformance Main Page - Column Headings and Description

The table below provides a description of each column heading under the Appraisal bar on the MyPerformance
Main Page screen.

Column Headings | Description

Employee Name Name

Current Owner Person who has update capability to the performance plan. The plan may be
owned by employee, rating official or higher level reviewer

Rating Official Name | Name of your rating official

Appraisal Year Performance appraisal cycle year

Appraisal 1D An automated number assigned to a plan when created
Plan Approval Date Date performance plan was approved

Type Identifies the three types of plans that may be created:

e DoD — DoD Performance Management Appraisal Program (DoD
employees will select this option.)

e DCIPS - Defense Civilian Intelligence Personnel System

e NG — National Guard (Title 32)

Plan Status Indicates the status of your performance plan:

e Approved — Performance plan has been approved and communicated to
the employee

e Modified — An approved performance plan has been changed and the
changes have not been approved

e Pending — Performance plan has been initiated and saved but not
approved

Current Status Indicates progression through the steps of the performance management process

e Plan in Progress — Performance plan has been started but not approved or
original performance plan was approved and performance elements and
standards have been modified but not reapproved

e Plan Approved — Performance plan has been approved (or modified
performance elements and standards have been reapproved)

e Progress Review in Process — Progress review has been created but not
approved

e Progress Review Completed — Progress review has been approved by
rating official and acknowledged by employee

e Narrative Statement in Progress — Narrative statement has been started
but not approved

¢ Narrative Statement Completed — Narrative statement has been
completed by rating official and acknowledged by employee

e Annual Appraisal in Progress — Annual Review has been created and
transferred to rating official but not approved

13 March 7, 2016
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Action You are the current owner of the performance plan/appraisal
Action
Update hd

Delete

Transfer to Rating Official
Reports/Forms

Change RO and/or HLR
Track Progress

You are not the current owner of the performance plan/appraisal
Action

View A

Retrieve
Reports/Forms
Track Progress

Available actions are determined by ownership and status

e Update — Current owner and allows you to update plan/appraisal

e Delete — You can only delete a pending plan that you created and has not
been transferred to the rating official

e Transfer to Rating Official — Routes plan/appraisal to rating official

e Reports/Forms — To print or save reports and/or forms

e Change RO and/or HLR — Change current Rating Official or Higher
Level Reviewer for plan/appraisal

e Track Progress — Displays status of your performance plan throughout
the performance cycle

e View — Only allows you to view performance plans

e Retrieve — If the performance plan has not been opened by the rating
official, you can retrieve it from rating official

P . DEPARTMENT OF l!n% 14 MarCh 7, 2016
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Performance Plans

Creating a Performance Plan (Employee)

Follow these steps to create a performance plan.

1. On the MyPerformance Main Page, from the Create New Plan drop-down menu, select DoD Performance
Management Appraisal Program. (See Figure 8 — MyPerformance Main Page) Select the Go button to

display the Create Performance Plan page.

[T T EV RN BTN e Provide Guest Feedback | My Journal

Employee

MyPerformance Main Page
Meed Help?

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

From the Mzin Page, you can oeate, update and view your Performance Plans; view and print part or 2n entire plan after it is oreated; and track the status of 2 plan, You can zko ssarch for completed plans by selecting the 'Show
Completed Plans/Appraiszls’ link loczted at the bottom of this page.

To oreste 2 Pedformance Plan: To complete other actions described zbove:
» Select 'Choose 2 Plan Type' » Select an option from the Action column
+ Select Appraiszl Plan Type » Select the "Go' button

» Select the 'Go’ button

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

Appraisals of One, Employee

Create New Plan

—Chaoose 2 Plan Type— - Go

—Chocss 2 Plan Type

siszl Proaram
Defense Civilizn Inteligance Personnel System
dationzl Guard (Title 33)

Reconds Displayed 10 +
Employee Name |Current Owner |Rating Official Name |Appraisal Year |Appraisal ID |Plan Approval Date |Type |Pla

Select the link to s=anch for completed plans,
+] Show Completed Plans/Appraissls

MyPerformance Main Page Provide Guest Feedback My Journal MyBiz+ |CE My Biz ICE MyPerformance Logout Help Diagnostics

Figure 8 - MyPerformance Main Page

2. Review the data in Setup Details area identified in Figure 9 below, and make any necessary changes to the
default values. The data is auto-populated, but you can override an entry by using the drop-down list or by
manually entering data to make changes. The asterisk (*) on the screen indicates that the field is required.

V. - DEPARTMENT OF I‘I‘IE 15 MarCh 7, 2016
& DCPAS
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Create Performance Plan

Cancel and Return to Main Page
Nesd Helg?

Employee Information

Employez Name One, Employes
#lShaw Emploves Detsls

Setup Details

* Indicates required field

Build New Plan

* hppraisal Type - Annual Appraisal - DoD
#TIP The Appraisa| Period Stent Dite represents the start of the employee’s performance evaluation period under this plan, Please review and change this date,  necessary,

# Appraiz] Period Stz Date 01-Apr-2016 [
* Appraisz| Period End Date 31-Mar-2017 [
Appraizs| Effective Date 01-Jun-2017 3

# Rating Offcial Name |Rater, The Q

# Higher Level Reviewer Neme | Reviewer, Higher Level G

MyBa+ ICE My B2 ICE MyPerformance FAQ Logout

Figure 9 - Create Performance Plan

\ mg 9’ 16 March 7, 2016
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Table 2 — Create Performance Plan page - Setup Details fields and descriptions
This table provides a description of each of the Setup Details area fields.

Field Description
*Appraisal Type g)r)ea éggﬁal Appraisal — DoD option appears

*Appraisal Period Start Date | The cycle start date defaults to 01-Apr-YYYY
*Appraisal Period End Date | The cycle end date defaults to 31-Mar-YYYY

Appraisal Effective Date The appraisal effective date defaults to
01-Jun-YYYY
*Rating Official This field is auto-populated based on

information stored in the hierarchy

Higher Level Reviewer Name | This field is auto-populated based on
information stored in the hierarchy

3. Select the Build New Plan button to go to the Plan > Plan Details page.

MyPerformance
Employee Guide

Create Performance Plan

[ Cancel and Return to Main Page |

Need Help?

Employee Information

Employ== Nam=  One, Employee

+ Show Emploves Details

Coevpoeest |

* Indicates required fiekd
Build New Plan

* Apprzissl Type  Annual Appraisal - DoD +
#TIP The Appraissl Period Start Date represents the start of the employee's paformance evaluation period under this plan. Please review and change this date, i necessany.

* Appraissl Period Stant Dete | 01-Apr-2016  [@
* Appraiszl Period End Date 31-Mar-2017 5
Appraisal Effective Date |01-Jun-2017 | [

* Rating Official Name |Rater, The

* Higher Lavel Reviewsr Name  |Reviewer, Higher Level &

MyBz+ ICE My Bz ICE MyPerfomance FAQ Logout

Figure 10 - Create Performance Plan
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4. The Plan Details page is displayed in Figure 11 below. On this page you can review the plan details once
more and you may make necessary changes if needed. If you need help on this page, select the Need Help?

link. The DoD Performance Management Appraisal Program is tab driven. You can use the tab navigation to
go to another part of the performance plan (i.e., Mission Goals, etc.) or select the Save and Continue button.

LN Reports) Forms
Step 1: Pan Detals S E Step 3:

[Elements and Step 4 and
Choose an Acton v Go

Empioyse Name  EMRIS Baibwh, Ayztizif
= Show Engioves Detak :
Select appropriate tab for next
T .

This screen allows you o view and change the detals of your employee’s performance plan step in the perfo Ce process.
Shep 1: Pan Detaks

o Verfy the apprasal dates and higher level reviewer rame 5 corect, and, I applcatie, make the necessary changes.

o Select Save and Contnue button 2 the bottom right comer 1o move 1o Sep 2: Mssion Goals.

Need Help? provides
TIP: Choose an Action - located 22 the top right comer - alows for seiection of other actions throughout the pedormance cyde. information on what can
be done on each page.

Foradtonal qunce, v.n
Performance Pan Approval Date

* Aprasi Type  Annual Appraisal - DoD
— Plan Last Modfied Date
* Apprasl Perod Strt Date 01-Apr-2016 Created By EMRIS Awskyboesayy, Pakontway U
* Appraisal Period End Dt 31-Mar-2017
* ppprasal Effectve Date  01-Jumn-2017
Ratrg Offical Name  EHRIS Axowslybocsays, Pmilomtway U

Hgher Level Revewsr  EHRIS Avesqru, Xcnaxdu
@

MyBze FAQ Logout

About s Page  Privacy Stalement

Figure 11 - Plan > Plan Details Page

5. The Mission Goals page is displayed. Enter your organization’s goals so they align your performance
elements and standards with your organization’s goals and priorities and select the Save and Continue button.

and Step 4: Approvals and Acknowledgments
-  Ge

JESFHIRTESTN step 2: ission Goats RN
Choxrar an Atk

Ermpioyes ame EHRIS Aooage, Quetaienl L
o e Erighoryes: Daetaiks

This: sceven alloes you b enber your Componnt orparnizational valers, mission statements, o goals which apply o your perfomance slemants an

Stap 7 Mision Goaki
& Enber your Component’s organirational values, sission stabement, of gaals dicectly in the test Box or copy and gashe fom another deoument,
& Sedect Save and Continue button at the boftom right comes b move to Step J: Performance Elemants and Standards.

Sedect S and Go Back button at the: hotom right comer bo go hack 1o Step 1° Plan Daetadls.

For additional gudance, select Meed Help?

Dol Core Vahses: Ladership, Professionalism, and Technical Knowledoe Beough dedication to duty, integrity, ethics, honer, coursge, and loyalty.

Enter goals here. You have a limit of 1400

characters.
Figure 12 - Plan > Step 2: Mission Goals Page
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6. The Performance Elements and Standards page is displayed as depicted below. To add a performance
element, select Add Performance Element button.

Plan

$tep 1: Plan Details  Step 2: Misskon Goals JESCR

il Ftep 4 Approvals and Acknowledgrents

EHRIS Accaiage, Quetakenl L
# Shew Emmplovee Detalls

This screen allovws you 1o add or update & performance element and view apirowed performance ehements, Periormance slements. thould e weithen using the SHART ofteris, Select Weed mone Information? link 1o viev e SMART
i 3 Pertormands Ekn

wenits and Standards.

Gor Back button ot the

snce, sobert Need Help?
Add Performance Element
Details Nusmber Tithe Status Element Type Actsom Delete
B

Save and Go Back | Save and Continue

Figure 13 - Plan > Step 3: Performance Elements and Standards Page

7. Add Performance Element and Standard(s) page is displayed. The asterisk (*) on the screen indicates that the
field is required.

Add Performance Element and Standard(s)
* Indicates required feid

Thes screen alows you to add performance

[[Save ] Save and Add Another Performance Element | Go Back to Performance Elements

swte 11-Apr-2017 0

exangie: 18

Pending
18-Feb-2016

Enter performance elements and
standard(s) here. You have a limit of 1000
characters.

Spell Check

Figure 14 - Add Performance Element and Standards Page
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Table 3 - Performance Element and Standards Fields and Descriptions

The table below provides a description for each of the performance element and standards fields.

MyPerformance
Employee Guide

Field

Description

*Performance Element Title

Give a brief description of the
performance element. You may enter up
to 80 characters

*Performance Element Start Date

This field defaults to the current date

Normally it should be the same as the
Appraisal Period Start Date on the Create
Performance Plan page, but it may be different
if a performance element does not become
active until a later date due to an anticipated
change in your job responsibilities

*Performance Element Type

Select Critical for each performance element

*Performance Element and
Standard(s)

Give a detailed description of the performance
element. Performance elements and
standard(s) should be Specific, Measurable,
Aligned, Realistic, and Timed (SMART). The
character limit for this field is 1000. An
employee can have no more than 10
performance elements

Table 4 — Decision Table for Performance Elements

The table below provides direction based on the scenario indicated.

If You....

Then.....

Want to cancel the work that has
been created so far

Select the Go Back to Performance Elements
button
Go Back to Performance Elements |

You will receive a warning message asking if
you want to save the changes. Select No button

Want to save performance element
with all required fields entered and
add another performance element

Select Save and Add Another Performance
Element button
Save and Add Another Performance Element |

Want to save the work periodically
on the same page

Select Save button
Save ‘

Finished adding performance
elements and want to return to the
Performance Elements and
Standards tab

Select Save button and then select Go Back to
Perfo‘rmance Elements button

Save Go Back to Performance Elements |

20 March 7,
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8.. Select the Save button and then the Go Back to Performance Elements button when you have completed
entering your performance elements. (See Figure 14 on page 16)

Since performance elements have been added, you can update, add, or delete a performance element.

o e RIS Ao, Guetdond |
= Sy Eegaryre Dty

Shom M Decak | be M Ootah
Dartal Number
o S -

hvon e were, (s e SMART CrRerin, Seiect Mied MOre ISOOmMatIGNT Wik 1 veew B SMART e,

If you need to delete a performance element on
a plan you are building, select the Delete icon
for the performance element you want to delete.

=0

g
¢ Lt |
3 creca Apsate |

S el GO BaCK S and Cotiense

Figure 15 -Plan > Step 3: Performance Elements and Standards Page

9. You can review all the information you have entered on the performance plan before transferring it to your
rating official for review.

To view an individual performance element, select +Show. To collapse the performance element, select -Hide.
This function is available throughout the tool. (See Figures 16 and 17 below)

Fom N
Ot
e
T

A Porformance Eement

Actian
mance Bieent | update
Update -]
Update

Save and Go Bk Save and Continue

link.

Figure 16 - Plan > Step 3: Performance Element and Standards Page

To view all details of your performance element, select Show All Details. To collapse, select Hide All Details

a

S o D | racie a4 Do

kel Fype

Acthen
Uyssane
st e

Updane

St aiell G Bl S il (e

DEPARTMENT OF DEFENSE
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Figure 17 - Plan > Step 3: Performance Elements and Standards Page

10. At this point you have completed your plan and are ready to transfer it to the rating official for review.
There is no further action for you at this time on the Step 4: Approvals and Acknowledgments tab.

B i N N T — m
Chcase n Acton -
| mieree yoigewigtins |

#ES Aocudage, Guebiiondi
il P

mpiypee biame i

+ Shwiv Emgimnte DLl

Employee does not
acknowledge plan until Steps
1-3 have been completed T

Figure 18 - Plan > Step 4: Approvals and Acknowledgements Page

11. To transfer your plan to the rating official, first select the Choose an Action list of values (LOV) depicted
in the red box below. Second, select Transfer to Rating Official. Lastly select the GO button to the right.

(See Figures 19 and 20 below)

-----
Step 1: Plam Detalh  Stop 7: Missdon Goasl  Stop 3 Porformance Eloments and Standards m

Empioyee lame EHRIS Aocxkage, Quetxbond L
= St Lirgaryee Detal
tiend Hel?

Thes screen provides inkrmation reganden the detaled Status of your periormance plan

* Select “Show’ Ik 10 see approvas Anowdedgments information ke each step.
® Select the ACknowindge Receg Button, f avatabie.

Show A Dty | Hede A Oty
Dactalls | Tasks
%St Step 1 Rabre Offcal - Riguest or Document Hgher Level Review

JHHH

‘Sarve and Go fack

Figure 19 - Plan > Step 4: Approvals and Acknowledgements Page

-- Choose an Action -- |

Change Rating Official or Higher Level Reviewer
Transfer to Rating Offical

Track Progress
1Return to Main Page
Figure 20 - Plan > Step 4: Approvals and Acknowledgements Page - ‘Choose an Action’ List of Values

March 7, 2016
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12. You have the option to transfer to the rating official with or without e-mail

notification. If you chose to enter comments in the Message to Rating Official area, your message will show
up in the e-mail. Select the Transfer to Rating Official without E-mail Notification or Transfer to Rating
Official with E-mail Notification button to transfer your performance plan to your rating official.

Empasyas Bathesnon be Ratng Ol - EHEIS Armybybaseyy, Prbmtasy U

qusance, seect. Bioed Mo ?

Enter message to Rating Official here.

Figure 21 - Plan> Step 4: Approvals and Acknowledgements>Employee Notification to Rating Official Page

13. You will be returned to the MyPerformance Main Page and will receive a confirmation that the
appraisal has been submitted to the rating official. Your performance plan is now displayed under
Appraisals of (employee name) section on the MyPerformance Main Page as pictured below in Figure 23.
You no longer have ownership and can only view your performance plan.

e T |

& Confirmaton
The spprassl b besen suubmitted to the ratng offcial

Empicyee

MyPerformance Main Page

Warning: This application Is designed for sensitive unclassified personnel information only. Do NOT enter dassified information in this system. Unauthorized release
P 9 ¥ ¥
of dassified information is a violation of law and may lead to prosecution,

\Apprabal Year  Apprabal D Pun ApprovalDate  [Type Pl Status  (Current Status  Adtion

4 DoD  Pendng #an n Progress

Seect the Ik 1o oot Casgietend P

=) Sho Compeeted Pl Apge et

Figure 22 - MyPerformance Main Page
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Editing the Performance Plan (Employee)

After the performance plan has been created by either you or your rating official, it may require edits and
further input from either you or your rating official. The plan could be routed to you as an empty shell
awaiting your input, a final document ready for your review, or a work in progress requiring edits. Your edits
can include any of the following:

- Editing draft performance elements created by your rating official
= Creating new performance elements
After you have finished making edits and have finalized the performance elements, your rating official

approves them. This section shows you how to edit your plan and transfer it back and forth between you
and your supervisor to finalize it.

Follow these steps to review and edit your performance plan:

1. Atthe MyPerformance Main Page, select the performance plan you want to edit, make sure Action column
reflects Update and select the Go button. You must have ownership of the performance plan to make any
changes.

Neew Pl

Create an
wose 3 Fan Type - Go
Records Daglaed 10 ¥
Emplovos Hams Ce—p— Rating Offcal Hame ApprabalVear  [Apprabal 10 [Pam ApprovalDote  [Type [PlanStatus | Current status : 3

Figure 23 - MyPerformance Main Page
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2. The Plan Details page is displayed as pictured below in Figure 24. Review the Plan Details and, if needed,
make required changes. Select the Save and Continue button to navigate to the Mission Goals tab. If you need
to get out of the tool at this time, you should select the Choose an Action (list of values (LOV)), select Return

to Main Page, followed by the Go button to go back.

MyPerformance
Employee Guide

LLEUN Reports/Forms
Is and Ack tod.

BTSRRI TPV Step 2: Mission Goals  Step 3: Perf £k ts and Standards  Step 4:

Employee Information

Emgloyee Name  EHRIS Aocdage, Quetxkenl L
+) Show Employee Detalls

This scroen allows you 1o view and change the detals of your performance plary appraissl
Step 1: Plan Detalls
o Verfy the appraisal dates and rating official and highes level reviewer names are cormect, and, If applicable, make the necessary changes.

o Select Save and Continue button ot the bottom right cormer to move 1o Step 2: Mission Goals.

TIP: Choose an Action - located at the top right comer ~ allows for selection of other actions throughout the performance Cycke

For additional guidance, sekct Need Melp?

* Appraksal Type  Annual Appraisal - DoD * Perfarmance Plan Apgroval Date
= Plan Last Modified Date
te  01-Apr-2016 Croated By EMRIS Aocxiage, Quetxkenl L
Jate 31-Mar-2017
te 01-Jun-2017
Nome  EMRIS Axwskybxsayu, Pmkmtway U

v EMRIS Avesqzu, Xcnaxdu

Figure 24 - Plan > Step 1: Plan Details Page

2. The Mission Goals page is displayed as pictured below in Figure 25. Review the Mission Goals and, if
needed, make required changes. Select the Save and Continue button to navigate to Performance Elements
and Standards tab. If you need to go to the Plan Details tab, use the Save and Go Back button.

™ ey 25 March 7, 2016
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EHRIS Accxkage, Guocbdoond |

Empicryee Name:
iy 15 YR PO

=/ S Cmgicyer Detaty
R e, O [k wha® g

This scroi et o b5 EnbY your Componant oiparnaationdl vi
or copy and paste from another document.

Sep I Mason Gosls
ety o Sanida 45

e, wetect Mo Melp?
000 Core Valses: Leaderih, Professonatem, and Techncal Knowledge through dedecation to duty, negrty, ethics, honcr, courage, and yaty.

For A0 Gulan

wtPer decumert.

Spell Check

Figure 25 - Plan > Step 2: Mission Goals Page

3. The Performance Elements and Standards page is displayed. If you need to add a performance element,
select the Add Performance Element button. You can also update your information by selecting the Update

button.

Figure 26 - Plan > Step 3: Performance Elements and Standards Page

4. The Add Performance Element and Standard(s) page is displayed. The asterisk (*) on the screen indicates
that the field is required. Enter data in the required data fields and enter the performance element and
standard(s). After you are finished, select the Save and the Go Back to Performance Elements buttons.

26 March 7, 2016

T OF DEFENSE

DEPARTMENT (

> =
= h
Advisary Service

Defense Civilian Persannel Ady



MyPerformance

NEW enmmmmmm S
BBEGINNINGS "

Add Performance Element and Standard(s)
* Indcates required fild

=
Thes screen alows you 10 add performance element and standard(s)

o Enter the Performance Element ttie and verfy the Performance Element Start Date.

o Enter your performance dement and standard(s) In the text box or copy and paste from another document
o Select Save button at top nght comer to perodcally save your work,
o Select Save and Add Ancther Performance Element button to save and 334 a new performance element and standand(s).
o Select Return to Performance Elements button to go back to Step 3: Performance Elements and Standards.
o If you select Return to Performance Elements button without saving, 3 waming message wil dsplay.

For addtonal gudance, select Need Help?

Performance Element Number 1

* performance Element Tt [PE 1 - Element Ttie

* Performance Blement Start Date 04-Apr-2017 [
jexample: 18702036
Performance Bement Status  Pending
Date Last Modfied  18-Feb-2016
* Performance Bement Type  Crtcdl »,

Performance Bement and Standird(s)

Ths nformation & based on the performance element dentfied n PE |

(st 10 2000 char actery] Sped Check Counter 7

Figure 27 - Add Performance Element and Standard(s) Page

5. If you need to update an existing performance element, select the Update button under the Action column.

NOTE: Once the performance plan is approved, you, the employee, cannot delete a performance standard and
element.

Depiyre Mo MBS Aocxisge, Qurtsien |

+ S0 LTEnE Decaly
Fh werev s o By i or galiete i pretormarse sierd il v o] fe s et Pebormursn sy Sl be Bl g o SMART crle i ot msang infrmartion . 5 v S SMART ritera
W

If you need to delete a performance element on
a plan you are building, select the Delete icon
for the performance element you want to delete.

Ewtaly Fosmbey e Statum Eiemrni Type
- T ] v ]
- SIRSSNEY . et tew L]
- Flom P = |}

Sove pad o Back  Sarve snd Condinue

Figure 28 - Plan > Step 3: Performance Elements and Standards Page
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6. Review performance elements, and, if needed, make required changes.

Update Per e Element and
* Indcates requred feid

[Save ] Go Back to performance Elements
This screen alows you o update a performance element and standard(s).

o Verfy the Perfocmance Element Tie and start date; update the performance eement and standard(s) in the text box below, o¢ copy and paste from another document
o Select Save button a2 1op right comes 1o perndcally save your work
o Select Save and Add Ancther Performance Element button to save the performance element you worked on and another page wil dsplay to add anothes performance element
o Select Return to Performance Elements button to go back to Step 3: Performance Elements and Standards

o If you select Returm to Performance Elsments button wthout saving, a warming message wil dsplay.

For addtonl gudance, select Need Help?

Performance Element Number 2

* Performance Element Ttie [PE 2 - Second Element Titie

* Performance Bement Start Date 05-Apr-2016 T
(exangle: 15445 2016)
Performance Element Status  Pending
Date Last Modfied  18-Feb-2016
* Performance Eement Type  Crtcal -

Performance Element and SnGad(s)

Thes information would be related to the performance element identfied n the ttie area. This nform
performance eement In this screen.

ion s added to show the updating of a

Gt 19 3000 char acters| Spell Check Counter

Figure 29 - Update Performance Element and Standard(s) Page
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Table 5 — Decision Table for use when editing Performance Elements and

Standards

Complete the page using one of the following options:

MyPerformance
Employee Guide

If You....

Then.....

Want to cancel the changes to an
existing performance element

Select the Go Back to Performance Elements
button

Go Back to Performance Elements |

You will receive a warning message asking if
goijt want to save the changes. Select the No
utton

Want to save the changes you
made to the existing performance
element and update another
performance element

Select the Save button and then select Go Back
to Performance Elements button

save | Go Back to Performance Elements |

Want to save your updates
periodically on the same page

Select the Save button
Save ‘

Finished updating performance
elements and want to return to the
Performance Elements and
Standards tab

Select the Save button and then select Go Back
to Performance Elements button
Save | Go Back to Performance Elements |

7. At this point you have made all of the changes for your plan and are ready to transfer it to the rating official
for review. There is no action for you, the employee, on the Approvals and Acknowledgments tab.

e EIN OB, Ll
o Lgsoem Detas

g || Pl Enlls  Shwys J: o Gonals  Blp i Povlormusen | lnmsnsis sond Simndionts [T Rl e e ——

taom i Doy | o N Dt
Dot Nk

Employee does not
acknowledge plan until Steps
1-3 have been completed by
the rating official/higher level
reviewer.

o=

Figure 30 - Plan > Step 4: Approvals and Acknowledgements Page
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8. To transfer your plan to the rating official, first select the Choose an Action list of values (LOV) depicted in
the red box below. Second, select Transfer to Rating Official. Lastly select the GO button to the right.

Figure 31 - Plan > Step 4: Approvals and Acknowledgements Page

-- Choose an Action -
Change Ratna Offmo Higher Level Reviewer

Track Progress
1Return to Main Page

Figure 32 - Plan > Step 4: Approvals and Acknowledgements Page - "Choose an Action’ List of Values

9. You have the option to transfer to the rating official with or without e-mail notification. If you choose to
enter comments in the Message to Rating Official area, your message will show up in the e-mail. Select the
Transfer to Rating Official without E-mail Notification or Transfer to Rating Official with E-mail
Notification button to transfer your performance plan to your rating official.

ErgeTee Rotter pten by Hatieg G st - ERETE Lrmsa o bayy, Fredstaay U

Tt | 0 il 1o Bating Okl wilhont | sl HolBstion. [T rassder 1o Rating Dl with | -l fol Btion

o Select s Exution at dop gt comer £ gio bk B prevon soreen mithoug makang ary change

Tor wiitres guetis, wiect bieed Hielp!

Enter message to Rating Official here.

Sipet ek

Figure 33 - Plan > Approvals and Acknowledgements > Employee Notification to Rating Official Page
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10. You will be navigated to the MyPerformance Main Page and will receive a confirmation that the appraisal
has been submitted to the rating official. You no longer have ownership and can only view your performance

plan.

rvPrriorman - Han Pa [ L Lo g

o Contemaben
T sl Buss bow submitted Bt ratig ol

Umpiores
MyPerformance Main Page

Warning: This application s designed fior sensitive unclsusified persormnel information cnly. Do NOT enter cassified informattion in this system. Unauthcrized nelesse

of dassified information i a violation of ke and may lead to prosecution.

e gl aftes i comabed; o Brach S slitun of s plen, Wony € 880 earch Rox compisied piar. By deiecing S Shom Comgisted Mg

= 00 ComRene s AT

Figure 34 - MyPerformance Main Page with Confirmation
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Acknowledging the Performance Plan (Employee)

After your rating official has finalized your performance plan and, if necessary, the performance plan has been
approved by the higher level reviewer, he or she transfers the plan to you. The employee and the rating official
should communicate about the final plan, then acknowledge the performance plan has been communicated to
you.

Acknowledging the performance plan was communicated to you does not mean you agree with it; you are
merely acknowledging it was communicated to you by your rating official. You are encouraged to engage in
two-way communication with your rating official, if necessary, before you reach the acknowledgement stage
to try to resolve any disagreements and determine performance elements and standards that are mutually
understood by both you and your rating official.

The performance plan must be approved within 30 days from the start of the rating cycle, entrance on duty, or
job change, unless an extension is granted.

As described earlier, the typical steps in the performance plan process are as follows. The step covered in this
section is bold and italicized:

1. The employee or rating official creates the performance plan and enters draft performance elements
and standards.

2. The employee and rating official edit and/or add to the performance plan content as needed. This
process may involve multiple rounds of editing and transfers between you and your rating official
before the plan is finalized.

e The performance plan is approved by the higher level reviewer or the rating official
documents the higher level reviewer approval.

3. The rating official documents communication to employee and transfers the plan so the employee
can document acknowledgment.

4. The employee reviews the performance plan and acknowledges that it was communicated to him or
her by the rating official.
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Follow the below steps to acknowledge communication of your performance plan.

1. When Steps 1 and 2 of the Plan Approvals and Acknowledgments (see Figure 35 below) have been
completed, you will receive an email message stating that your plan has been approved. (See Figure 36)

LN regorts/ o
Step 1D FMan Ovtals  Siep 21 Mivuion Goals m:muw
T cons [
dcrpe Marre | HRES CRostmsue, Lafesl®
Died el
‘Show A Detass | bicke Al Detaly
==

Figure 35 - Step 4 Approvals and Acknowledgement Tab

From:
To:
Ce -

Subject: Wour Performance Plan has been approved

Your Performance Plan has been approved

A copy of your i e plan is available in the C Pl i area located on My Performance Main Page.

access the Defense Civili
d.mil/0A HTML/Appslc
w these steps:

1. Dpen a Web browser window.

2. Copy and paste the entire Web address into the location or address bar of the browser,
3. Press enter.

rsonnel Data System portal page to log in and access the e and Appraisal:
in.jsp

Please Do Not Reply to this Email

Figure 36 - Email to Employee — Plan Approved

2. When the rating official completes Step 3 on the Approvals and Acknowledgments tab and the rating official
selects Transfer to Employee with E-mail Notification, the employee will receive an email message. The
email will communicate where you need to proceed in the performance plan/appraisal process.

Subyrit o Pformandt PLn has Been Wanslermed 53 1o For achngebe et

Your Perfoarmance Plan has been trarafered to you for acknowledgment.

Conments:
Please proceed 1o the Performance Management and Appraial and select the Approvals and Ackrondedgments tab located under the Plan tab and complete Step 4. Once you've acknowledged, o copy of the Dol PRA form will be awailable in the
Comgleted Flans and Appraisals arca.

Click ik provided below to access the Defense Chillan Personned Data Systemn portad page fo bog in and access the Performance Management and Appralsal:
bt venrlock dpehy c prov. o mil D HTML Appsiosall ein, jap

¥ ehis I not work, follow thess steps:

1. Open a Web Browser window,

2. Copy and paste the entire Wb address ino the location or address bar of the browser.

3, Prasy enter,

Piease Do Not Rephy to this Email

Figure 37 - Email to Employee - Next Steps
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3. Select the performance plan that needs to be acknowledged from MyPerformance Main Page.

MyPerformance Main Page

e Hiegi?

Wamning: This application ks designed for sere
classified information i a violation of kxw :

sitr urrclassified personnel information onty. Do 80T enter chassified irformation in tis system. Unauthorioed release of
pary e to prosecution.

Friom the Mamn Page. i Gan creste, apdate and view your Performance Plar; view and prnt part o an entie plan after £18 croated; and brack the status of # plan, You can aiso seanch for completed plans By seecing the “Show Completied Pl pprasaly’ Ink incatied o the botiom of the page
Tis conmpiete Oty Sction dieicrend sbove

& Select an opfion fom the Adtion column
& et the ey butten

Create Hew Plan
Chocse P Type: * [ Go
Reconds Deplrwed 100 ™
[ ‘Ratin |Apprabal Year Appraisal I [Plan Approval Date [Type [PanStatus  Current Status IAction
DOPAS Bsiar, Dived L DCPAS Busiw, Dived L DCPAS Favarstyn, MEthaw [ M6 16 O1-hur 2015 Dol Approved Pian Approved Update |
St the ek e search dor completed plarr.
= Showy Completed PRns/ACOrasaly

Figure 38 - MyPerformance Main Page - Pending Acknowledgement

4. You can review the performance plan details, mission goals and performance elements and standards
before navigating to Approvals and Acknowledgments tab to acknowledge your plan. NOTE: Once the
plan has been approved Progress Reviews, Annual Appraisal, and Narrative Statements tabs become
available.

M2+ FAQ Logout

Step 2: Mission Goals  Step 3: Performance Elements and Standards  Step 4: Approvals and Admowledgments

« Choose n ACton v Go

Employee Information

Employee Name - EHRIS Aoodage, Qeebdkend L
+ Show Employee etk

The screen alows you to view and change the detalls of your performance panvapprasal

Sep 1: Pan Detaks

o Verfy the apprasal dates and rating offical and highe level reviewesr names are correct, and, f appicable, make the necessary changes.
o Select Save and Continue button at the bottom right cornes to move to Sep 2: Msson Goas.

TIP: Choose an Action - located at the top right cormes ~ alows for seiection of other actions throughout the performance cyde.

For addtional quidance, séect Need Help?

* Apprasd Type  Annual Appraisal - DoD ¥ Performance Plan Approval Date 05-Apr-2016
p— Pan Last Modfed Date 05-Apr-2016
hoprasaPeod San Date 01-Apr-2016 | Created By EHRIS Aoodage, Quetxkanl L

* hpprasd Perod End Date 31-Mar-2017 [
* poprasa Efectve Date  01-un-2017 [

Ratng Offical Name - EHRIS Axwskybusayy, Pmimtway U
Hoher Level Reviewer  EHRIS Auesqzu, Xcnaxdu

WB2e FAQ Logout

About this Page  Privacy Statement

Figure 39 - Plan tab - Identifying Additional Tab Availability
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5. Step 4 — Details / Tasks shows pending employee acknowledgment and the Acknowledge Receipt is
available for selection. Select Acknowledge Receipt button.

DoD Performance Management
Appraisal Program

Progress Reviews | Annual Appraisal | Marrative Statements | Reports/Forms
Step 1: Phn Detals  Step 2: Mission Goals  Step 3! Perfor El

(Bl Step 4 Approvals and Acknowledgments

- Choase ah ACton ~ 6o

Emgloyes Name  EHRIS Aoodage, Qrebden] L
(=) Show Empioyee Defals

This screen pecvides information regarding the detaded statis of your perfomance plan,

+ Seiect "Show' Ink to see approvas and acknowledgments information for each step.
+ Seiect the Acknowiedge Recept button, Favalabe,

Show A Detals | Hide A Detals

Detals Tasks status | Action

3 Show Step 1: Rating Offical - Request or Document Higher Level Review Completed Step 1 completed
[+ Shiwy Step 22 Higher Level Reviewer - Review

Competed
& Shiw Step 3: Rating Offical - Document Communication to Empioyes

Coenpeted Step 3 comploted
# SPOM Step 4 Empioyee - Acknovwledgment Pending Empl Acknowiedgment

Save and Go Back

Figure 40 - Plan>Step 4 Approvals and Acknowledgements tab

6. When you select Acknowledge Receipt a Date box is available. You can manually enter the date or
use the calendar icon. Enter the date you are acknowledging and select the Save button.
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Progress Reviews | Annual Appraisal | Marrative Statements | Reports/Forms.
Step 1: Plan Detals  Step 2: Mission Goals m:mmuw

Empioyee Information

Empioyes Name  EHRIS Aoodage, Qeetdeonl L
+ Show Empioyee Detaks

This screen provides information regandng the detaled status of your performance plan,

» Select "Show' Ink to see approvals and adknowledgments information for each step.
» Select the ‘Admowledoe Recept’ button, F avalable

Show Al Detals | Hde Al Detals

Detalls Tasks ‘status Adtion

£ Show Step 1: Rating Officl - Request or Document Higher Level Review Compieted Step 1 completed

3 Show Step 2: Hgher Level Reviewer - Review Compieted Step 2 completed

# Show Step 3: Rating Official - Document Communication 10 Empioyee Compieted Shep 3 comgpeted
JHE  Step 4: Employes - Acknowledgment Pending Emgl Adkmondedgment  Admowiedge Recel

Date 25-Apr-2017

MyBz+ FAG Logout

About ihis Page  Privacy Statement

Figure 41 - Plan>Step 4 Approvals and Acknowledgements tab

7. Step 4 of the Details / Tasks is completed. You have just successfully acknowledged receipt of your
performance plan.

Progress Reviews | Annual Appraisal | Narrative Statements | Reports/Forms

Step 1: Pln Detais  Step 2: Mission Goaks  Step 3: Performance Elements and Standards IR EVEREIITELE NN AT BT

~ Choose an Adtion - v Go

Employee Information

Empicyes Name  EHRIS Anodage, Quebdeonl L
) Shewy Employee Detals

This screen provides information regarding the status of your performance plan,

& Select 'Show' Ink to s22 approvak and acknowledgments information for each step.
+ Sekect the "Acknowiedge Receipt button, £ avalsbe.

Show Al Detals | Hide Al Detals
Detals Tasks
) Showd Step 1: Rating Officl - Request or Document Higher Levd Review Compieted
2 Shoull Step 2: Highes Level Reviewer - Review

Completad
Step 3: Rating Offical - Document, Communication to Empioyee Competed

3 Showd Step 4: Empioyes - Adnondedgment

Compieted

Save and Go Back

MyBz+ FAQ Logout

About this Page  Privaty Statement

Figure 42 - Plan>Step 4 Approvals and Acknowledgement tab

Completed Plans/Appraisals Section

The Completed Plans/Appraisals section allows you to search for and see your past completed plans/appraisals.
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Appraisals of One, Employee

Create New Plan
—Choose 2 Plan Type— - Go
Records Displayed 10
Employee Name |[Current Owner |Rating Official Name |Appraisal Year |Appraisal ID |Plan Approval Date

|Type |Plan Status |Current Status  |Action
Oz, Employes Rater, The Rater, The 2017 53

29-Ap-2016 DoD | Approved Plan Approved View v | Go

Sedect the link to seanch for completed plans,
| Hige Completed Plans/Appraisals

Completed Plans/Appraisals

1, Begin with entering search oiteria, The following fiekds can be entered in amy combination: &) Appraiszl Year only or b) Appraiszl Yesr and Event.
2. Select the Find button, Your results will be besed on your sesnch oriteris, If there is no ssarch oriterniz entered, your results will be 2ll Completed Plans/&ppraisals,

Appraisal Year b
Evant -
Clear
Records Displayed 10 «
Appraisal Year |A.ppra|'sa| D |Ty|)e |Euent |Euent Completion Date Reports/Forms
Mo search conducted.

MyPerformance Main Page Provide Guest Fesdback My Journal MyBi+ |CE My Bz ICE MyPerformance Logout Help Diagnostics

Figure 43 - MyPerformance Main Page - Completed Plans and Appraisals Section
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