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Getting Started - About DoD Performance Management Appraisal
Tool

MyPerformance helps employees and rating officials 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.

If you are new to the MyBiz+ self-service tool, pages 2 and 3 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 4 and start with ‘Creating a Performance Plan (Rating
Official)’.

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.

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.
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Figure 1 - DCPDS Portal Login Page - Certificate Selection

Read the Privacy Act Statement and select the Accept button.

Privacy Act Statement

The information you provide to the Defense Civilian Personned Data System (DCPDS) is covered by the Privacy Act of 1674. For questions regarding your
personal information please contact your local Human Rescurces Office

Authorities: 5 US.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 1386, DoD Instruction 1400 .25,
volumes 1100 and 1401; 20 CFR 1614 601; and £ 0.9397.

Principal Purposes: To allow covlian fund and pOropr fund) in the Dy
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, faslure to provide or update your information may require manual HR processing of the absence of some information

nd Security Pe

of Defense (DoD) to update personal

Accessbiity/Secton 508 | Privacy

Flgure 2 Prlvacy Act Statement

y | System Help Desk Contacts
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Rating Officials (Managers and Supervisors) Accessing
MyPerformance

From the MyBiz+ home page under Manager Functions in Key Services, select the Performance
Management and Appraisal link.

/%ﬁz+ Other DCPDS Applications W Favorites Customer Support @ Help Logout

Notifications
Your Personnel Action for the 2016 General Pay Adjustment is

. " - Read /
available! You can go to the Persenal or Position Detail tile and Unread Title
then select SF50 or NPA Personnel Actions. * W4 Information Review

LR N NN ] L

Welcome, The Rater The information is current as of 20-Jan-2016

% You have 1 unread notifications.

LE TR =T

¥ Provide Feadback

=2 Key Services 4 Last Personnel Action

Manage Key Services Type of Action: Name Change from ARM Hgazzh,Upybozugs D Education:
High school graduate or certificate of equivalency

MyPerformance
Rating Officials Guide

Start Date

23-Dec-2015

Manage My Views ¥

MyPerformance Effective Date: 10-Juk-2015
Training:
Manager Functions CLB 024 (DAU) COST RISK ANALYSIS INTRODUCTION (09-Feb-2015 - 09
-Feb-2015)
Performance Management and Appraisal
Certification/Licenses:
Apply Action(s) to Multiple Employees No Certificates/Licenses Available

Figure 3 - MyBiz+ Home Page identifying Performance Management and Appraisal

MyPerformance

MyBiz+ ICE MyBiz ICE MyPerormance Logaut Help

Provide Guest Feedback

Rating Official/Higher Level Reviewer

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

From the Main Fage, you can create, uptate and view employee Ferformance Flans; change the Rating Official and/or Higher Level Reviewer; view and print part or an entire plan afte i is created; cose a plan, and track the status of a plan.

You can aisa search for completed plans by selecting the “Show Completed Flans/Appraisals ink located at the bottom of this page.

To reate a Performance Flan Ta complete other actions described above:

Important: To become famillar with the columas, select the ‘Need Help?' link

Plans/ Appraisals In Progress.

TP Only Employees that have a plan in progress are listed below,
Create New Plan

Show Me All Appr v Appraisal AL v
Show Me ppratsals ppraisal Year AL Choose 2 Fon Type =

Recards Displayed 10 +
Employee Name [current Owmner |Rating Official Hame |Appraisal Year |Appraisal ID |Plan Approval Date [Type |Plan Status [Current Status |Action
No results found.

Select the link to search for Completed Flans.
¥ Show Completed Plaos/ Appraisal

You are now on the MyPerformance Main Page where you can create, update, and view your employees’
performance plans.

Figure 4 - MyPerformance Main Page

DEPARTMENT OF DEFENSE
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Performance Management Appraisal Procedures for Rating Officials

This section focuses on your use of the system as a rating official and details how to use the
Performance Management and Appraisal system to initiate, edit, view, and approve the performance
plans of employees.

At the beginning of the rating cycle (normally April 1), you or your employee initiate a new
performance plan. This is done for each employee you are responsible for rating. A new
performance plan will be created in the middle of the cycle if a new employee is hired.

Performance plans include a maximum of ten performance elements and related performance standards.
All elements are critical. You must have a minimum of one critical performance element.

There are two approaches to creating a performance plan:

= Notify your employee that you would like him or her to create the plan; or
» Create the plan for your employee.

In either case you should communicate with your employee about which option you choose, and
what you expect if your employee is to create it. This is particularly important to avoid rework if
your employee creates the plan and enters data that is incorrect or not what you expect. If you ask
your employee to create the plan and enter performance elements, you must ensure he or she knows
the relevant organizational mission/strategic goals.

Regardless of who initiates the performance plan, it can be left as an empty shell, in which the other
party enters the objectives, or the person creating it can enter initial objectives. After the
performance plan has been initiated, you and your employee can enter, edit, or review performance
elements as much as needed before the final transfer from the employee to you for approval.
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Performance Plan: Creating the Employee Plan (Rating Official)

Follow these steps to create a performance plan for your employee.

1. On MyPerformance Main Page create a new performance plan by selecting ‘DoD Performance

MyPerformance

Rating Officials Guide

Management Appraisal Program’ from the Choose a Plan Type drop-down menu depicted in Figures 5

and 6.

MyPerformance Main Page

Warning: This application is designed for sensitive unclassified personnel information anly. Do NOT enter classified information in this system. Unauthorized release
of dassified information is a violation of law and may lead to prosecution.
Froen the Main Page, you can creste, update and view employse Performance Plans; change the Rating Offcil andjor Migher Level Reviewer; view 3nd print part or an entre plan after & & created; closs 3 pian, and track the status of 3 plan.
You can a0 search for completed pians by selecting the *Show Compieted Plans/Apprasssis’ Ink iocated at the bottom of this page.
To craate 3 Pestormance Pan Tio enemplete other actions described above:
* Select Thoose 3 Pan Type' * Seect an oplion rom the ACHon column

+ Select Apprasal Pan Type' # Select the 'Go' button
* Select the ‘G’ button

Important: To become famiiar with the colimins, seiect the Need Help?” ink

TP Only Employess that have a pln in progress ace bsted below,

ShowMe Al Apprasats v ApprasalYew AL ¢ Choose a Pan Type =l '
Reconds Daplyed 10~
Employes Name |Current Gwner |Rating OMicil Name |Appraial Year  |Apprakal 1D |Plan Approval Date [Type Phan Status Status  |Action

View G

EHilIS Aocxiage, Qetxkenl L EHRIS Aocxinge. Gtk L EHRUS Axwskybusayy, Prkmitway U 2016 74 Dod  Pendng Pl in Progress

‘Seiect the Ik to search for Compieted Pars.
#) Show Completed Pang/ippriss

Figure 5 - MyPerformance Main Page

2. Select the Go button to navigate to the People in Hierarchy page.

Create New Plan

DoD Performance Manaaement Appraisal Proaram
Defense Civilian Intelligence Personnel System
|National Guard (Title 32)

Figure 6 - Create New Plan List of Values

3. The People in Hierarchy page allows you to see your employees. Select the employee for whom

you want to create a performance plan and select the Create button.

DEPARTMENT OF DEFENSE

=
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DoD Performance Management
Appraisal Program

Peopie in Hierarchy

The MyPerformance tool s orly avalatile to employees and supervisos position s covered by the agement Pokcy contained in DoDI 140025 Version 430, dated August 5, 2015, and whse organzation s scheduled for immedate transtion to the new pesfor

Expand Al | Colapse A1

FocusHame loccupational Code |position Name: Grganization |
=) EHRIS Axwskybosayu, Pmkmitvay U
EHRIS Accxige, (etdcni L 0201 Human Resources Management (0201) S6X70.HUMAN RESOURCES SPECIALIST (PLACEMENT). 2351539 AF09.APPR AF PERSONNEL CTR AFOSRIOFTHI01
EHRIS Bobvhi, ﬁﬂ[ﬂ]f 0201 HUMan ReSOUNCES Management (0201) 9GOIIHUMAN RESOURCES SPECIALIST (RECRUITMENT & PLACEMENT) 2376055 AR09 APPR AF PERSOMMEL CTR AFOSRID9FTH101 ¢

Figure 7 - People in Hierarchy Page

4. When a rating official creates a new performance plan, the rating official must acknowledge (using
Acknowledge button) that he or she has read and acknowledges their role and responsibilities during the
appraisal period each time before working in MyPerformance. Select the Acknowledge button.

DoD Performance Management
Appraisal Program

& Confirmation

Supervisory Commitment Statement

Tacknowledge my roke as a supervisor & vial in fostering a far, credibee, mumspamlpeﬂovmsyﬂm RS important that [ ensure elements are inked oals; establsh open communication;
monitor and evaluate employee performance; recognize and reward P address deficent

Avoutins Page  Privacy Statement

Figure 8 - Acknowledgement Page

5. The Create Performance Plan page is displayed. Review Setup Details and, if needed, make required
changes.

Create Pertorma noy Plas

Cancell and Return to Main Page

Howe bee?
I

Employee Name - EHIRES Bk, Ayztadl
4 Shew Errglote Detab

* Indicates requined fekd

* Foprasal Type  Aneusal Apgpraisal - Dol ~
TP This Apprassl Peicad Start Diate fepresents th St of the emgionie's parfomane svall ation Paited Unde T pl. e feview 300 Change the: date, I necescyy’,

® Approsal Pergd Bant Dwte 01-Apr-2016
* apprasa Perod End Dute 33 far-2017 O
Apprasal iffecove Date 01-Jun-2017 1

* Ratrg Ofcii Name  EHRLS Akt F 55,
* Higher Level Reviewer Name  EHRIS Auesqru, Xonand 9,

Figure 9 - Create Performance Plan Page

DEPARTMENT OF DEFENSE
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Table 1 - Create Performance Plan page - Setup Details fields and descriptions

This table provides a description of each of the Setup Details area fields.

*Appraisal Type The Annual Appraisal — DoD option appears by default.
*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, but can be changed as necessary

6. Select the Build New Plan button to go to the Plan > Step 1: Plan Details page.

Wylize TAD Logou

Creane Parformance P
Cancel and Beturn to Main Page

s te?
I

Empieryee Mame EHRIS Bolvhd, Ayt
=) Show Erngloee Debaly

* Indicates requred ek

Bl New Plan

TP Thee Apprasal Perind STt Date rerasants the St of the ampliyid's peforms LN i N T D PR® fiviw 30 ChaNGE TN e, I Rbtatiy

* Apprasal Perod St Date 01-Apr-2016 b |
® pprasal Perod End Dute 33 Wgar.2017 B
Apprasal effecove Dace 01-Jun-2017 [

= Ratrg Offci Name MRS Aoyt P4
* Migher Level Reviewer Name  EHRIS Auesqru, Xonaxd 4,

MyBize FAQ Lopout

Figure 10 - Create Performance Plan Page

7. The Step 1: Plan Details page is displayed. On this page you can review your employee’s
information to ensure it is correct. If not correct, make the necessary changes. If you need help on this
page, select the Need Help? link. The DoD Performance Management and 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 to save the information and go to the next tab.

& - DEPARTMENT OF l)l-);;—l.
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Step 1: Phn Detals JEETPEIE Step 3: Elements and Step &: App and

Employee Name  EHRIS Bbwhd, Ayzttril
= S Empioyes Detak

This screen allows you £ view and change the detals of your empioyee's performance plan.
Siep 1: Pan Detals

» Verfly the apprasal dates and higher level reviewer name s cormect, and, F applcable, make the necessary changes.
» Seect Save and Continue button 2 the bottom nght comer 10 move 1o Rep 2 Msson Gods.

TIP: Choose an Action - ocabed 2t the top right comer - alows for ssiection of other actions throughout the performande oyde.

For e gunce,

" Apprasi Type  Annual Appraisal - DoD ~ Pestormance Plan Approval Date
Plan Last Modfed Date

* Apprasa Perod End Dte. 31-Mar-2017

* ppprasal Effectve Date  01-Jun-2017

fating Offcal Name - EHRIS Aorwesloybocsaryu, Pmilmtwary U
Hgher Level Revewsr  EHRIS Avesqru, Xcnaxdu

Figure 11 - Plan>Step 1: Plan Details

Need Help? provides
information on what can

be done on each page.

* tpprasa Perod Start Date 01-Apr-2016 1 Created By EMRIS Axwskyborsayy, Pmiontway U

Select appro

step in the p

MyPerformance
Rating Officials Guide
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8. The Step 2: Mission Goals page is displayed. Enter your organization’s goals so they align with your
employee’s performance elements and standards and select the Save and Continue button. If you want to
go back to Step 1: Plan Details, select the Save and Go Back button.

P
e e R e et e W ) e A Al W A WOt

- Choose an Ackon — -

Empioyes Name  EHRIS Bobwhf, Ayrttzif
5 Show Empioyis: Detals

Dol Core Vahses: and Technical 1o duty, integrity, ethics, honor, courage, and loyalty.

This screen alows you o enter your employes's Component organizational values, misscn statements, o goaks which 2pply to ther perfermance eiements and standards,
Step 2: Mssion Goals.

® ENlEr your COmPOnent’s organaatenal values, MEson STatement, of goals drectly 1 the text box of copy and [aste flom another document.
» Sglect Save and Continue button 2t the bottom rght cormer to move to Step 3: Performance Blements and Standards.
» Select Save and Go Back button at the bottom right comes 1o 9o back to Step 1: Pan Detak.

For addtional gudance, sekect. beed Helg?

Enter goals here. You have alimit of 1400
characters.

Lt i 3400 characters) | sped check Counter

Save and Go Back ||| Save and Continue |

Atout thes Page Privacy Statement

Figure 12 - Plan>Step 2: Mission Goals

9. The Step 3: Performance Elements and Standards page is displayed. To add a performance element,
select the Add Performance Element button.

LW Reports/Forms

Step 1: Plan Details  Step 2: Mission Goals RaUCVRHIES (T URRIGRZLUCIDEILRSRTIE Y Step 4: Approvaks and Acknowledgments

Choose an Adtion v Go

Employes. Information

Employee Name  EHRIS Babvhi, Ayzttzijf
< Sttt Employes Detils

This screen alows you to add or update a performance eiement and view approved performance eements for your employee, Performance elements should be written using the SMART crieri, Seiect Meed more information? ink to view the SMART criteria,

Step 3: Performance Elements and Standards

» Select Add Performance Element button to add a new pedormance éement and standard(s).

» Sekect Update button under the Detals Action columin to update an unapproved pedomance dement.

o Select View button under Detals Action column 1 view an approved performance element.

» Select Delete ioon under the Detals Delete coumn 1o delete a performande eement.

» Select Save and Continue button at the bottom right comer to move to Step 4: Approvals and Admowiedgements,
» Select Save and GO Back button 3t the bottom right comer to go back to Step 2: Mission Goas.

For addtional guidance, sekect Need Help?
() J
Action Delete

Detals [Number fride istatus Element Type
Mo results found,

Saveand Go Back | Save and Qontinue

MyBz+ FAQ Logout

About this Page  Privacy Statement

Figure 13 - Plan>Step 3: Performance Elements and Standards
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10. The Add Performance Element and Standard(s) page is displayed. The asterisk (*) on the page

indicates that the field is required.

Add Pertormance Element and Standard(s)
* Indcates required feld

&
ot Ttie [PE 1 - Bement Tt
*

Date 04-Apr-2017

s Pending
4 18-Feb 2016

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

Spel Check Counter

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

Figure 14 - Add Performance Element and Standards Page

Table 2 - Performance Element and Standards Fields and Descriptions

DEPARTMENT OF DEFENSE
o

DCPAS 12

Defense Civilian Personnel Advisary Service
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The table below provides a description for each of the performance elements and standards fields. You

will need to fill in the following fields:

*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

This field defaults to Critical

*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 1,000. An employee can have no more
than 10 performance elements.

Table 3 — Decision Table for Performance Elements

The table below provides direction based on the scenario indicated. Take the appropriate action based on
the ‘If You...” scenario, using one of the following options:

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 the Go Back
to Performance Elements button

| Save | Go Back to Performance Elements |

DEPARTMENT OF DEFENSE

> I =
e, h
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11. Select the Save button and then the Go Back to Performance Elements button when you have
completed entering the performance elements.

Acg Element ang Standard(s)
* Indcates requred fed

o —

This screen alows you 1o a3 performance element and standard(s)

new performance dement and standard(s).

e Blements and Standards.

For addnonal gudance, sdect Need Help?

Perdormance Bement Number 1

Eemect Tt [PE 1 - Eement Ttk
* Performance Bement Stat Dace 05-Apr-2016 [
exanghe: 18P 2014
Perfoemance Blement Statis  Pending
Date Last Modfied  18-Feb-2016
* Performance Eement Type  Crical -

d Sundxd(s)

Ths information & based on the performance dement dentfied n PE 1

Gt 85 3300 aracteny Spell Check Courter

Figure 15 - Add Performance Element and Standards Page

DEPARTMENT OF DEFENSE
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12. Since performance elements have been added, you can update, add, or delete a performance element
as depicted in Figure 17.

=

Step 1: Plan Detals  Step 3: Mission Goak B bt PN PRr e Step 4: Approvalks and

- Choose an Acton - * | Go

Empioyes Name  EHRIS Beiovhl, Ayttt

" Shen Employee Detols

This screen allows you 1o add o update a performance sement and view approved performance siements for your empioyee. Performance sements should be written using the SMART criteria. Seiect Need more information? ink to view the SMART criteria.

Step 3: Performance Bements and Standards

' Select Add Performance Element button to add

» Select Update button under the Detals Action ¢
= Select View button under Detals Action colimn

« Select Delete koon under the Detads Delete column o delete 3 performance ssment
o Select Save and Continue bulton 3% the bettom right comer 1o Move o Step 4: Approvals and Acknowledgements.
» Seiect Save and Go Back button at the bottom right cormer t0 go back to Step 2: Mision Goaks.

For addtional guidance, séect Need Help?

‘Show Al Detaks | Hde A Detaks
Detais | Titke status |Blement Type
B 1 v PE 1 - Eement Tiie Perclig Crtical

If you need to delete a performance #ad G0 eck || Swwe snd Contiese

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

Figure 16 - Plan>Step 3: Performance Elements and Standards

13. You can review all the information you have entered on the performance plan before transferring it to
your employee for review.

- To view an individual performance element, select +Show. To collapse the performance element,
select -Hide. This function is available throughout the application.

[P0 Reports/Forms

Step 12 Plan Detals  Step 2 Mission Gook: [ R T RRRPRRRN e 4: Approvals and Adkmowledgments

- - -
Employee Information

Emgloyes Name  EHRIS Babwhi, Ayztezijf
= Show Emplovee Detal

This screen alows you b add of update a performance ekement and view approved performance elements for your emplbyer, Performance dements should be wrtten using the SMART crteria, Select Ned more information? Irik 1o view the SMART crteri,
Step 3: Performance Elements and Standards

« Ssiect Add Performance Element button to add 3 new performance dement and standard(s).

» Seiect Update button under the Detals Action colume to update an unapproved MANGE Sement,

» Select View buthon under Detals Action colume to view an approved performance slement
= Select Delete icon under the Detals Delete column o delete a performance dement.

« Select Save and Continue button at the bottom right comer to move to Step 4: Approvals and Acknowiedgements.
« Select Save and Go Back button at the bottom right comer to go back to Step 2: Mssion Goak.

For addtional guidance, sdect Need Help?

Title Status Element Type | Adtion Delete
PE 1 - Bement Ttie Pending Crtical Update -
PE 2 - Second Elsment Tite Pending Critcal Update 7]
PE 3 - Bement e 3 Pending Critcal Update 7]

Save and Go Back | Save and Continue

Figure 17 - Plan>Step 3: Performance Elements and Standards

» To view all details of employee’s performance elements, select Show all Details. To collapse,
select Hide all Details link.

& ‘ DEPARTMENT OF I)H%\I.
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14. At this point you have completed your employee’s plan and are ready to transfer it to the employee for
review. Select Transfer to Employee under the Choose an Action drop-down menu in the top right
corner of the page.

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

v/ [Go]
Employee Information
Employee Name EHRIS Bdbvhf, Ayzttzijf
+) show Employee Detals
This screen alows you to view and change the detals of your employee's performance plan. / /

Step 1: Plan Detais

o Verffy the appraisal dates and higher level reviewer name i correct, and, £ appicable, make the necessary changes.
o Select Save and Continue button at the bottom right corner to move to Step 2: Mission Goals.

TIP: Choose an Action - located at the top right corner — alows for selection of other actions throughout the performance cyde.

For addtond qudance, sekct Need Help? Cha'\?:‘ Rat L' O"‘(a H';~ er Level Reviewer

X J = ” ' =
* Apprasal Type  Annual Appraisal - DoD ¥ Performance Pian Approval Date Tl "{S.‘ ™”m -m
i = Pan Last Modfied Date ransier (0 &N ‘3\ o0
Appraisal Period Start Date  01-Apr-2016 Created By EHRIS

* Appraisal Period End Date  31-Mar-2017 : 1 T"K‘R p' m'ess

* Appraisal Effective Date  01-Jun-2017

Rating Offical Name ~ £rK1> Axwskypxsayu, Pmkmtway U Q’;‘o. J"] A \' .a n . -3
Higher Level Reviewer EHRIS Auesqzu, Xcnaxdu A AF LRSS -

Save and Continue

MyBiz+ FAQ Logout

About this Page  Privacy Statement

Figure 18 - Plan>Step 1: Plan Details

15. The Rating Official Notification to Employee is displayed. You have the option to transfer to the
employee with or without e-mail notification. If you choose to enter comments in the Message to
employee, your message will show up in the e-mail. Select Transfer to Employee without E-mail
Notification or Transfer to Employee with E-mail Notification button to transfer the performance plan
to your employee.

Rating Official Notification to Empiayee « EHRIS Beibvhf, Ayzitzijt

Trarster to Employes without E-mai Notfication

This screen alows you 1o send 2 Message 1o your empioyee regarding ther performandce planappraisal. The notfication can be sent with or wEhout an emal message,

& To provide additonal information to the empioyes, enter a message in thes text bax beiow Message tn Employes and seisct Transler to Empioyes with E-Mal Notfication button at top right corner.
o I you choose not to send a message, seiect Transfer to Employee without E-mall Notfication button, You vl need to contact the empicyes directy.
* Select Cancel button at top right comer to go back to previcws soreen without making any changes.

For addtional gudance, select Need Help?

If you select this

[Pease g0t your Prformance Management and Appraal 10 view O LpAatE your performance pan / button
Enterthe message to employee here.

Spell Chedk
Notice: You are about to contact EHRIS Bobwh, Ayattrlf by e-mal. Due to the unencrypied nature of this e-mal communication, please do not Indude amy non-publc information such a5 socal securty numbers or privacy act nformation i your e-mal

Figure 19 - Rating Official Notification to Employee

NOTE: If the employee does not have an email address in DCPDS, the page that appears will only give
you the option to send without email notification. You will also be advised to contact the employee to
have them enter an email address for work using MyBiz+.
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16. You will be navigated to the MyPerformance Main Page and will receive a confirmation that the
plan/appraisal has been submitted to the employee. The performance plan is now displayed under
Appraisals of (employee name) section on the MyPerformance Main Page. You no longer have

ownership and can only view the performance plan.

LI CUTRTA TR RIS Provide Guest Feedback

& Confirmation
The appraisal has been submitted to the employee.

Rating OfficialHigher Leval Reviewer

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.

From the Man Fage, you can create, update and view employee Performance Plans; change the Ratng Ol andjor Higher Level Reviewer; view and print part or an entre plan after & created; cose 3 pan, and ack the status of a pan,
You can also search for compieted plans by selecting the ‘Show Completed Plans/Appraisals” Ink located at the battom of this page.

To create a Performance Pan; T complete ather actions described above:

* Select ‘Choose a Flan Type' » Select an option from the Action column
¢ Select ‘Apprasal Plan Type' * Select the 'Go’ button

» Select the 'Go’ button

Important: To become famiar with the columns, seiect the "Heed Help?' ink.

Plans/ Appraisaks In Progress

#* TIP Only Empioyees that have a pln in progress are isted beiow.
Create New Plan

ShewMe Ml Agpratsals = ApprasalYeor ML = e s Pon Type v @]
Records Deplyed 10«
Employee Name |Carrent Owmer |Rating Official Name |Apprasal Year  |Appralsal ID  Plan Approval Date [Type [Plan Status  |Current Status  |Action
EHRIS Apcxdage, (etxkend L EHRIS Asowskybocsanu, Prkimitwary U 2016 T4 DoD  Pendng Pl in Progress Vew *  Go
- | Go

EHRIS Aocxiage, Qxetxkeonl L
EHRIS Bobvhi, Ayzttzif

DoD  Pendng Pl in Progress Vew

EHRIS Axwskybicsayu, Pmismitway U 2016 B4

EHRIS Bobwhf, Ayzttzif

Select the nk to search for Completed Plans,
+) S Complieted Plans/Apprisals

Figure 20 - Confirmation on MyPerformance Main Page
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Performance Plan: Editing the Plan (Rating Official)

After the performance plan has been created by either you or your employee, it may require edits and
further input from either you or your employee. 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 employee, or
= Creating new performance elements
After you have finished making edits and have finalized the performance elements, the rating

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

Follow these steps to review and edit the performance plan:

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

e Gl S P TR L Provide Guest Fesdback

Rating Official/Higher Level Reviswsr

MyPerformance Main Page

Warning: This application Is designed for sensitive unclassified personnel information only. Do NOT enter classified information In this system. Unautherized release
of classified information is a viclation of law and may lead to prosecution.
From the Main Page, you can create, update and view empioyee Performance Pans; change the Rating Official and/or Higher Lewvel Reviewer: view and print part of an entire plan after & & created; close a plan, and track the status of a plan.
“You can also search for completed plans by selecting the 'Show Complsted Plans/Appraisa’ Ink located at the bottom of this page.
To create & Performance Plan: To Compiete other ACHons described above:
»  Select 'Choose a Pan Type * Seect an option fom the ACon colsmn
* Select ‘Appraisal Plan Type' * Select the 'Go’ button
* Select the ‘Go' button

Important: To become familar with the comns, select the ‘Need Hep?” Ink,

Create New Pan

Show Me Al ADprasal *  Apprasa vear AL T Choose a Plan Type- - Go
Records Deplayed 10« \
Employes Name |current Owner |Rating Official Name: |Appraksal Year  |Apprabsal ID  [Plan Approval Date  [Type [Pln Status  |[Current Status  |Action

EHRIS Aocxiage, Quetxkonl L ' EHRIS Aoowsioybnesanu, Pmkmbwary L 2016 74 Do Pending Plan in Progress iew, ) GO

EHRIS Bokwhi, Ayztesl EHRIS Avcwskyt: kmitway U EMRIS Aswskybesayu, Prkmibway U 2016 84 Dol Pending Pan in Progress

Select the ink to search for Completed Plans.
=) Shos Completed Pans/Aporsals

Figure 21 - MyPerformance Main Page
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2. When a rating official updates an existing performance plan/appraisal (e.g., when the Action column
on MyPerformance Main Page reflects Update), the rating official must acknowledge (using the
Acknowledge button) that he or she has read and acknowledges their role and responsibilities during
the appraisal period each time before working in MyPerformance.

Myize FAD Logoot

& Confirmation
Supervisory Commitment Statement

Tacknowledge mry rok & a supervisor i wital in fostering a far, credible, and trarsparent performanice system. It & important that [ ensure performance elements ane inked th ongenizational performance goas; establsh open communication;
monitor and evaluate empioyes performance; recognize and reward performance, and appropriately address deficent performance.

Figure 22 - Supervisory Commitment Statement

3. The Step 1: Plan Details page is displayed. Review the Plan Details and, if needed, make required
changes. Select the Save and Continue button to navigate to the Step 2: Mission Goals tab.

L Reports/Forms

Step 2: Mission Goals _ Step 3: Elements and Step 4: and

- Choose an Action - > Go

Employee Information

Employee Name  EHRIS Bcibvhf, Ayztizijf
# Show Employee Detals

This screen alows you to view and change the detaik of your employee's performance plan.

Step 1: Plan Detais

« Verfy the appraisal dates and higher level reviewer name is correct, and, f appicable, make the necessary changes.
« Select Save and Contnue button at the bottom right corner to move to Step 2: Msson Goas.

TIP: Choose an Action — located at the top nght comner — alows for selection of other actions throughout the performance cyde.

For addtional guidance, select Need Help?

* Appraisal Type  Annual Appraisal - DoD Performance Plan Approval Date
Plan Last Modfied Date
Created By EHRIS Axwskybxsayu, Pmkmtway U

* Apprassal Period End Dab  31-Mar-2017
* Appraisal Effective Date  01-lun-2017 [
Rating Offical Name  ErK1s AxwsKyDxsayu, Pmkmitway U
Higher Level Reviewer EHRIS Auesqzu, Xcnaxdu

Save and Continue

* Appraisal Period Start Dab 01-Apr-2016 |

MyBiz+ FAQ Logout

About this Page  Privacy Statement

Figure 23 - Plan>Step 1: Plan Details
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4. The Step 2: Mission Goals page is displayed. Review the Mission Goals and, if needed, make
required changes. Select the Save and Continue button to navigate to Step 3: Performance Elements and
Standards tab.

Step 1: Plan Detais Step 3 Elements and Step 4 and

- Choose an Action - - | Go

Employes Name  EHRIS Boibvhf, Ayattaijf
= Shosy Emploves Detals

Dol Core Vahses: Leadership, and through to duty, ntegrity, ethics, honor, courage, and loyalty.

This screen allows you to enter your employee's Component organizational values, mission statements, or goals which apply to ther performance elements and standards.

Step 2: Mssion Gaaks

» Enter your Companent's crganizational values, mission staterment, of goals directly in the text box or copy and paste from another document.
» Select Save and Continue button at the bottom right comer to move to Step 3: Performance Blements and Standards.
+ Select Save and Go Eack button 3t the botiom right corner 1o go back to Step 1: Plan Detaks,

For addtional qudance, ssect Need Help?

(ot 1o 1400 characters) Spell Check Counter

Save and Continue

Figure 24 - Plan>Step 2: Mission Goals

5. The Step 3: Performance Elements and Standards page is displayed. If you need to add a
performance element, select the Add Performance Element button.

[l Reports/Forms

Step 1: Plan Details _ Step 2: Mission Goak B Ela Tl Step 4: Approvals and Acknowledgments

-- Choose an Action - v  Go
Employee Information

Employee Name  EHRIS Babvhf, Ayzttzijf
# Show Employee Detais

This screen alows you 1o add or update a performance element and view approved performance elements for your employee. Performance elements should be written using the SMART criteria. Select Need more information? nk to view the SMART criteria,
Step 3: Performance Elements and Standards

» Selact Add Performance Element button to add a new performance element and standard(s).

+ Select Update button under the Detais Action column to update an unapproved performance element.

+ Select View button under Detals Action coumn to view an approved performance element.

o Select Delete icon under the Detals Delete column to delete a performance element.

» Sekect Save and Continue button at the bottom right cormer to move to Step 4: Approvak and Acknowledgements.
+ Selact Save and Go Back button at the bottom right comer to go back to Step 2: Mssion Goaks

For addttional guidance, select Need Help?

Show Al Detais | Hide Al Detais

D
| Action | Delete

Details |Number fTitle |status |Hlement Type

fshow 1 ¥ PE 1 - Element Titie Pending Critical Update 7 |
Dshow 2 ¥ PE 2 - Second Element Tiie Pendng Critical Update 7 |
Hshow 3 ¥ PE 3 - Eement tite 3 Pending Critical Update | ]

Save and Go Back | Save and Continue |

MyBiz+ FAQ Logout

About this Page  Privacy Statement

Figure 25 - Plan>Step 3: Performance Elements and Standards
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6. The Add Performance Element and Standard(s) page is displayed. The asterisk (*) on the page
indicates 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 button and then select the Go Back to
Performance Elements button.

Agd Performance Element and Standard(s)
* Indcates requred fied

SIVPMMWMMM lhlrn(l Go Back to Performance Elements I

Figure 26 - Add Performance Element and Standards

7. If you need to update an existing performance element, select the Update button under the action
column. You can delete a performance element by selecting the Delete icon.

Step 1: Plan Detals  Step 2: Mission Goals ST R B PTTE SRR E PRI Step 4: Approvals and Acknowledgments

Choose an Action > Go

Empioyes Name  EMRIS Boibvhi, Ayrttzijt
+ Shiwe Emploves: Detals

This screen alows you te add of update a performance slement and view approved performance elements foe your employes. Performance elements should be written using the SMART critera. Select Need more information? ink to view the SMART critera.
Step 3: Performance Elements and Standards

» Select Add Perforn
» Salect Update but

sment and standard(:
unapproved

A If you need to delete a performance
*+ Select View button under Detals Action column to v n approved performance sement, .
+ Select Delete con under the Detals Delee columin 1 dekte a performance dement. element, select the Delete icon for
« Select Save and Continue button at the bottom right comer to Move to Step 4: Approvals and ACknowedgements. the performance element you want
« Select Save and Go Back button at the bottom right comer to go back to Step 2: Mesion Goals. to delete.
For addtional guidance, select Need Help?
__Md Performance Element
[Tithe [Status [Element Type Action | Delete
PE 1 - Eemnent Tithe Pendng Critic Update \ - |
PE 2 - Second Element Ttk Periding Crtcal Upedate -]
PE 3 - Elemnent tite 3 Pendng Crtscal Update | ’ 3
PE 4 - Elernent Titke 4 Pending o Update = |

Save and Go Back | Save and Continue

Figure 27 - Plan>Step 3: Performance Elements and Standards
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8. Review performance element, and, if needed, make required changes.

MyPerformance
Rating Officials Guide

Update Element and

* Indcates requred feid

Ths screen alows you to update a performance element and standard(s)

the performance dement and standard(s) i the text box below, o¢ copy and paste from another document.

rformance element.

e [PE2 - Second Bement Te
vt Oste 11-Apr-2017 [
Pending

4 18-Feb-2016

e COrcal -

Spell Check Counter

[Save | Go Back to Performance Elements

Figure 28 - Update Performance Element and Standards

9. Complete the page using one of the following options in the table below.
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Table 4 — Decision Table for use when editing Performance Elements and Standards

If You... Then...
Want to cancel the work that has been | Select the Go Back to Performance Elements button

created so far Go Back to Performance Elements

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

Want to save your updates periodically | Select the Save button

on the same page Save

Finished adding performance elements | Select the Save button and then select Go Back to
and want to return to the Performance | Performance Elements button
Elements and Standards tab

Save | Go Back to Performance Elements |

9. Once all of the changes have been made on the employee’s plan, you can do one or more of the
following:

« Transfer performance plan to employee for their review and concurrence, or

« Communicate with the employee the changes and receive concurrence without transferring to
employee, or

= Begin the approval process
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Performance Plan: Approving the Plan (Rating Official)

After you and your employee have reviewed and concur with the performance elements and standards
as written, you are ready for the performance plan approval.

During the approval process, you will document how the plan was delivered to your employee (i.e.,
face-to-face or telephone) and the date it was delivered.

If an employee is not available to acknowledge the plan or refuses to acknowledge the plan, you will
need to document this information.

As described earlier, the typical steps in the performance plan process are as follows. The steps
covered in this section are 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 the employee and rating official
before the plan is finalized.

3. The performance plan is approved by the higher level reviewer, as appropriate, or the rating
official documents the higher level reviewer approval.!

4. The rating official documents communication to employee and transfers the plan to the
employee for acknowledgment.

5. The employee reviews the performance plan and acknowledges that it was communicated to him
or her by the rating official.

! *As required by Component policy IAW DoDI 1400.25 V431
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Table 5: Plan Approval Steps

The below table provides the steps to be taken for obtaining approval of the performance plan.

Plan Approval Steps

,S\ltgﬁ]b or Performer Approval Step Status Description
1 Rating Official Request or Document | Not Started
(RO) Higher Level Review™ | Completed | RO has requested HLR
review or documented
that HLR review has
occurred*
2* Higher Level Review Not Started
Reviewer (_H LR), Completed HILR has approved the
as appropriate plan
3 Rating Official Document Not Started
Communication to
Employee
Completed | RO has entered
communication method
and date and transferred
to the employee or
proceeded to Step 4
4 Employee or Document Employee | Not Started
Rating Official Acknowledgment Completed | Employee acknowledged
receipt or RO has entered
communication method
and date

*As required by Component policy IAW DoDI 1400.25 V431
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Follow these steps for the performance plan approval:

1. At the MyPerformance Main Page select the performance plan you want the higher level reviewer to
approve or document the higher level reviewer approval, make sure Action column reflects Update and
select Go button. You must have ownership of the performance plan.

Rating OfficialHigher Level Reviewer
MyPerformance Main Page
Hesd Help?
Warning: This application is designed for sensitive unclassified personnel information only. Do NOT enter classified information in this system. Unauthorized release
of dassified information is a violation of law and may lead to prosecution.
e Plans; change the Rating Official andfor Highes Leved Reviewer; view 3nd prnt part or 3n entire plan alter 1 i created; dose 3 pln, and track the status of 3 pbn.
“Show Compieted Pans/Apprasal’ Ink incated at the bottom of ths page,
To create a Performance Flan: To compiete other actions described above:
+ Select 'Choose a Plan Type' o Select an opton from the Action column
» Select ‘Agpraisal Pian Type' o Selsct the 'Go' button
» Select the 'Go’ button
Important: To become famiiar with the columins, sslect the 'Need Help? ink.
#TIP Orly Employees that have a plan in progress are ksted bebw,
Create New Plan
Show Me Al Apprasals Apprasal Year AL T Choose a Plan Type - Go
Records Displayed 10~
Employee Name [Current Owner |Rating Official Mame |nppraisal Year  |Appraisal 1D |Plan Approval Date  [Type [Pln Status  [Current Status  Action
EHRIS Aocdage, Qretekonl L EHRIS ADOagE, Quebekenl L EHRIS Aacwskybrosayu, Prkmitwary U 2016 74 Dol Pendng Plan in Progress View G0
EMRIS Babvh, Ayzuzf EMRIS Acwskybisayu, Pmkmtway U EMRES Axwskybiesayu, Prokmtway 016 84 DoD  Peadng Plan in Progress Go
Select the Ink to search for Completed Pans.
£ show Completed Phns/Appraisals

Figure 29 - MyPerformance Main Page

2. When a rating official has update capability (when Action column on Main Page reflects Update), the
rating official must acknowledge (using Acknowledge button) that he or she has read and acknowledges
his or her role and responsibilities during the appraisal period each time before working in

MyPerformance.

& Confirmation
Supervisory Commitment Statement

T acknowiedge my roi s a supervisor & vitalin fostenng a far, cradibie, and transparent performiance system, It & mportant that [ ensure performance eiements are inked to organzational pedformanice goak; establish open communication;
mankor and evalsate employee performance; recognize and reward performance, and appropriately address deficent parformance.
Acknowledge

Figure 30 - Supervisory Commitment Statement
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3. Navigate to Step 4: Approvals and Acknowledgments tab by selecting the tab or by selecting the

Save and Continue button for a quick review. Then select the Start button for Step 1: Rating
Official — Request or Document Higher Level Review.

i

Step 1: Plan Details  Step 2: Mission Goals  Step 3:

Elements and Step 4: Approvals and Acknowlkedgments
= Choose an Action == v  Go
Empicyee Name  EHRIS Bbvhi, Ayzttzijf
) Show Empioyes Detals
This screen provides information regarding the detaled status of your employee's performance pian. Heed Heip?
Select "Show' Ink 1o sée approvals and acknowledgments information for each step.
& Select the 'Start’ button 1o compiete 3 Step.
Show Al Detals | Hide Al Detals
Detalls [Tasks Status Action
£ Showt Step 1: Rating Official - Request o Document Higher Level Review Not Started m
% Showy Step 2: Higher Level Reviewer - Review Nt Started e 1 Must be completed
# Show Step 3: Rating Official - Document Communication to Empioyee ot Started Step 2 must be completed
£ Show Step 4: Rating Officil - Document Employee Acknowledgment Not Started Step 3 must be completed
Save and Go Back
About ihis Page  Privacy Statement

Figure 31 - Plan>Step 4: Approvals and Acknowledgements
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4. The Plan>Step 4: Approvals and Acknowledgements page will appear. Note the Step 1 task has
been opened for detail review and additional information. The following options are available:

Option A: Select Option A if the higher level reviewer needs to review and approve the

performance plan.
» Change the name of the higher level reviewer, if neces

sary.

» Select Transfer to Higher Level Reviewer with or without email notification. (If there is no
email address for the higher level reviewer, you will only have the option to transfer without email

notification.)

« Enter a notification message to the higher level reviewer and select Transfer to Higher Level

Reviewer with E-mail Notification.

Option B: Select Option B if you are both the rating official and higher level reviewer.

Step 1: Plan Detalls  Step 2: Mission Goals  Step 3: Performance Elements and Standards JEEVES

Employee Name  EHRIS Belbvhf, Ayzetziif

Choase an Action ~ | Go

This screen provides information regarding the status of your employee's performance plan, Select ‘Show’ ink Lo see approvals and acknowledgments mformation for each step.

Show Al Detals | Hide Al Detals
Detalls | Tasks
- Hde Step 1: Rating Official - Request of Document Higher Level Review

ZT1P There are two options avalsbie to complete the step. I you are both the rating official and higher level reviewer, use Option B to document the approval
Option Al Transfer to the Higher Level Reviewer

Name: Title

EHRIS Asiskybiesayy, Pkmtwiay U Rating Offical
EHRUS Auesqzu, Xenaxdu

+ TIP Please select new HLR from kst of vaues, F requred.
Change Higher Level Reviewer [ERIS Auesqzu, Xonadu

Higher Level Reviewer

Message to Higher Level Reviewer

ides space for you 1o send a Higher Level Reviewer 3 message regarding an employee's Performance Plan, After witing the message, select the Transfer to High

lormance plan and t2ke he 2ppropriate action under the Approvas and

Spell Check

Status
Hot Started

er Level Reviewer with E-mal Notfication’

Notice: You are about to contact EHRIS Auesqau, Xcnaxdu by e-mal. Due to the unencrypted nature of this e-mal communicat tiomn, ples t include any non-put tion such as socil security numbers or privacy
‘act information in your e-mal
S S ———————
GEEEE vocument the higher level review has taken place by entering the folowing information

Higher Level Reviewer | EHRIS Auesgau, ¥cnaxdy 3, Method of Review -

Review Date Other Method

Show Step 2: Higher Level Reviewer - Review
£ Show Step 3: Ratng Offical - Documen
& Show Step 4: Rating Oifical - Documer

mmunication to Empioyee

cancel | | save

Not Started
Not Started
Not Started

Figure 32 - Plan>Step 4: Approvals and Acknowledgements
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5. The rating official is navigated to MyPerformance Main Page after selecting to transfer to the higher
level reviewer with email in Option A. The rating official will receive a Confirmation message stating
the plan/appraisal has been submitted to the higher level reviewer. Note the Current Status is now ‘Plan
Pending HLR Review.’

TP Provide Guest Feedback

& Confirmation
The appraisal has been submitted to the Higher Level Reviewer.

Rating O Level Reviewer
MyPerformance Main Page
hesd 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 viclation of law and may lead to prosecution.
FIom the Man Page, you Can create, Upaate and view empioyee Performance Pans; change the Rating Official and/or Higher Level Reviewer; view and prnt (art or an entre pan after i & created; doss 3 plan, 3nd track the status of a pan.

You can ao search for completed pans by selecting the "Show Completed Plans/Apprasals” ink iocated at the bottom of this page.

To create a Performance Plan: To complete other actions described above:
& Select 'Choose a Pan Type' + Sefect an option from the Action colamn
# Select "Appraial Plan Type' » Selact the 'Go’ button

» Select the ‘GO’ button

Important: To become farmiiar wih the coumns, seect the Need Hep? Ink,

Plans/Appraisals In Progress

#TIP Onily Employees that have a plan in progress are Isted below,
Create New Plan

Show Me Al Appraisals v AppresdYew ML T Choose s Pan Type < e
Records Dsplayed 10 ~

Employee Name |current owner |Rating Official Name: |Appraisal Year  |Appraisal ID  |Plan Approval Date  [Type |Plan Status  [Current Status Inction

EHRIS Aocxiage, Queetxonl L EHRIS Aocxiage. Qetxkon L EHRIS Axwskybxsayu, Pmkmbway U 2016 74 DoD  Pending Plan in Progress Wiew v | 6o

EHRIS Bolbvhl, Ayztizil EHRIS Auesqau, Xcnaxdu EHRIS Aorwskybixsayu, Pkmiviary U 2016 84 DoD  Pendng View - Go

Select the Ink to search for Completed Plans.
i - Pl

Figure 33 - Confirmation of plan to higher level reviewer - MyPerformance Main Page

6. Option B: Navigate to Step 4: Approvals and Acknowledgments tab and select Start button for Step
1: Rating Official — Request or Document Higher Level Review as was done in step 4 on page 23.
Option B is located in the lower portion of the page and provided here.

Don.llnenl the higher level review has taken place by entering the following mformation

Hgher Leva Reviewer |EHRIS Auesqru, Xcnadcy 4 Methcd of Review -
Review Date F OtherMehor [ ] Cancel | Save
H Ton Step 2: Higher Leval Reviewer - Review Not Started
8§ Show Step 3: Retng Officl - Dacument Communicztion to Employee wot Started
H Show Step ¢: Retng Offical - Dacument Employee Acknonledgment Mot Started

Figure 34 - Plan>Step 4: Approvals and Acknowledgements

7. If the higher level reviewer has given the rating official the authority to document the rating
official’s decisions and the higher level reviewer’s approval, the rating official will select Option B.
Option B also applies if the rating official is the higher level reviewer or there is no higher level
reviewer. The following options are available:
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Table 6 — Documenting the Higher Level Reviewer Process

e Change the name of the higher level reviewer, if necessary.

e Document the higher level review has taken place, enter the following information:
o Enter the Review Date, and
o Enter Method of Review and Other Method, if necessary (see below chart)

If You ... Then ...

Communicated the performance Select Face-to-Face or Telephone

plan by face-to-face meeting or from the Communication Method

telephone list of values (LOV), as appropriate

Communicated the peformance plan Select Other from Communication

using some other method Method LOV and enter a short
description of the method in Other
field (20 characters maximum)

e Select the Save button.

| EE E Mml the higher level review has taken place by entering the following mformation

Hgher Leva Reviewer | EHRIS Auesqzy, Xcnaccy 4 Method of Review 2l
g - ey
Review Oate d Face to Face Cencel

Telephone
Other

§ Srom Step Z: Highar Leval Reviawer - Review Not Started

# Show Step 3: Retng Offic - Dacument Communicztion to Emgloyee Not Started

¥ Srom Step 4: Ratng Offich - Document Employee Acknowledgmert Not Started

Go Back |

Figure 35 - Plan>Step 4: Approvals and Acknowledgements

8. Certify the information in this performance plan accurately documents the rating official’s decisions
and the higher level reviewer’s approval by selecting the Yes button.

- w"’:f"i DoD Performance Management
/ Appraisal Program

& Confirmation

I certify that the information in this performance plan accurately documents the Rating Official’s decisions and the Higher Level Reviewer's approval. ?

MyBiz+ FAQ Logout

About this Page  Privacy Statement

Figure 36 - Confirmation Certification of Plan Accuracy
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9. The next step would be to document communication to employee, select the Start button to the right
of the task titled: Step 3: Rating Official - Document Communication to Employee Start button.

LEUN Reports/Forms

Step 1: Plan Details  Step 2: Mission Goals  Step 3: Per [Elements and

Step 4: Approvals and Acknowledgments

— Choose an Action — ~ 6o |

Employee Information

Employee Name EHRIS Bdbvhf, Ayzttzijf
+) Show Employee Detais

This screen provides information regarding the detaled status of your employee's performance plan. Need Help?

« Select 'Show' ink to see approvals and acknowledgments information for each step.
= Select the 'Start’ button to complete a step.

Show Al Detais | Hide Al Detais
Details [Tasks

# Show Step 1: Rating Official - Request or Document Higher Level Review
&) Show Step 2: Higher Level Reviewer - Review

+) Sholv Step 3: Rating Official - Document Communication to Employee :

7) Show Step 4: Rating Omﬂah Document Employee Acknowledgment

[status
‘Completed
Completed

|action
Step 1 completed

Step 2 compi
=)
=1 Start
Step 3 must be completed

TSt

Not Started

Save and Go Back
MyBiz+ FAQ Logout
About this Page  Privacy Statement

Figure 37 - Plan>Step 4: Approvals and Acknowledgements

10. To document communication with employee has taken place, enter the following information using
the table provided.

e Enter the Communication Date, and

e Enter the Communication Method and Other, if necessary (see below chart)

Table 7 — Documenting communication with the employee

,*‘

If You...

Then...

Communicated the performance
plan by face-to-face meeting or
telephone

Select Face-to-Face or Telephone
from the Communication Method
list of values (LOV), as appropriate

Communicated the peformance plan
using some other method

Select Other from Communication
Method LOV and enter a short
description of the method in Other
field (20 characters maximum)

Tried to communicate to employee
and they refused to acknowledge
plan or not available to
electronically acknowledge it

Select Other from the
Communication Method LOV and
document it in Other field
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"Ll Reports/Forms

Elements and Step 4: Approvals and Acknowledgments

-- Choose an Action -

Employee Information

Employee Name EHRIS Bdbvhf, Ayzttzijf
+) show Empioyee Detais

This screen provides information regarding the detaied status of your employee's performance plan.

« Select 'Show’ Ink to see approvals and acknowledgments information for each step.
s Select the 'Start’ button to complete a step.

Show Al Detais | Hide Al Detais Communication Method
Details [Tasks |status |Action

4 Show Step 1: Rating Official - Request or Document Higher Level Review Completed Step 1 completed

(%) Show Step 2: Higher Level Reviewer - Review Completed Step 2 completed

=JHide step 3: Rating Official - Document Communication to Employee ot Sored = /

oxrl

Communication Date

Communication Method -

Other
Cancel | Save and Transfer to Employee for Ack ] Save and go to Step 4
(& Show Step 4: Rating Offical - Document Employee Acknowledgment Not Started Step 3 must be completed

MyBiz+ FAQ Logout
About this Page Prwacy Statement

Figure 38 - Plan>Step 4: Approvals and Acknowledgements

11. Once the Communication Date, Method and Other, if necessary, are completed, the rating offical
can either select Save and Transfer to Employee for Acknowledgment or Save and go to Step 4.

For this scenario, the rating official selects the Save and Transfer to Employee for
Acknowledgment button.

B o]

Step 1: Plan Details  Step 2: Mission Goals  Step 3: Performance Elements and Standards R GUERENIE RN IET AT v el
— Choose an Action v Go |
[Employee Information
Empioyes Name  EHRIS Fxaxtrgpg, Byxkmn
(& Show Empioyee Detals
This screen provides nformation regarding the detaled status of your employee's performance plan. Need Help?
» Select 'Show’ Ink to see approvaks and acknowledgments information for each step.
» Select the 'Start’ button to complets a step.
Show Al Detais | Hde Al Detals
#Show Step 1: Rating Offical - Request or Document Higher Level Review Completed Step 1 compieted
= Show Step 2: Higher Level Reviewer - Review Completed Step 2 compieted
=JHde  Step 3: Rating Officil - Document Communication to Employee Not Started Start
Communication Date  [25-Apr-2016 5
Communication Method M
other |
|Ciw.e| I Save and Transfer to Employee for Ac to Step 4
[ Show Step 4: Rating Official - Document Employee Acknowiedgment Not Started Step 3 must be completed
Save and Go Back |

MyBiz+ FAQ Logout

Figure 39 - Plan>Step 4: Approvals and Acknowledgements
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12. The rating official can send the employee a message regarding the performance plan or transfer to
the employee without an E-mail notification. If you need to send an email message, select Transfer
to Employee with E-mail Notification button. If there is no need for an email message, select
Transfer to Employee without E-mail Notification.

Rating Official Notification to Employee - EHRIS Beibvh, Ayzttzijf

[[cancel | Transfer to Employee without E-mail Notification | Transfer to Employee with E-mail Notification |

Message to Employee

This screen provides space for you to send your employee a message regarding his or her Performance Plan. After writing the message, select the Transfer to Employee with E-mai Notfication' button to send the message.
For additional guidance, select Need Help?

Please proceed to the Performance Management and Appraisal and select the Approvals and Acknowledgments tab located under the Plan taband -
complete Step 4. Once you've acknowledged, a copy of the DoD PMA form wil be avaiable in the Completed Plans and Appraisals area.

Spell Check

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

MyBiz+ FAQ Logout

Figure 40 - Rating Official Notification to Employee

13. The rating official is navigated to MyPerformance Main Page. The rating official will receive a
Confirmation message stating the plan/appraisal has been submitted to the employee. The employee will
need to acknowledge receipt of their performance plan.

MRS EN VARG Provide Guest Feedback

 Confirmation
The appraisal has been submitted to the employee.

Rating OfficialiHigher Level Reviewer

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.

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

You can also search for completed plans by selecting the 'Show Completed Plns/Appraisals' ink located at the bottom of this page.

To create a Performance Plan: To complete other actions described above:
« Select 'Choose a Plan Type' « Select an option from the Action column
o Sekect 'Appraisal Pian Type' « Select the 'Go’ button

» Select the 'Go’ button

Important: To become famiar with the columns, select the 'Need Help? ink.
Plans/Appraisals In Progress

“TIP Only Employees that have a plan in progress are isted below.

Create New Plan
Show Me Al Appraisals ~  AppraisalYear AL <~ ~Choose a Plan Type- ¥ | Go
Records Dspayed 10 ¥
Employee Name |current Owner |Rating Official Name |Appraisal Year  |Appraisal 1D [Plan ApprovalDate  [Type [Plan Status |Current Status  |Action
EHRIS Aocxagc, Qetxkenl L EHRIS Aocxiage, Qxetxkenl L EHRIS Axwskybxsayu, Pmkmtway U 2016 74 25-Apr-2016 DoD  Approved Plan Approved View v 6o
EHRIS Bbvhf, Ayzttzif EHRIS Bobhf, Ayzttzif EHRIS Axwskybxsayu, Pmikmtway U 2016 84 15-Apr-2016 DoD  Approved Pian Approved View v | Go

Figure 41 - Confirmation of plan to employee - MyPerformance Main Page
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14. For this scenario, the rating official selects Save and go to Step 4 button since the employee may
refuse to acknowledge the plan or not be available to electronically acknowledge it, etc.

pon
Step 1: Plan Details  Step 2: Mission Goals  Step 3: Performance Elements and Standards [E3GERENIGYE SED LT O W AT T

— Choose an Action — v  Go
Employee Information
Employee Name EHRIS Bdbvhf, Ayzttzijf
+ Show Employee Detais
Need Help?

This screen provides information regarding the detaled status of your employee's performance plan.

« Select 'Show' ink to see approvals and acknowledgments information for each step,
» Select the "Start’ button to complete a step.

Show Al Detais | Hide Al Detais

Details (Tasks Status |ction

[ Show Step 1: Rating Official - Request or Document Higher Level Review Completed Step 1 completed

) Show Step 2: Higher Level Reviewer - Review Completed Step 2 completed
Mot Started Start

EIHide step 3: Rating Official - Document Communication to Employee

Communication Date ~ 20-Apr-2016 [
Communication Method  Face to Face ~ \
Other
Save and Transfer to Employee for Acknowledgment d

Mot Started Step 3 must be completed

7] Show Step 4: Rating Offical - Document Employee Acknowledgment

Save and Go Back

MyBiz+ FAQ Logout

Figure 42 - Plan>Step 4: Approvals and Acknowledgements

MyBiz+ ICE My Biz ICE MyPerformance FAQ Logout E

Figure 43 - Confirmation of Movement to next step

15. Select Yes that you are sure you want to go to Step 4.

DEPARTMENT OF DEFENSE

> =

< 34 March 7, 2016

Defense Civilian Personnel Advisary Service



MyPerformance

.BEGINNINGS Rating Officials Guide

16. The Start button is available for Step 4: Rating Official — Document Employee Acknowledgment.
Select Status button.

Progress Reviews | Annual Appraisal | Narrative Statements | Reports/Forms | Manage Guest Partidpants

Step 1: Plan Detalls ~ Step 2: Mission Goals ~ Step 3: Performance Elements and Standards BT EHENIGELERLENG W ) S0
== Choose an Acton - v | Go |
Employee Information
Empioyee Name - EHRIS Fxaxtrgpg, Byxkmn
1) Shiow Employes Detais
This screen provides information regarding the detaled status of your employee's performance pian. Need Help?
» Sekect 'Show' ik to see approvals and acknowdedgments information for each step,
# Select the 'Start’ button to complete a step.
Show Al Detais | Hide Al Detals
Details Tasks Status |Action
) Show Step 1: Rating Official - Request or Document Higher Level Review Completed Step 1 completed
7 Show Step 2: Higher Level Reviewer - Review Completed Step 2 comy
@ Show Step 3: Rating Official - Document Communication to Empioyee Completed Step 3 compieted
) ShOW Step 4: Rating Official - Document Employee Adknowiedgment Pending Emp! Acknowiedgment
Save and Go Back

MyBiz+ FAQ Logout
About this Page  Privacy Statement

Figure 44 - Plan>Step 4: Approvals and Acknowledgements

17. To document employee acknowledgment, enter the following information:

= Enter Acknowledgment, and
= Enter Other Method, if necessary

Table 8 — Documenting the employee’s acknowledgement

If... Then ...

Employee is unable to acknowledge Select Unable to Sign, No System

performance plan due to out of Access or Employee Declined from

office, no system access, or declined the Acknowledgment list of values
(LOV), as appropriate

Performance plan was Select Other from

acknowledged using some other Acknowledgment LOV and enter a

method short description of the method in
Other Method field (20 characters
maximum)

« Enter Date and select Save button.
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m Progress Reviews | Annual Appraisal [ Narrative Statements | Reports/Forms I Manage Guest Partidpants

Step 1: Plan Details ~ Step 2: Mission Goals ~ Step 3: Performance Elements and Standards [RSEE RN E NN SIS I T

- Cho

Employee Information

Employes Name  EHRIS Fxaxtrgpg, Byxkmn
+) Show Empioyee Detals

This screen provides information regarding the detaled status of your empioyee’s performance plan.

« Select "Show' link to see approvals and acknowiedgments information for each step.
« Select the 'Start’ button to complete a step.

Show Al Detas | ide Al Detals Acknowledgme
Detalls Tasks Istatus

@) Showi Step 1: Rating Official - Request or Document Higher Level Review Completed Step 1 completed

#) Show Step 2: Higher Level Reviewer - Review Compieted Step 2 compieted

%) Show Step 3: Rating Official - Document Communication to Employee Completed Step 3 completed
=) Hde  step 4: Rating Official - Document Employee Acknowledgment Pending Empl Acknowledgment /,y-/a
¥TIP These fields are auto-populated at the tme of employee acknowledgment. If the employee i not avalabie or refuses to acknowledge Eths area accordingly.
Acknowledgment *

Other Method |

Date 2

==

MyBiz+ FAQ Logout

Figure 45 - Plan>Step 4: Approvals and Acknowledgements

18. Step 4 has been completed, select Return to Main Page from the Choose An Action drop-down
menu.

Progress Reviews | Annual Appraisal | Narrative Statements | Reports/Forms | Manage Guest Participants

Step 1: Plan Detals  Step 2: Mission Goals ~ Step 3: Performance Elements and Standards BSGHERELGTE RN G

= Choose an Action - v 6o |
||
Employee Name  EHRIS Fxaxtrgpg, Byxkmn -- Choose an Action -
) Show Employee Detals Change Rating Official or Higher Level Reviewer
ransfer to Rating Official 3

This screen provides information regarding the status of your employee's performance plan. Sekect 'Show’ ink to see approvaks and acknowledgments information for each step. Track Progress
| ‘Return to Main Page | |

Show Al Detals | Hide Al Detals

Detais [Tasks Istatus

) Show Step 1: Rating Official - Request or Document Higher Level Review Completed
#Show Step 2: Higher Level Reviewer - Review Completed
) Show Step 3: Rating Officil - Document Communication to Employee Completed
) Shoof Step 4: Rating Offca - Document Employee Acknowledgment Competed |

MyBzs FAQ Logout

About this Page  Privacy Statement

Figure 46 - Plan>Step 4: Approvals and Acknowledgements
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19. The Current Status is Plan Approved and the rating official still has ownership of the
performance plan.

MyPerformance
Rating Officials Guide

MyPerformance Main Page

Rating Official/Higher Level Reviewer

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.

From the Main Page, you can create, update and view employee Performance Plans; change the Rating Official and/or Higher Level Reviewer; view and print part or an entire plan after & i Created; close a pian, and track the status of a plan.
You can akso search for completed plans by selecting the 'Show Completed Plans/Appraisals' ink located at the bottom of this page.

To create a Performance Pan: To complete other actions described above:
o Select 'Choose a Plan Type'

o Select ‘Appraisal Plan Type'
o Select the 'Go' button

« Select an option from the Action coumn
o Select the 'Go' button

Important: To become famiar with the columns, select the ‘Need Help?” ink.
plans/Appraisals In Progre

“TIP Only Employees that have a plan in progress are isted below.
Create New Plan

Show Me Al Apprasals X -Choose a Plan Type- v | Go |

Appraisal Year AL ¥

Records Dsplayed 10 v Pre

Employee Name |current owner |Rating Offidal Name |Appraisal Year |Appraisal ID |Plan Approval Date  [Type [Plan Status |Current Status |Action

EHRIS Reqzo, Imfytbpp EHRIS Rcqzo, Imfytbpp EHRIS Yzqfotzfz, Nvmuyezct Z 2016 75 01-Feb-2016 DoD Approved  Plan Approved View | 6o
EHRIS Fxaxtrgpg, Byxkmn EHRIS Yzqfotzfz, Nvmuyezct 2 EHRIS Yzqfotzfz, Nvmuyezct Z 2016 16 01-Jun-2015 DoD Approved  Plan Approved Update v | Go
EHRIS Regzo, Imfytbpp EHRIS Yzqfotzfz, Nvmuyezct 2 EHRIS Yzqfotzfz, Nvmuyezct 2 2017 45 04-Jan-2016 DoD  Modfied Plan Returned for Change Update v | Go |
EHRIS Rcqzo, Imfytbpp EHRIS Yzqfotzfz, Nvmuyezct Z EHRIS Yzqfotzfz, Nvmuyezct Z 2016 11 03-Aug-2015 DoD Approved  Plan Approved Update v |6Go]
CPMS Czajkowski, Courtney W EHRIS Yzqfotzfz, Nvmuyezct Z EHRIS Yzqfotzfz, Nvmuyezct Z 2016 12 04-May-2015 DoD Approved  Plan Approved Update ) [€oi)
EHRIS Reqzo, Imfytbpp EHRIS Yzqfotzfz, Nvmuyezct Z EHRIS Yzqfotzfz, Nvmuyezct Z 2017 38 20-Apr-2016 DoD  Approved Narrative Statement Completed Update v 60
EHRIS Rcqzo, Imfytbpp EHRIS Roqzo, Imfytbpp EHRIS Yzqfotzfz, Nvmuyezct Z 2016 41 04-May-2015 DoD  Approved _Pending Employee Acknowledgment View v | Go

IEHRIS Fxaxtrgf yxkmn EHRIS Yzqfotzfz, Nvmuyezct Z EHRIS Yzqfotzfz, Nvmuyezct Z 2016 54 01-Mar-2016 DoD _ Approved Plan Approved Update ¥ [iGol| ]

EHRIS Ckutmuxe, ajvsft EHRIS Yzqfotzfz, Nvmuyezct Z EHRIS Yzqfotzfz, Nvmuyezct Z 2017 55 04-Feb-2016 DoD  Approved Plan Approved Update v | 6o
EHRIS Rcqzo, Imfytbpp EHRIS Yzqfotzfz, Nvmuyezct Z EHRIS Yzqfotzfz, Nvmuyezct Z 2017 56 01-Feb-2016 DoD  Approved Progress Review in Progress Update v | Go

Records Dsplayed 10 ¥

Figure 47 - MyPerformance Main Page
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