Steps to Creating an NSPS Performance Plan
Performance Appraisal Application (PAA) Version 2

Options

NSPS performance plans can be created by an employee or a supervisor (rating
official). This step-by-step guide covers both approaches.

The examples shown in this guide are using the default dates for the rating cycle

ending 30 Sep 2008 (rating year = 2009).

Employee actions:

Description See Page
Create draft performance plan, transfer plan to rating official 2
Acknowledge perf plan, retain or transfer back to rating official 29
Rating Official actions:

Description See Page
Enter weights, approve objectives (employee-created plan) 8
Create performance plan 12
Approvals and Acknowledgements 19
Higher Level Reviewer actions:

Description See Page
Review plan, approve (or return), transfer back to rating official 25
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Employee-lnitiated Plan

Create draft performance plan, transfer to rating official.

Step Employee Action
1 Employee logs into Self-Service: “My Biz” = “NSPS Appraisals (My Biz)”:
=) Department of Defense
MNavigator
WMy BizR S My Biz
by Information
Update My Information
MSPS Appraisals (My Biz) h
2

Welcome Page: Select “Go to Main Page”:

Introducing a fASter, easier way

1o access My Biz, My Workplace, and
HE Professional applications!

» COMING SOON - a new Defense Civillan Personnel Data
System (DCPDS) Portal for accessing My Biz, My Workplace, and
HR Professional applications via your Common Access Card (CAC).

» The DCPDS Portal eliminates the need for use of current login
IDs and passwords.

«» Additional information will be provided in the coming weeks,

?

Go To Main Page |
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Step

Employee Action, continued

Performance Appraisal Application Main Page: Select “Create” button by “Standard
Appraisal’:

Performance Appraisal Application (PAA) Home Loopd Prafersnces Heln Parsonsize fpge
Viersion 2.0

T LCE Appraisals
My Appraisals

Performance Appraisal Application Main Page

Haed Help?
Duick Guides
Wamning The Performance Appraisal Application is designated for sensitive unclassified personnel
rformation only, Do NOT anter classified information in this system. Unawthonzed raleass of classihad

nformiation is a violation of law and may lead to prosecution
Appraisals of Clopp, Meda J

Standard Appraisal [ |_Creabs |

Table Size |10 »
Employes Name |Ervaltd By |Cllrmn1 Orwenier Iﬂpplnisal Year |I!alil15 Offlicial Name |E'ml1| |ﬂppmisnl Status |\I'Iaw Update Delete Print
Clapp, Neda J Bevones, Pate PPM 2008 Wattenberg, Brtteny  Eardy Annual - NSPS  Pending PPM Approval @ : &

B S

Note: This employee already has a performance plan from the last rating cycle (Appraisal
Year is 2008). The Appraisal Status is “Pending PPM Approval,” meaning that the appraisal
is ready for review by the pay pool panel.

Create Standard Appraisal: Setup Details: Check dates, change if necessary, select
“Next”:

Version 2.0 MRz Sugossbions Home Loooul Frefsrences Crock Heln Persensize Fooo

a Performance Appraisal Application (PAA)

Safup Details Sl W e
Create Standard Appraisal: Setup Details
Carcal ] | Sawe ) | Transferio Rating OfStial | Step 1 of 3 [Heat )
Heed Help?
Quick Guides

Employes Information
Employes Narme Meda Clapp

B Show Employes Detalls

B Show Placement in Pay Band

Check
Setup Details
® Indicates required field dates

Appraisal Type  Annual Appraisal - NSPS
= Agpraisal Penod Stant Date | 01-Oet. 2007 E

= Appraizal Period End Date | 30-Sep-2008 E
= Appraisal Effectios Date  |01-Jar-2009 El
= Rating Official Narme  |Wialtenberg, Brtteny .gy

i
Wiew Paformance Indicator Inforrnation  Performance Indicators that apply to this employes are
Professionalifnalytic Band 2 (3

Cance| | (Sava | | Trantfer o Raling Official | Step 1 of 3 Negd

Default dates for the current rating year are displayed by default. Change only if necessary
(continued on next page):
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Step Employee Action, continued

4, e Appraisal Period Start Date: Change if your organization is spiraling in during this

rating

con’t cycle (spiral 2 — use your conversion date), or you are a new employee (started working for

establishing an extended rating period covering part of the prior rating cycle.
e Appraisal Period End Date: Do not change unless instructed to do so.

instructed to do so.

this organization after the rest of the organization — use your starting date), or you are

e Appraisal Effective Date: Always January 1 of the following year. Do not change unless

5 Create Standard Appraisal: Overview (top):

should be provided to you by your supervisor or management.
2. Select “Add Objective” to add job objectives.

1. Type in (or copy and paste from another document) your organizational mission
/ strategic goals. The source for or location of your organizational mission and goals

9 Performance Appraisal Application (PAA)

Employee Information

Employes Name Heda Cloy
P=Shiow Employes Dotails o " 1 - Type (orpaSte)
P=Show Flacement in Pay Band 0rgar‘l|zatl0na|
Mission I Strategic
P=Show Setup Detalls GOﬂ'S

Relevant Organizational MissloniStrategic Goals

Premde the best Installabons in the Waorld, supporang the best Army in the Wdd

Manage installations and facilties in support of the Asmny Manage Relevand and Ready Manpower through Army Force Generation (ARFORGEN)

Enable the Training of Soldiers and Adaptive Leaders by providing and mantaining high-quality training areas, ranges and facilities

Support and Sustain the All Volunteer Force by provding a high quality of ke, caring for Soldiers, Army Civilians, and Army Families; and improving Soldiar
and Family housing

Providi Infrastruciung and Suppont by adpsting the Army’s glabal fasipnnl and by implemanting Busingss Trangfarmation mibiabroks 10 neduce operating
cosls while delivering better senices on Army installstions

2 - Select Add

Mo resulis found

Version 2.0 MyEE Suggerliong Home Logoid Pratidsicad Parinaize Peoe
Setup Details Ohandbi W RS
Create Standard Appraisal: Overview
S Tramsar b Fraunu Cifficial Ba:h! Step 2 of 3 |Mext
Nead Help?

Chuaick Guides

ADVISORY:; Information included in this section w¥ print on the “official” DD Form 2906 Test, March 2006, Depatment of Defenze NSPS Pearformance Plan Intarim Re

Countar
Objective
Job Objectives
d Obiective
Mumbar Title Status Optional Weight (%) Update Dalate
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Step

Employee Action, continued

Add Job Objective:
1. Select Objective Number.
2. Enter a Title for the Objective.
3. Check the Start Date (change only if you are on a non-standard cycle).
4. Enter the text of the objective (type, or copy and paste from another document; note
character limitation and counter).
5. Scroll down to identify Contributing Factors (next step).

T
Varsion 2.0 MeBT Suooestions Home Loood Erefefences Personsize Paeos

6 Performance Appraisal Application (PAA)

_._

BT WN

Add Job Objective
= Indecates required field Cancel | | Sive ) | Save and Add Another | | S and Retum 1o Ovirdew Page |

Heed Help?

1 — Select ;

Objective Number 2 — Enter

Mamn Clopp, Meda - R -
Objective Title

Cbjective Number i / ]

= Dbjactive Trle Evalustion of ndustrial Propemy Pragrams

e e 3 = Check Start

St o W — ——— Date

(eample: F8-Maorv-.

Job Obgective Status 4 = Enter
Dite Lagt ModiSied Objective Text

Job Objectie

W you need hielp in wiling job abpectrves, go to the [SUCCESS traitng course
Accormphish the review, analysis and evaluation of curment of projected indusinal properly programs in accordance with established timelines and spphcable
laws, regulations_ agréements and policies. Coordinale with represeriaives of the Army, other serices, and DoD components in developing, moniborng
and gvaluaing joind indusinal propetdy programs. Based on these meviews and analysis, complete program enhancemends in a tmely manngr per published
[t and IMCOM guidance. |

5 = Scroll down

B0 1 D00 ot 8 Counter |

Select Contributing Factors:
1. Select one or more Contributing Factors.
2. Select “Save and Add Another” to add another job objective (repeat steps 6-7).
3. When done, select “Save and Return to Overview Page”.

Select Contributing Factors
& TIP Ger

I Technical Proficienc e [Cicustormer FocusiE

[ Caitical Thinking/™ . ClResowce hﬂi_ﬂa_iwmanl-[l;'
[l Cosperation and Tearmworkil! k CLeadershipls!

0 Carmrmunse afiand )
1 — Select one or more
Contributing Factors

2 — Select Save
and Add Another

Gancel | | Save | | Save and Add Anoiher | | Save and Retum fo (vervew Page |
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Step Employee Action, continued

8 After selecting “Save and Return to Overview Page,” select “Next”:

Job Objectives

Add Objecie
Humbar Title Status Optional Welght (%) Update Delate
1 Evaluation of Indusirial Peopery Programs FENDING Ié;? |
r Indugirial Propery Inspections FENDING 5“‘? .
3 Special Projects PENDING ﬁ? |

Component Unigue Infarmation

Save TraneTes 10 Rating Omcial | | Back | Step 2 0f 3 [Ne

9 Create Standard Appraisal: Review: Select “Transfer to Rating Official™:

@ Performance Appraisal Application (PAA)

Version 2.0 MYENT Slapaeetions  Hofe LGosd Prafsrsnces Phiionalle Pass
Setup Details  Overdew  Review
Create Standard Appraisal: Review
Retum io Wain Page | | Back| Step 3 of 3 (_Transfar io Rating Official |
Heed Help?
Quick Gui
& TIP To make changes 10 the appraizal, chick Back

Employee Information
Employes Mames  Meda Clopp

B=Show Employee Details
P-Show Placement in Pay Band

P=Show Setup Detalls
BeShow Relevant Organizational Misslon/Strategic Goals

Job Objectives

Details Mumber Title Status Optional Weight (%)

P=Show 1 Evaluation of Industeial Property Programs FENDIMG
PShow2 Industrial Propedy Inspections PENDING
bShow3 Special Projects PENDING
Taotal Scone Cormments
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Step

Employee Action, continued
10 Share Appraisal Details with Rating Official: Select “Transfer to Rating Official”:
Performance Appraisal Application (PAA)
WVersion 2.0 WeENz Sugqestons Home Logod Frefererces Persorokze Page
Share Appraisal Details with Rating Official
When you chek Transfer 1o Rating Official, ownesshep of this appeaisal ransfers to the Rating Official Ccancel | | Trangfer bo Rating Offcial |
Matification Message for Rating Official
carcel | | Trangfer to Rating Ocisl |
11

Performance Appraisal Application Main Page: Check confirmation, Logout:

@ Performance Appraisal Application (PAA)

Home Logoef Preferences Mg Porsonalos Peos
Version 2.0
L LER Appraisals
My Appraisals
[F. Confirmation
The appraisal has been submitted to the raling official
f Performance Appraisal Application Main Page
Heed Halp?
Quick Guides
Warning The Pedormance Appraisal Apphcabon 15 designated for sansitive unclassified parsonnal
information anby. Do NOT enter ¢l

assifiad infarmation in this systam
nformation is a violation of law and may lead to prose

nathonzed release of classifed

Appraisals of Clopp, Neda J

Takle Size |10

Employas Ilimnll:rulwd By |Curu|11 Ohwmar |.I'Ipp|a }ul‘faarIRming Official HnquEwm
Clapp, Meda J Clopp, Noda J Wattenberg, Brtteny 20089

Standard Appeaisal | Creale |

|.ﬁ-p|:ll’ﬂ|'li| Status I'Ulruw Update Delete Print
Wattenbasg, Britteny  Annual Apprassal - NSPS Ongoing E &

Clopp, Meda J Eerrones, Pete PPM 2004 ‘Wattenbeeg, Britteny  Eardy Annual - NSPS &

Pending PP Approval E ;
P' +
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Rating Official Actions (Employee-Initiated Plan)

Review draft plan, add weights, and approve objectives.

Step Rating Official Action

1 Log in to Self Service - Navigator screen: Select “My Workplace” = “Appraisals”:

° Department of Defense

vy Smgedtions Logod Pretevences Crogle Heln Perporaize Page
Navigator Favarites
= -
] M.i_ E z My Workplace EQH Faroes
= | ‘h Al Action Awgiting Your Alterdicn Afler uging your browser to actess DCPDS, elose
Sppraisals h all of your broweger windews and riSlan & riw
IM;: E*'ar:‘nrlgg Infiparation Browsar session. Somatimes the browser can holid
\pidate My Indnimation

that infaemation in memary (8 q cache, #1c) and
somi web sites know where 10 look 1o find &, Fos
rnane indormation Click here

2 Welcome Page: Select “Go to Main Page”:

Introducing a fAster, easier way

1o access My Biz, My Workplace, and
HR Professional applications!

» COMING SOON - a new Defense Civillan Personnel Data
System (DCPDS) Portal for accessing My Biz, My Workplace, and
HR Professional applications via vour Common Access Card (CAC).

» The DCPDS Portal eliminates the need for use of current login
IDs and passwords.

« Additional information will be provided in the coming weeks.

?

Go To Main Page |
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Step

Rating Official Action, continued

Performance Appraisal Application Main Page: Select Update icon (blue pencil) for
desired employee:

Performance Appraisal Application (PAA) Home Logoul Preferences Help Personalize Page
Version 2.0
MNofifications Appraisals
Main Appraiser
Performance Appraisal Application Main Page
Meed Help?
Quick Guides

Warning: The Performance Appraisal Application is designated for sensitive unclassified personnel

information only. Do NOT enter classified information in this system. Unauthorized release of classified

information is a violation of law and may lead to prosecution
PlanslAppraisals in Progress
Show Me _AII Appraisals | Appraisal Year _ALL | _Standard Appraisal | Create \.I
Table Size |10 v
Employee Name]Clealed By |Curten1 Owner l', prai 'Yeal[Plan Approval Date [Plau Status]ﬁpplaisal Status |v£ew UpdgDealete Close Print
Clopp, Neda J Clopp, Neda J YWattenberg, Britteny 2009 Pending Ongoing E / i C)
Mowery, Lesley N Wattenberg, Britteny Wattenberg, Britteny 2009 18-0ct-2007 Approved  Ongoing / ® ‘g
Mewton, Vasiliki - Mewton, Vasiliki MNewton, Vasiliki 2009 10-Sep-2007 Approved  Transferred E i % @
Clopp, Neda J Berrones, Pete PPM 2008 12-Jun-2007 Modified Pending PPM Approval @ ‘3
Mowery, Lesley N Wattenberg, Britteny PPM 2008 26-Oct-2006 Approved  Pending PPM Approval Q;
b Show Completed Plans/dppraisals

Rating Official Review page: Select Update Plan / Appraisal:

Performance Appraisal Application (PAA)
Version 2.0 MyBiz Suggestions  Home Logowt Preferences Personsize Page
Rating Official Review
|_Change Rating Official | ( Transferto Employee ) | Update PlanfAppraisal | | Submit Recornmended Ratings | | Retun to Main Page )
? Need Help?
Quick Guides
Employee Information
Employee Name MNeda Clopp
B-Show Employee Details
P=Show Placement in Pay Band
P Show Setup Details
B-Show Relevant Organ rategic Goals
Job Objectives
Show All Details | Hide All Details
Details Number Title Status  Optional Weight (%) Adjusted Weight (%) Rating Contributing Factor Impact Adjusted Rating
P=Show 1 Evaluation of Industrial Property Programs PENDING
P> Show2 Industrial Property Inspections PEMDING
B-Show 3 Special Projects PENDING
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Step

Rating Official Action, continued

Update Plan / Appraisal page: Scroll down to Job Objectives, use “Show” and “Hide”
links to view objective text and details:

Job Objectives

Show All Details | Hide All Details

- ljusted Weight Contributing Factor
Details Number — Title Use “Show” and “Hide” ) Rating Impact Adjusted Rating
Ve | Eragame =1 links to view job objectives

Additional Details

tive  Accomplish the review, analysis and evaluation of current or projected industrial property programs in accordance
with established timelines and applicable laws, regulations, agreements and policies. Coordinate with representatives

of the Army, other services, and DoD comp ts in d ping, g and luating joint industrial property
programs. Based on these reviews and lysis, plete program enh ts in a timely per published
DA and IMCOM guidance.

Contributing Factors Cooperation and T,
Last Modified Date  30-Nov-2007

k

Industrial Property Inspections APPROVED
Special Projects APPROVED

Update Plan / Appraisal page: Add weights:

Job Objectives

@ TIP Only "Approved” Job Objectives will be used to calculate the rating of record and average score, All "Approved” Job Objectives with assigned optional weights must
aqual a total of 100%. All weights, assigned and adjusted, must be a minirmum of 10% and displayed in increments of 5

Add Objective | | Approve )
lect All | Select None
Objective Optional ljusted Contributing Factor Adjusted
Select Details Number Title Status  Weight Weight (%) Rating Impact Rating Update Delete
O Show/! & Evaluation of Industrial

PENDING e
Property Programs

Vel |
Vel |
Ve |

O pShow|2 &
O Pshow|3 &

Industrial Property Inspections PENDING
1
Special Projects PENDING

Component Unigue Information

Note: Weights must total 100%.

Update Plan / Appraisal page: “Select All” objectives, select “Approve”:

Job Objecti
@ TIP Only “
equal a

1 — Select All

& L]
used to calculate the rating of record and average score. All "Approved 2 - Appl’OVE

ional weights must
=signed and adjusted, must be a minimum of 10% and displayed in increMeEme o o

Add Objective ) | ApBrove )
Select Al | Select Mone
Objective Optional Adjusted Contributing Factor Adjusted
Select Details Number Title Status  Weight Weight (%) Rating Impact Rating Update Delete
BChow|1 Evaluation of Industrial PENDING | 40%
Property Programs / i
b=Show|2d * Industrial Property Inspections PENDING 40% ~ / ]
BShow|3 ¥ Special Projects PEMNDING 20% ¥

VAR |
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Step

Rating Official Action, continued

8 Update Plan / Appraisal page: Once objectives are approved, add the Army values to
the Component Unique Information block, then select “Save and Continue™:

Job Objectives

Select All | Select None

@ TIP Only "Approved” Job Objectives will be used to calculate the rating of record and average score. All "Approved” Job Objectives with assigned optional weights must
equal a total of 100%. All weights, assigned and adjusted, must be a minimum of 10% and displayed in increments of 5

|_Add Objective | | Approve |

Objective Optional Adjusted Contributing Factor Adjusted
Select Details Number Title Status Weight Weight (%) Rating Impact Rating Update Delete
0O P Show|l ¥ Evaluation of Industrial APPROVED 40%
& Property Programs 2 f ﬂ
how | 2 % Industrial Propery APPROVED 40%
Inspections / ]
YER Special Projects APPROVED 20% v / i

Component Unique Information

Army values are to be listed in
this section: Loyalty, Duty,
Respect, Selfless Service, Honor,
Integrity, Personal Courage

(Limit to 4400 characters) Counter l

Cance| ] | Save | | Save and Continue )

Proceed to Approvals and Acknowledgements, page 19.
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Supervisor-Initiated Plan

Create performance plan.

Step Rating Official Action

1 Log in to Self Service - Navigator screen: Select “My Workplace” = “Appraisals”:

° Department of Defense

vy Sunoedtions Loggul Pretevences Cragle Help Pergoradze Page
Navigator Favarites
= ;
] M-i E z My Workplace |l Pavonges
= | ‘h Al Action Awgiting Your Alterdicn Afler uging your browser to actess DCPDS, elose
Sppraisals h all of your broweger windews and riSlan & riw
I'_xj_ﬂ._?.?_':_e.._Lr‘ m rL '| Infiperaation Browser session, Somatimes the browser can hold
i} ale My IF & lidi= 1 1Tl

that infaemation in memary (8 q cache, #1c) and
somi web sites know where 10 look 1o find &, Fos
rnane indormation Click here

2 Welcome Page: Select “Go to Main Page”:

Introducing a fAster, easier way

1o access My Biz, My Workplace, and
HR Professional applications!

» COMING SOON - a new Defense Civillan Personnel Data
System (DCPDS) Portal for accessing My Biz, My Workplace, and
HR Professional applications via vour Common Access Card (CAC).

» The DCPDS Portal eliminates the need for use of current login
IDs and passwords.

« Additional information will be provided in the coming weeks.

?

Go To Main Page |
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Step

Rating Official Action, continued

3 Performance Appraisal Application Main Page: Select “Create” button by “Standard
Appraisal”:
0 Performance Appraisal Application (PAA) Homs Logod Praferences Mk Personskzs Pegr
Wersion 2.0 )
[T TR Appraisals
Performance Appraisal Application Main Page
Mend Help?
Quick Guides
Warning: The Performance Appraisal Application is designated for sensitive unclassified personnel
information andy. Do NOT enter classiiad infarmatian in this system. Unauthonzed ralsase of classifiad
information is & violation of kaw and migy bead o prosecution
PlansiAppraisals in Progress
Show Me ANl Appraisals  »  Apprasal Year ALL |~  Standard Apprarsal » | Creabs )
Tabde Size |10 »
Employos Ham-]iwmd Hy |C|lrum Oramar [ﬁpprihﬂ ‘fwrll'lan Approval Date IF'IH 51ﬂlw|ﬁppln}ul Status |'u'|ew Updaie Delete Close Print
Clopp, Meda J Clopp, Meda J ‘Wattenberg, Britteny 2009 Pending Ongaing E Jf a9
Mewdon, Vaziliki - Newton, Vasiliki Newton, Vassiki 2009 10-Siap-2007 Appeoved  Transfarmed E e ] iﬁ
Clopp, Neda J Blerrories, Pete PPM 2008 12-Jur- 2007 Bodded Pending PP Appreval E : 7 1’-&
Bbowery, Lesley N Watlenbery, Beitteny PPM 2008 26-0ic1-2006 Approved  Pending PPM Approval E prd @
B S Car I.,',-_-,-_ i Plar _-_i praiSE
4 Create Performance Plan: My Rating Hierarchy page: Select “Create” icon by

employee’s name:

Performance Appraisal Application (PAA)
—— MyEiT Suogesions Home Looos Preferences Porsonsizs Page
Appraisals Main Appraiser >
Create Standard Appraisal: My Rating Hierarchy
Return 10 Main Page |
Heed Help?
OQuick Gui
& TIP Select the employes for whom you wish 1o create a performance plan by clicking the Create icon to the right of the employee’s narme
Emplayee
Focus Employee Name Occupational Code Position Name Organization Create Information
¥ Seitteny
Waltenberg
L P Deangelo 20100 wendory Management 94068 SUPY INVENTORY MANAGEMENT L & ARMY GARRISON FORT RILEY E
Melda Specialist (NSPS) SPEC 135534 ARBA APPR HQ AREAWTVILSA 01
Kirstin 0345 Logistics Management 36076 LOGISTICS MANAGEMENT U & ARMY GARRISON FORT RILEY - E
Figtsam 0346) SPECIALIST. 133703 AREA APPR HQ ARBAWITVMAS 01
Lakesha 0318 Secretary [0318) 94075 SECRETARY (OFFICE LS ARMY GARRESON FORT ¥ _. E
Comifort AUTOMATION). 119640 ARBA APPR HE ARBAWTYIAA 01
Lesley 0346 Logistcs Management 120217 LOGISTICS MANAGEMENT U S ARMY GARRISON FORT RILEY: E
Miowery Specialist (NSPS) SPEC. 135295 ARBA AFPR HG ARBAWIVIAS 01
Wil Matenas 0345 Logistics Management 93014 SUPY LOGISTICS MANAGEMENT L 5 ARMY GARRESON FORT RILEY -
Specialist (NSPS) SPEC 135515 ARBA AFPR HQ ARBAWIVMAA 01
Neda Clopp 1103_lndu$1||al Propedy 02157 INDUSTRLAL PROPERTY LS ARMY GARRISON FORT RILEY n* @
Specialist (NSPS) SPEC.135330 ARBA AFFR HQ ARBAWINNAA 01
Sherilyn 200 Ieventory Managerment 134824 INVENTORY MANAGEMENT LI 5 ARMY GARRISON FORT RILEY _'
Grarat Specialist (NSPS) SPEC 135529 ARBA AFFR HO ARBAWIVMAA 01
Vasiliki 0346 Logistics Management 96076 LOGISTICS MANAGEMENT L 5 ARMY GARRISON FORT RILEY _._ E
Mewdan Specialist (N3PS) SPEC 135504 ARBA APPR HE ARBAWITVILAA 01
Retum o Main Page

o If an employee is not listed, correct or update the rating hierarchy.
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Step

Rating Official Action, continued

Create Performance Plan: Setup Details page: Check dates, change if necessary (see
below), then select “Next™:

@ Performance Appraisal Application (PAA)

Version 2.0 MyBiz Suggestions Mome Lol Fraferonces CracleMel Personaizs Pege
Setup Detals Tl R 1
Create Standard Appraisal: Setup Details
Cancal Save | Step 1 of 3 |Mex
Heed Help?
Quick Guides
Employee Information
Employae Marme  Lesley Moweny
b Show Employes Details
B Show Placement in Pay Band
Setup Details ChECk
ndicates quire dates
= Appraigal T\"r.e Annual Appraisal - NEPS

» Appraigal Penod St Date  |(01-0ct-2007 ﬂ
= Agpraisal Periad End Oate [0-Sep2008 | [B]
= Appracgal Effective Date | Of-Jan-2009 E

= Rating Ofbcial Mame  |Wattenberg, Britteny d?

Wiew Parormance Indicator Infornation  Performance indicators thal apply to this employes are
Professionalinalytic Band 2 (&

S nca| Save | Step | of 3 | Mext

Default dates for the current rating year are displayed by default. Change only if

necessary:

e Appraisal Period Start Date: Change if your organization is spiraling in during this rating
cycle (spiral 2 — use your conversion date), or this is a new employee (started working for
this organization after the rest of the organization — use the EOD date), or you are
establishing an extended rating period covering part of the prior rating cycle.

e Appraisal Period End Date: Do not change unless instructed to do so.

e Appraisal Effective Date: Always January 1 of the following year. Do not change unless

instructed to do so.
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Step

Rating Official Action, continued

Create Standard Appraisal: Overview page (top):
1. Typein (or copy and paste from another document) your organizational mission
/ strategic goals.
2. Select “Add Obijective” to begin adding job objectives.

Performance Appraisal Application (PAA)
Version 2.0

MR Sumeatons Mot Logod Pislereloen Fersonakze e

Sefup Defails  Ovardew  Foview

Create Standard Appraisal: Overview
Save | | Bark| Step 2 of 3 | Hed )
Nood Help?
Quick Guides

& TIP ADVISORY: Information included in 1t clion wiil print on be “official™ DD Foom 2306 Test, March 2006, Depatment of Defenze NSPS Pedormance Plan Intenm Review

(s)Clnseout Assessment Annual Perfomance Appraisa
Employee Infarmation
Ermplayes Nama  Leslay Mewery 1-Type (or paste)
P-Shew Employes Details Organizational
b Show Placement in Pay Band MiSSiOr‘I , Strategic
Goals

P=Show Setup Datalls

Relevant Organizational Mission/Strategic Geals

Prewide the best Installations in the World, supponting the best Army in the World

Manage installstions and facilities in suppor of the Army Mansge Relevant and Ready Manpower throwsgh Asmy Foree Generation [ARFORGEN)

Endble the Trairang of Saldiers and Adagivg Leddérs by prowding and mantaining highe quality iraireng areds, ranges and facilties

Suppert and Sustan the Al Voluntear Farce by prowiding a high quality of ife, canng for Soldees, Army Cealians, and Anmy Famibies, and impeeang Soldisr
and Family howsing

Pravide Infasiruciure and Support by adjusting the Army's global footprint and by implementing Business Transfamation iniliatives o reduce operating
costs while delvanng better sardces on Amy installations

2 - Select Add

Lid bo 1400 characsers) Objectlve aritar
Job Objectives
@ TIP Only “Approved™ Job Objectives will be used to calculate the rating of record and average score. All “Apgproved” Job Obsectives ned opfional weights must
equal & total of 1000%. All weights, sssigned and sdjusted, must be a minimum of 10% and deplayed in increments of 5
d Objective | | Appiove |
Select Number Title Status Optional Welght (%) Adjusied Welght (%) Job Objective Rating Contributing Facter Impact Adjusted Rating Update Delete
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Step

Rating Official Action, continued

7 Add Job Objective page:
1. Select Objective Number.
2. Enter a Title for the Objective.
3. Check the Start Date (change only if you are on a non-standard cycle).
4. Enter the text of the objective (type, or copy and paste from another document; note
character limitation and counter).
5. Scroll down to identify Contributing Factors (next step).
Performance Appraisal Application (PAA)
Version 2.0 MyERE Sugnastions Homs Loool Prafevencss Personsize Page
Ovarvew
Add Job Objective
o Indicates required higld Ca mo!; Sanie Savir and Add Another | | Save and Retun o Cverdew Page |
Meed Help?
1 — Select Ouick Guides
e Mowen L""‘g Objective Number 2 - Enter
Objacteve Numbar 1 = Objective Title
= Olbpectore Tile Riviiw and Analysis of Logisties Programs
(Enter o bo 80 characters I 3_ ChEGk swrt
= Start Dte 0-Oct2007 | [i) —— - Date
{enample: 28N 007
Job Objecive Status = 4 — Entter
e Last Motes Objective Text
Job Objecines
If you need help in writing job objectives, qo to the [Success irsining course
Ml:ﬂﬂ‘lphih th nEmEw, Efla|:f$|3 and evaluatoon of cument of pll’.‘;EﬂEﬂ |l'.'l§l5|.ll2$ Programs in accondance with established timelings and apphtable s
requlations, agreements and policies. Coordinate with representatives of the Army, other services, and Dol components in deweloping, monitoring and
ivaluating jomt logistics programs. Based on these revibws and analysis, compléte program enhancements in a imely mannes per publishied DA and
BACOM gusdance. |
(st e 5 — Scroll down Foume
Select Contributing Factors
8 Select Contributing Factors:

1. Select one or more Contributing Factors.
2. Select “Save and Add Another” to add another job objective (repeat steps 7-8).
3. When done, select “Save and Return to Overview Page”.

Select Contributing Factors

& TIP Generally, morg than 3 eontnbuting factors should be selected for & sangle job abpecivg, The superasony [ob objecing must, & & rmifmmurm, be subect to the
Leadership contributing factor. Additional information for each contributing factor can be found by clicking the icon after each factor
[ Technical Praficiency S [ Customer Focusi)
[ Critical Thinking<! CIResaurce Management )
[l Copperatson and TiarmwomkiZ] k ULuidurshlpJ;-'F—'
0 Carmrnunec afiond?
1 - Select one or more 2 — Select Save
Contributing Factors and Add Another

Canced | | Save | | Save and Add Anofher | | Save and Retum fo Ovarview Page |
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Job Objectives page (after selecting “Save and Return to Overview page”):
1. Use the drop-down menu to select the weight for each objective (they must total
100%b).
2. Select “Select All”.
3. Select “Approve”.
4. Type in the Army values in the Component Unique Information block.

"J:H?C 2 — Select —— 1 - Select weightsfor | ol 3-—Select —
Wi & used to Cal - - Approved ob WEIGNLS Mmus
o “Select AllI” | assigned and o each objective Lyed inincrements of] - Approve”’

\_Add Objective | | APprove )
Select All | Select None

Objective [Optional Adjusted Contributing Factor Adjusted
Select Details Number Title Status eight Weight (%) Rating Impact Rating Update Delete
O pShow|l ¥ Evaluation of Industrial APPROVED 40% +
Property Programs / ‘
Industrial Property APPROVED 40% v
Inspections ) / i
Special Projects APPROVED 20% v / /]

Component Unique Information

Army values are to be listed in
this section: Loyalty, Duty,
Respect, Selfless Service, Honor,
Integrity, Personal Courage

(Limit to 4400 characters) Counter

Step

Rating Official Action, continued

10

Create Standard Appraisal: Review page: Select “Continue” (Note: Job objectives are
approved.):

Performance Appraisal Application (PAA)
e WlNE Soggestions Hofe Logged Prateences Peviohaie Pags
Sefup Details P Hiadaw
Create Standard Appraisal: Review
B fen 3ol 3 | Contrua
Hood Help?
Quick Guides
& TIP To make changes to it
Empleyes Infoarmation
Emgloyes Name  Lesley Mowary
b=Show Employes Details
P=Show Placement in Pay Band
P=Show Setup Details
P=Show Relewant Organizational Mission Strategic Goals
Job Objectives
Dptlenal Weight  Adjusted Weight Contributing Factor Adjusted
Details Number Title Status ) %) Rating Impact Rating
P=Show 1 Rewiew and Analysis of Logistics APPROVED A0
P‘mg:ams
P Chow 2 Evaluation and Inspection Teams APPROVED 4D
P=Chow 3 Special Projects APPRCOVED 20
Total Score Comments
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Step Rating Official Action, continued

11 Rating Official Review page: Note Confirmation:

% Performance Appraisal Application (PAA)
Version 2.0 MyBiz Suggestions Home Logowut Preferences Personalize Page

Confirmation H

Your changes have been saved.

Rating Official Review

Change Rating Official ) | Transfer to Employee ) | Update PlanAppraisal ) | Submit Recommended Ratings ) (_Return to Main Page )

Need Help?
Quick Guides

Employee Information

12 Proceed to Approvals and Acknowledgements (page 19).
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Rating Official Approvals and Acknowledgements

Three steps:

1.

Obtain or document higher level reviewer approval. Two options: (A)
transfer the plan to the HLR in the PAA, or (B) document the HLR approval
(without transferring the plan).

Document the form of communication used to inform the employee.

Obtain or document employee acknowledgement. Two options: (A) transfer
the plan to the employee for them to acknowledge, or (B) document that the
employee has received the plan (without transferring the plan).

Step Rating Official Action
1 Rating Official Review page: Scroll down to Approvals and Acknowledgements area:
£ % Performance Appraisal Application (PAA)
y/ Version2.0 MyBiz Suggedtions Home Logowd Prefersnces Personalize Page
Rating Official Review
Change Rating Official ) ( Transfer to Employee ) | Update Planfpp ) |_Submit R ded Ratings | | Retum to Main Page |
Need Help?
Quick Guides
Employee Information
Employee Mame Neda Clopp
P-Show Employee Details
P-Show Placement in Pay Band
B-Show Setup Details
P=Show Relevant Organizational Mission/Strategic Goals
Job Obj
Scroll down to Approvals
Showe Al |
And ACKnOWIedgements area Jptional Weight  Adjusted Weight Contributing Factor Adjusted
Details N %) (%) Rating Impact Rating
P> Show 1 Eval trial Property APFROVED 40
Progr
PShow 2 Industn ity Inspections APPROVED 40
PShow3 Special cts APFROVED 20
Approvals and Acknowledgements
Performance Plan
Step 1 - Higher Level Review: There are two options available to complete this step.
- Option A: Transfer to the Higher Level Reviewer (HLR) in the PAA Request HLR
OR
- Option B: Document the higher level review has taken place by entering the following information:
Review Date HLR Name &
Method of Review b Other
_Save |
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Step | Rating Official Action, continued

1. HRL Approval, Option A

Step 1, Option A (transfer to HLR): Select “Request HLR” (if using Option B, proceed
to step 9):

Approvals and Acknowledgements

Performance Plan

Step 1 - Higher Level Review: There are two options available to complete this step. ‘

- Option A: Transfer to the Higher Level Reviewer (HLR) in the PAA RegquestHLR )

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

HLR Name re
Method of Review v '

Other

\_Save )

Submit Performance Plan for Higher Level Review — Option A: Check the higher level

reviewer’s name. Ifitis correct, select “Transfer to HRL and proceed to step 7. Ifitis
not correct, proceed to step 4:

Performance Appraisal Application (PAA)
Version 2.0

MyBiz Suggesfions Home Logowt Preferences Personslize Page
-

Submit Performance Plan for Higher Level Review - Option A

2 - If OK, select

“Transfer to HLR” Need Help?
Quick Guides
&TIP If you are both the Rating Official AND Higher Level Reviewer, use Option B to document the approval .
1 — Check (_Cancel | | Transferto HLR
Approvers HLR name
Name

Level
Rating Official
Higher Level Reviewer

Wattenberg, Britteny
Arqueta, Floyd C

@ TIP Please select new HLR from list of values, if required
Change Higher Level Reviewer ,,sf

Notification Message to Higher Level Reviewer. Enter your message, and click Transfer to HLR.

(Cancel ) | Transferto HLR )
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Step Rating Official Action, continued

4 Change HLR:

1. Type the HLR name in the “Change Higher Level Reviewer” block (last name
(comma) first name or initial).

2. Select the Find icon (flashlight).

@ TIP If you are both the Rating Official AND Higher Level Reviewer, use Option B to document the approval,

2 — Select
Find icon

((Cancel ) ( Transferto HLR

1 -Type
HLR name |

Rating Official
Higher Level Revi

Ed

Approvers

Name
Wattenberg, Britteny
Arqueta, Floyd C

@ TIP Please select new HLR from I_|s1 of values, igfequired.
Change Higher Level Reviewer  berranes, g

5 Change HLR, continued — Search and Select: Change Higher Level Reviewer window:
Select “Quick Select” by the correct name:

< | https://hydra.chrcs.army.mil: B007 - Search and Select List of Values - Microsoft Internet Explorer

Search and Select: Change Higher Level Reviewer
[ Cancel ) ( Select ‘i
Search

Select a field to ‘Search By'. Next, enter a value in the text field. Partial searches must begin with the first few characters of the
search field followed by the %" e.q., Smi% or 02%. Select the "Go" butten, Select the 'Quick Select’ icon next to your

selection.
Search By | Name v‘;'hermnesl,lp 1(a)
Results
Quick

Select Select Name Paosition Title Occupational Series Organization

(@) B Berrones, 02235.5UPY LOGISTICS 0346.Logistics U S ARMY GARRISON FORT

== pete MANAGEMENT Management Specialist RILEY HQ ARBAVIVMAA 01
SPEC. 1353587 ARBAAPPR (NSPS)
About this Page
| Cance| | | Select F
£] Done S ® Internet

6 Change HLR, continued: The new HLR now displays. Select “Transfer to HLR”:

@ TIP If you are both the Rating Ofiicial AND Higher Level Reviewer, use Option B to document the approval. ) i
Cancel ) | Transferto HLR )

Approvers

Name Level

Wattenberg, Britteny Rating Official
Berrones, Pete Higher Level Reviewer

@ TIP Please select new HLR from list of values, if required.
Change Higher Level Reviewer |Berrones, Pete
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Step

Rating Official Action, continued

Information page: Select “Yes”, then proceed to step 11:

Performance Appraisal Application (PAA)
Version 2.0

MyBiz Suggestions Home Logout Preferences

(D Information
Do you wish to submit the Performance Plan on Clopp, Neda to Arqueta, Floyd for Higher Level Review ?

|

\No ) (Yes)

1. HRL Approval, Option B

Step 1, Option B (document HLR approval): Select “Request HLR:

Approvals and Acknowledgements

Performance Plan
Step 1 - Higher Level Review: There are two options available to complete this step.

v

- Option A: Transfer to the Higher Level Reviewer (HLR) in the PAA RegquestHLR )
OR
- Option B: Document the higher level review has taken place by entering the following information:
Review Date HLR Name {
Method of Review v Other
| Save )
9 Documenting HLR Approval: Enter fields as shown:
Approvals and A Sl
Performance Pla 1 - Enter 2 — Enter Method 4 — Select
Step 1 - Higher | ' of Review Find icon

Review Date

- Option A3
OR
- Option B: Document the highe! el review ha

lace by entering the following infor

Review Date | 17-Oct-2007
Method of Review | Verbal A

HLR Mame |Arqueta, Floyd C
Other

Higher Level Review Status: These fields are ato populated based on the status of the review process
Status Date HLR Name
Arqueta, Floyd C

|_Request HLR

Save
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Step Rating Official Action, continued
10 Search and Select: HLR Name: Select Quick Select by the correct name:
£ https:/fhydra.chres.army.mil: 8007 - Search and Select List of Values - Microsoft Internet Explorer
Search and Select: HLR Name
Cance| | | Select)
Search
Select a field to ‘Search By’ Next, enter a value in the text field. Partial searches must begin wath the first few characters of the
search field followed by the <6% e.g., Smi% or 02%. Select the "Go” button. Select the Quick Select’ icon next to your
selection
Search By Name » |Arqueta =D
Results
Ouic
Select Sele ame Position Title Occupational Series  Organization
© By Amueta, 94167 SUPV TRAFFIC MANAGEMENT 2130 Traffic ~ US ARMY GARRISON FORT
== Floyd C SPEC.135516.ARBAAFPR masn;g]emam Specialist RILEY HO ARBAWIVIMAA 01
11 Main Page: Plan Status is now “Pending HLR Approval”:
Plans/Appraisals in Progress
Show Me | All Appraisals V_' Appraisal Year |ALL V_. Standard Appraisal V_'. Create )
Table Size |10 ¥
Employee IAppraisal Plan Approval ﬂ
Name Created By Current Owner  |Year Date Plan Status (Appraisal Status View Update Delete Close Print
Clopp, NedaJ  Clopp, Neda J Arqueta, Floyd C 2009 Pending HLR Ongoi = | g
opp, Neda opp, Neda rqueta, Floy A::r;jgl ngoing £ ' ® C;
M ,Lesley ‘Wattenberg, Wattenberg, 2009 18-Oct-2007 d Ongoing  [= : -
NUWEfY - Blﬁleiny - Elrl"ite'ennjr B ’ Foore oo / " ‘3
2. Documentation of Communication to Employee
12 Document communication of plan to employee:
1 - Enter 2 — Enter Commu. 3 — Select option
Commu. Date Method for Step 3
Step 2 - Document communication of p
& TIP Communication Date entered %{. to populate the Performance P %I Date
Communication Date _IIB-OCI-Z]J? ECommunlcahon Method | Face to Face ¥ Other ]
Save and Transfer to Employes for Acm:-wiadgement] Save and go to Step 3 J
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Step | Rating Official Action, continued

3. Employee Acknowledgement, Option A (transfer)

13 Rating Official Notification to Employee: Select “Transfer to Employee™:

) Performance Appraisal Application (PAA)

Version 2.0 MyBiz Sungestions Home Loooud Preferences Personalize Pace

Rating Official Notification to Employee - Mowery, Lesley
Cancel | | Transfer to Employee )

Notification Message to Employee T

Enter your message, and click Transfer to Employee to share the appraisal with the employee.

Your performance plan has been approved. Please go to the Review
Page and click the ‘Acknowledge Receipt’ button. Thank you.

Cancel J Transfer o Employae )

Employee acknowledges plan (see page 29).

3. Employee Acknowledgement, Option B (document acknowledgement)

14 Confirmation: Select “Yes”:

% Performance Appraisal Application (PAA)
/ Version2.0 MyBiz Suggestions Home Logout Preferences

[E, Confirmation
Are you sure you want to go to Step 32 l

Do you want to continue?

No ) | Yes

15 Document employee acknowledgement:

1. Select the type of acknowledgement (other, or refused — if “Other,” provide a
brief description).

2. Enter the date of the acknowledgement (or the refusal).

3. Select “Save”.

I 1 — Select type of ackn I I 2 - Enter Date I I 3 — Select “Save”
Step 3 - Employee Acknowledgement: If the ansferred to the employee for ack led, i, these fields ar populated at the time the employe
ack: led, H L if the I is Filable for aci 1 t, enter the ack led it manually.
Acknowledgement | Other v Other |Email-Employee TDY Date  18-Oct-2007
|_Save

16 | Thisoneis complete. Select “Return to Main Page”:

Performance Appraisal Application (PAA)

g Version 2.0 btyBiz Suggestions Home Logoudt Preferences Paeonsiize Page
Rating Official Review

Change Rating Official | | Transferto Emploree] Update Planmpraisalj Submit Recommended Rahngs; Return to Main Page J
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Higher Level Reviewer

Review and approve (or return) plan.

Step Higher Level Reviewer Action
1 Log in to Self Service - Navigator screen: Select “My Workplace” = “Appraisals”:
° Department of Defense
Myl Sigesiions Logoud Pretwences Cracie Wewp Prorsips Page
Navigator Favarites
3 by Biz My Warkplace | EdiFavontes )
@ m df— ] J-'«'Ip'.-r_l Awsifing four Aftertion After uging your browser Lo actess DCPDS, close
SPRIGEE)3 all of yaur Browser windows and reslan 3 ritw
iy Emglogee Infomation browsor sussion, Somatimes the browser can hold
Updsle My Infnirmslion that information in mamary (8.9, cache, #1c) and
some wab sies know whare 10 look to find i, Foe
g information Click hare
2 Welcome Page: Select “Go to Main Page”:

Introducing a fAster, easier way

1o access My Biz, My Workplace, and

HE Pr

ofessional applications!

» COMING SOON - a new Defense Civillan Personnel Data
System (DCPDS) Portal for accessing My Biz, My Workplace, and
HR Professional applications via vour Common Access Card (CAC).

» The DCPDS Portal eliminates the need for use of current login
IDs and passwords.

« Additional information will be provided in the coming weeks.

?

Go To Main Page |
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Step

Higher Level Reviewer Action, continued

Performance Appraisal Application Main Page: Select Update icon (blue pencil) for
selected employee (note plan status is “Pending HLR Approval™):

Performance Appraisal Application (PAA) Home Logoul Preferences Help Personaize Page
Version 2.0

Notifications EBIETEETH

Main Appraiser

Performance Appraisal Application Main Page

Meed Help?
Quick Guides

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

Plans/Appraisals in Progress
Show Me | All Appraisals v Appraisal Year ALL  Standard Appraisal v | Creale )
Table Size 10 |

Employee NameIClamed By IEu rrent Owner |ﬁ= praisal Year|PIan Approval DaleIPlan Status I.nppralsai Status Ih’iaw Update Delete Close Print
Clopp, Neda J Clopp, NedaJ  Arqueta, Floyd C 2009 Pending HLR Approval Ongaing / i W Q}
Gerst, Sherlyn B Gerst, Sherilyn B PPM 2008 02-Aug-2007 Approved Fending PPM Approval E . \ d

Details: Higher Level Reviewer (HLR) for Performance Plan: Use the “Show” links to
view details and objectives:

Details: Higher Level Reviewer (HLR) for Performance Plan
(Cancel ) | Save ) [ Approve ) | Retum for Comection ) | Retum to Main Page )
Need Help?
Quick Guides
Employee Information
Employee Name Neda Clopp
P-Show Employee Details Use “Show” and “Hide”
P=Show Placement in Pay Band h Iinks tO View jOb
objectives, employee
B>Show Setup Detals e o— information, etc
B=Show Relevant Organizational Mission/Str: ’ "
Job Objectives /
Show All Details | Hide All Details
Optional Weight  Adjusted Weight Contributing Factor Adjusted
Details Number Title Status (%) (%) Rating Impact Rating
f Evaluation of Industrial Property APPROVED 40
Programs
Industrial Property Inspections APPROVED 40
Special Projects APPROVED 20
Component Unique Information
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Step

Higher Level Reviewer Action, continued

5 Sample job objective, expanded:

Job Objectives

4| Details | Hide All Details

Details Number  Title Status (%)
¥ Hide 1 Evaluation of Industrial Property APPROVED 40
Programs

Additional Details

of the Army, other services, and DoD c

Optional Weight Adjusted Weight

Contributing Factor
(%) Rating Impact Adjusted Rating

Job Objective  Accomplish the review, analysis and evaluation of current or projected industrial property programs in accerdance
with established timelines and applicable laws, regulations, agreements and policies. Coordinate with representatives

in devel

programs. Based on these reviews and

ping, g and

ting joint industrial property
ysis, F program enh d

DA and IMCOM guidance.
Contributing Factors Cooperation and T k

Last Modified Date  30-Now-2007

b= Show 2 Industrial Property Inspections

Show APPROVED 40
b=Show 3 Special Projects

APPROVED 20

in atimely per publish

Details: Higher Level Reviewer (HLR) for Performance Plan: Select whether to
“Approve” the plan or “Return for Correction”:

Details: Higher Level Reviewer (HLR) for Performance Plan

Employee Information
Employee Name MNeda Clopp

B-Show Employee Details
b=Show Placement in Pay Band

( Cancel ) (Save ) | Approve ) | Retumn for Corection )

t ¢

Select option:
Approve, or Return
for Correction

Return to Main Page )

Need Help?
Quick Guides

7 HLR Notification Message to Rating Official:

Select “Return to Rating Official”:

Performance Appraisal Application (PAA)
Version 2.0 MyBiz Suggestions Home Logout Preferences Perzonalize Page
Details: Higher Level Reviewer (HLR) for Perfarmance Plan >
HLR Motification Message to Rating Official
(Cancel ] | Retumn to Rating Official |
Enter your message, and click Transfer 1o Rating Official
Cancel | | Return to Rating Official |
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Step Higher Level Reviewer Action, continued

8 Confirm your choice (approve or return):

% Performance Appraisal Application (PAA)

/' Version2.0 MyBiz Suagestions Home Logoit Preferences
(D Informatjgn
Do you wis Performance Plan of record of Clopp, Neda?

(Mo ) (Yes)
% Performance Appraisal Application (PAA)
7 Version2.0 MyBiz Sumestions Home Logud Prefersnces
(D Information
You have chosopla[sal to the rating official for corrections. Do you wish to continue?
Mo (Xes)

9 The performance plan has been returned to the Rating Official for appropriate action
and is no longer listed on your Main Page.
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Employee Acknowledgement

Acknowledge receipt of the plan.

Step Rating Official Action

1 Employee logs into Self-Service: “My Biz” = “NSPS Appraisals (My Biz)”:

y Department of Defense

MNavigator
WMy Biz My Biz
by Information
Update My Information
NSPS Appraisals (My Biz) h

2 Welcome Page: Select “Go to Main Page”:

Introducing a fASter, easier way

1o access My Biz, My Workplace, and
HE Professional applications!

» COMING SOON - a new Defense Civillan Personnel Data
System (DCPDS) Portal for accessing My Biz, My Workplace, and
HR Professional applications via your Common Access Card (CAC).

» The DCPDS Portal eliminates the need for use of current login
IDs and passwords.

«» Additional information will be provided in the coming weeks,

?

Go To Main Page |
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Step

Employee Action, continued

Performance Appraisal Application Main Page: Select the Update icon (blue pencil) for
the performance plan to be acknowledged:

Performance Appraisal Application (PAA) Home Logout Preferences Help Personsize Page
Version 2.0

Notifications TR

My Appraisals

Performance Appraisal Application Main Page

Need Help?
Quick Guides
Warning: The Performance Appraisal Application is designated for sensitive unclassified personnel
information only. Do NOT enter classified information in this system. Unauthorized release of classified
information is a violation of law and may lead to prosecution.
Appraisals of Clopp, Neda J
Standard Appraisal v | Create )
Table Size |10 »
Employee Name ICreatad By ICuuent OwnerIAppraisal YearIRating Official Name IEveni IAppraisaI Status IView Update Delete Print
Clopp, Neda J Clopp, NedaJ Clopp, NedaJ 2009 ‘Wattenberg, Britteny  Annual Appraisal - NSPS Transferred / &
Clopp, Neda J Berrones, Pete PPM 2008 Wattenberg, Britteny  Early Annual - NSPS Pending PPM Approval 4 i Qﬁ

P Show Completed Plans/Appraisals

Update Standard Appraisal: Overview page: Select “Continue’:

Performance Appraisal Application (PAA)
Version 2.0

MyBiz Suggestions Home Logout Preferences Personslize Page

Overview  Review
Update Standard Appraisal: Overview
(‘Save ] [ Transfer to Rating Official :] | Continue :]
Need Help?
Quick Guides

@ TIP Select the Continue button to go to the Perdformance Plan Approvals & Acknowledgement area
ADVISORY: Information included in this section will print on the “official” DD Form 2906 Test, March 2006, Department of Defense NSPES Performance Plan Interim Review
(s)/Closeout Assessment Annual Performance Appraisal
Employee Information
Employee Name Neda Clopp
P-Show Employee Details
P>Show Placement in Pay Band
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Step

Employee Action, continued

Update Standard Appraisal: Review page: Scroll down to the Approvals and
Acknowledgements area:

Performance Appraisal Application (PAA)

Version 2.0 MyBiz Suggestions  Home Logout Preferences Personalize Page

Overview  Review
Update Standard Appraisal: Review
\_Return to Main Page | (Back| | Transferto Rating Official )

Need Help?
Quick Guides
@ TIP Ta make changes to the appraisal, click Back

Employee Information

Employee Name Neda Clopp Scroll down to Approvals

And Acknowledgements area

D"Shnw [nlplogee Deldll

P-Show Setup Details
P Show Relevant Organizational Mission/Strategic Goals

Approvals and Acknowledgements: Select “Acknowledge Receipt” (you are
acknowledging that you have received the performance plan, not that you agree with it):

Approvals and Acknowledgements

Performance Plan
Step 1 - Higher Lewel Review: There are two options available to complete this step.

Higher Level Review Status: These fields are auto populated based on the status of the review process
Status Date HLR Name
APPROVED 30-MNow-2007 Arqueta, Floyd C

Step 2 - Document communication of performance plan to employee:

& TIP Communication Date entered will be used to populate the Peformance Plan Approval Date

Communication Date  30-Now-2007 Communication Method Face to Face Other
Step 3 - Employee Acknowledgement: If the plan was transferred to the employee for i these fields are auto-populated at the time the employee
acknowledges. However, if the employee is not available for acknowledgement, enter the acknewtetluemem manually.

Acknowledgement Other Date i
Acknowledge Receipt

Follow supervisor instructions: Retain for your use or Transfer to Rating Official:

Performance Appraisal Application (PAA) Select “Return to Main
Version 2.0
ersion Page,” or “Transfer to  foi=ree
® Rating Official”
Owerview Review
Update Standard Appraisal: Review ‘ ‘

| Return to Main Page) Backl Transfer to Rating Official )
Need Help?
Quick Guides

@ TIP To make changes to the appraisal, click Back

Employee Information
Employee Name Neda Clopp
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