


What action would you like to
complete?

Q Create a Plan

‘ Create a Progress Review

Q Create an Annual Appraisal




Beginning of Appraisal Cycle

» |nitiate a new performance plan

= |ncludes a maximum of ten performance elements and related
performance standards

= Two approaches to creating a performance plan:

= Employee create the plan; or

= Create the plan for your employee.
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= Go to hitps://compo.dcpds.cpms.osd.mil/ (MYBiz+)
= Use CAC card to log in.
= Select Certificate and click ok

= Click accept on the Privacy Statement




Welcome, The information is current as of 16-Oct-2018

W Provide Feedback

BTN 4@

Manage Key Services y# Gross Pay
MyPerformance Net Pay
Request Employment Verification Pay Period End Date

Civihian Career Report
Update Contact Information
Update Professional Development

SF50 Personnel Action

W

» Select My Performance

=» Can be found under key services




MyPerformance Main Page  Provide Gues! Feedback My Joumnal
Employee

MyPerformance Main Page

Need Hap?
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 creale, update and view your Performance Pians; view and pant part or an entre pian afer It is created; and Wack he statss of 3 plan. You can aiso search for compisted plans by selecting the “Show Compieted Plans/Apprasals” ink located a1 the bottom of this page

To create a Performance Plan To compiete other actions described above
+ Select ‘Choose a Plan Type' « Select an option rom e Action column
+ Select Apprasal Plan Type

+ Selact he 'Go’ button
+ Select the 'Go” bulion

Important: To become {amikar with the columns, sekect he ‘Need Heip? ink
Appraisals of Employee L NAME, F NAME

Cooste Now Plon DoD Perarmance Management Apprasal Program
Defense Chvillan Intefigence Persoanel System
— — Nationat Guard (Title 32)
RecordsDispiayed 10v | Z W kv W EOP Performance Management Apgraisal Program
Employee Name - Current Owner - Rating Official Name - Appraisal Year - Appraisal ID - Plan Approval Date - Type ©  Plan Status Current Status, Action
No results found v Go

Defense Cwilian Inteligence Personnel System
National Guard (Title 32)
) Show Completed PlansiAppraisals EOF Ferformance Management Appraisal Program

Select the link to search for compieted pians

= Click the drop down menu under Create a New Plan

= Select DoD Performance Management Appraisal Program
= Click Go




Create Performance Plan
Cancel and Beturn to Main Page

Need Help?

Employee Information

‘I Employee Name  Two, Employee

Setup Detalls

* Indicates required field

Click to go to step 1 > I Build New Plan I

& TIP The Appraisal Period Start Date represents the start of the employee’s performance evaluation period under this plan. Please review and change this date, if
necessary.

* Appraisal Type | Annual Appraisal - DoD V|

" Appraisal Pencd Start Date | 01-Apr-2016 | U

* Appraisal Period End Date  [31-Mar-2017 |

Appraisal Effective Date  |01-Jun-2017 | [

* Rating Official Name  Rater, The Q@
* Higher Level Reviewer Name  Reviewer, Higher Level | O

= Review for accuracy

= Make changes, if necessary

= Click Build a new plan



o=

Step 1: Plan Details Step 2: Mission Goals  Step 3: Performance Elements and Standards Slopl:ApptwdsmdAcknwﬂmem

- Choose an Action -
Change Rating Official or Higher Level Reviewer

| Employee Information Available on every tab §:::';:;3,§;';"°ve°

' Employee Name  Two, Employee Return to Main Page
Show Employee Details

This screen allows you to view and change the details of your employee's performance plan

Step 1. Plan Details

+ Verify the appraisal dates and higher level reviewer name is correct, and, if applicable, make the necessary changes
+ Salect Save and Continue button at the bottom right comer to move to Step 2' Mission Goals

TIP: Choose an Action — located at the top right comer — allows for selection of other actions throughout the performance cycle.

For additional guidance, select Need Help?

* Appraisal Type |Annual Appraisal - DoD v | Performance Plan Approval Date
™2 Plan Last Modified Date
> N e -, |
Appraisal Period Start Date  (01-Apr-2016 | 929 Created By  Rater, The
* Appraisal Period End Date  |31-Mar-2017 B

* Appreisal Effective Date |01-Jun-2017 B

Rating Official Name  Rater, The
Higher Level Reviewsr  Reviewer, Higher Level

Save and Continue I

= Review for accuracy

=» Click Save and Continve

= Go to step 2: Mission Goals



Step 1. Plan Detads  Step 2: Mission Goals  Step 3 Performance Elements and Standards Step 4 Approvals and Acknowledgments

Choose an Achion

Employee Information

Employes Name  Two, Employee
Show Employee Detals

DoD Core Values: Leadership, Professionalism, and Technical Knowledge through dedication to duty, Integrity, ethics, honor, courage, and loyalty.

Thes screen allows you to enter your employee’s Component organuzational values  mess.on staterments or goals whech apply 1o thes performance dlements and standards

Step 27 Mission Goals

Enter your Componant's arganizational values, mission statemant, or goals directly in the taxt box or copy and paste from another document
Select Seve and Continue Dutton ot the Dotiom nght cormer o move 10 Step 3 Performanke Llements and Standards
« Select Save and Go Back bution at the bottom night comer 10 g back to Step 1: Plan Details

For additonal gudance, select Need Help?

To provide accurate, relevant, and useabie all-source inteligence and services to the Manne Corps, Operating Forces, and the inteligence
Communty n support of the Nabonal Secunty strategy
- Focus Our Mission and Enterprise Activities 10 enable MCIA (o meet the Intelligence needs of our Customers

Prowide Analysis that is Preeminent and Supports Mission Accomplshment

Algn Resources and Develop Sustanment Plan 1o support MCIA 2013 and Beyond <

L 8 1400 chawachors I Sped Check I Counter 462

Save and Go Back | Save and

= Enter Mission Goals in Text box

=» Click Save and Continve

= Go to step 3: Performance Elements and Standards
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Screen shot 1-Click Add Performance element
Screen Shot 2-Add Element title and one element

Click Save or Save and add another Performance element

Add another performance element or Go to step 4: Approvals and Acknowledgements



Slep 1. Plan Detals  Siep 2 Mission Goals  Step 3: Performance Elements and Standards  Siep 4. Approvals and Acknowledgments

Choose an Acton v 6o |
| EMployes Informanion

Employee Name  Two, Employee
Show Empioyee Detals

TS SCI880 AUOWS YOU 10 300 OF UPGHE 3 PATOIMANCS Memant and VW APEIOVE0 PAMOMANcS Sements Jor YOUr #MNI0ye# PAriormanc # Sements Should Dé wrman Laing e SMART cmena Select Neod mone Information? ink 10 view 1ha SMART cmena
Step 3 Performance Blerments and Standads

« SeleCl A0S Performance Dement Dulion 10 200 a new parformance dement and standand(s)

« Sslect Upaate bumon uncer Te Datans ACTon column 10 Upaate an unapproved paremance slement

« Safect View bution under Detass Acton column 10 view an approved performanc ¢ element

» Select Delete con undey e Detals Defete cobumn fo delete a perdormance element

+ Selec! Save and Continue bution at e botiom right comer 10 move 1 Siep 4. Appeovalls and ACknowiedgements
o Salect Save ang GO Back Dumon 3t the Dottom nght COmer 10 00 DACK 10 Step 2 1Assion Goals

For aodtonal gudance selec! Need MHelp?

SHOW Al Detass | Hos Al Detals

Details Nurmber Tite Status Eement Type
1(v] Performance Element 1 Pending Crkal
2 v] Performance Element 2 Pending Crikal
= You can Add another performance element
= You can update the elements
= Or You can delete the elements
g

Save and continue to Step 4: Approvals and Acknowledgements



Step 1 Pian Detals  Swep 2 Mssion Goals  Step 3 Parformance Eements and Standards  Step 4. Approvals and Acknowledgments
Choose an Acton | Go
Employee Information

Fmpioyea Nars Two, Employee
Show Employee Detass

Thes acronn allows you 10 SIarT TN ANDIOVE PEOCeSS OF vitrw APCeowN NirMmalon And 2atus of e ampioyte s DAfOMANCe Dian
Sop 4 Approvids and ACnowiadgrments

» Select Show Al Delnlls ok 10 see approvals and acknowiedgment noometon (detes method eic ) and Hde Al Detals bok 1o collapse all steps
o Select Show Bk 10 s approvels and ac nowiedgmeed dormation for sech step and Hide 0k 10 collapse step

Seloct! Start bution under Achion coluern i 1he slep that needs 10 be compielod
Sl Sawvo and Go Back Baumion & 1he Botiorn OO 50 Moo 10 S Portormurx o ©lomonts and Standads

FOf 000N Qudanc o selac! Need Melp?

s e

Show All Detads | Hde Al Detads

Detads Tasks Status
Sop 1 Ratng Ofical - Request of Docurment Higher Lovel Rovew (f reguired Not Staned
Stop 2 Honer Lovel Revewer « Revew (f rogured Not Staned Not Stared

Not Staned St

Sep ) must Do complieted

Sp 3 Ratng Ol - Documant Communcation 1 Employes
Sp 4 Ratng Omcwnl - Document Empioyne Acknosiadoment

Save and Go Back

- Choose an Action -- P
1Cha Rating Offical or Hgher Level Reviewer

Track Progress
“Return to Man Page |

= Click Transfer to Rating Official
= Click Go




OR ™

Rating Official Notification to Employee - Two, Employee
Canewt I Transfer fo rafing official without E-mail Nofificafion Transfer to rafing official with E-mail Nofification

Message to Employee ﬁ

This scresn 3N0ows yOu 10 $8na 3 MESSANe 10 YOur emplioyee Mganing Mer Derformancs DRNVANKASA The NOIMCANON CaN Dé ST WEN OF WITNOLT 2N &Ml Messa0s If

+ TO provice a0amonal Information 10 Ihe employee, €ner @ message In Ihe texd Dox below Message 10 Employee and Seiect Transfer 10 Empioyee with E-Mall Nolifc ation Dution at top right comer
o TYOU ChOCSS NOt 10 SANG 3 MESSANE SAIaC! Transier 10 Empioves MO £ mal NOMCAnOoN DURoNn. You Wwill nead 10 CONRACT T &mDIoyes arechy
« Selec! Cancel bution a 10p nght corner 10 Qo back 10 previous screen wathout makang any changes Then

For a0dlione! guicance. seiocl Need Help?

Prease 9o 10 your Performmance Management and Appralsal 10 view O updale your performance plan

Enter the message to the Rating Official here.

Spetl Check

Nobce You are about 1o contax! Two, Employee Dy e-manl. Due 10 e unencrypted nature of thes e-masl Commumcanon, please ¢o not mciude any non-pubiic Infonmaton Such 25 SOCK secunty numders OF prvacy act mionmahion in your e-mad

= Click either Transfer to Rating Official without Email Notification

= Or Click transfer to Rating Official with Email Notification




MyPerformance Main Page  Prowide Guest Feedback My Journal
Employee
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 your Performance Plans, view and print part or an entire plan afler #t is creabed, and frack the status of a plan. You can also search for completed plans by selecting the "Show Compisted Plans/Apprassals’ link located at the bottom of this page
To create a Performance Plan To compiete other achions descrided above
+ Selact 'Choose a Pian Type' + Select an option from the Action column
+ Select Appraisal Plan Type
+ Select the 'Go’ button
+ Select the 'Go’ bution

Important: To become familiar with the columns select the 'Need Help” link

Appraisals of
Create New Plan ~Choose 2 Plan Type-
Records Displayed 10v |3 2 S v W
Employee Name < Current Owner Rating Official Name - Appraisal Year - Appraisal ID < Plan Approval Date - Type <~ Plan Status -~ Current Status < Action
Employee Employee Rating Official 2019 115523 15-Apr-18 DoD Approved Plan Approved Update v

= The Rating Official reviewed plan will send it back for Acknowledgement
= Make sure under action you have the option to Update
= Click Go

Need Meip?



Plan | Progress Reviews Annual Appraisal  Nammatve Statements  ViewiPrint Form

Step 1 Plan Detalls  Step 2 Mission Goals  Step 3 Performance Elements and Standards  Step 4: Approvals and Acknowledgments

- Choose an Action - Vv
Employee Information

Employee Name
) Show Emgioyee Details

This screen allows you 10 view approval information and status of your performance plan

Step 4 Approvals and Acnowiedgments

 Salact Show All Datalis link to see approvals and acknowledgment nformation (dates, method, efc ) and Hade All Details ink 1 collapse all steps
» Salect Show ink 1o see approvals and acknowledgment mformation for each step and Hide link 10 collapse step

« Select Go Back button at the bottom night comer 10 move 10 Step 3 Performance Elements and Standards

« Select Ihe Acknowiedoe Recept, If avallable

For addtonal gudance, select Need Help?

HeP0v®
Show All Detads | Hide Al Detads

Details Tasks Status

P Step 1: Rating Official - Request or Document Higher Level Review (f required) Completed

P Swep2 Highet Level Reviewer - Review (f required) Completed

P Step3 Ratng Offical - Document Communication 1o Empioyee Completed

S T— [Remoieso e |

= Click Acknowledge Receipt
= Click Save

= Only Click Save and Go Back if you need to go back to a previous step

= Click calendar to add date of Acknowledgement




Create Progress Review

= Complete in the middle of the rating cycle

» Go to DCPDS link: https://compo.dcpds.cpms.osd.mil/
= Accept the DoD Notice and Consent Banner

= Select button 'Smart Card Log In’

» Select certificate

» Select HR Mybiz+ Tile

= Accept Privacy Statement

» Select My Performance link located under key services



MyPerformance Main Page  Provide Guest Feedback My Journal

Employee
MyPerformance Main Page
Need Help?
Waming: This application is designed for sensitive unclassified personnel information only. Do NOT enter classified information in this system. Unauthorized release of classified
Information Is a violation of law and may lead to prosecution.
From the Main Page, you can create, update and view your Performance Plans, view and print part o¢ an entire plan afler if Is created, and track the status of a plan. You can also search for completed plans by selecting the ‘Show Completed Plans/Apprasals’ link located at the bottom of this page
To create o Perfoemance Plan To complete other actions described above
+ Select 'Choose a Plan Type' « Selact an option from the Action column
+ Select Appraisal Plan Type
+ Select the 'Go’ button
+ Select thw 'Go’ bution
Important: To become famiiar with the columns. select 1he ‘Need Halp™ ink
Appraisals of
Create New Plan ~Choose a Pian Type- ®
RecordsDisplayed 10v |3 2 v M
Employee Name - Current Owner Rating Official Name - Appraisal Year - Appraisal ID - Plan Approval Date - Type ~  Plan Status = Current Status Action
employee employee Rating Official 2019 115523 15-Apr-18 DoD Approved Plan Approved Update E

=» Select ‘Go’ button

= |f Update not an option your rating official must send back to you




Plan | Progress Review || Asvnsel Appranal  Naratiow Sthbsmwats  ViewPuid Fam  Marsge Gued Paricipe b

_ &

Siep Pan Dot S0P 2 Msion GO SWP J POMIMance ENmnt: anC STAEITE SWP 4 APDrovais NG ACINOWOIDMINTY S0P 5 FerImorcs ENmants ang STOadoes Mo approvas

Employee Information

Frployse Name Dmployes Ore
b Show Emotoree Detaly

[res screan shows you 10 wew and Change The Coals of your cenpisyee @ perioimance pan
Sep 1 Pan Delois

* Varly Do aporsisy cates anc gher eval reyiawer nams = comact and ¥ applcable maks the nacessary changes
* Seled Sav and Conioue LDUon & e botiom rghl comed 10 move 0 Siep 2 Msson Goas

TIP: Cooss @ ACTOr ~ oCHed A Te lop 1ghe comer — slons for sencion of ol acions Proughout Be pefomance oyde
FOf 200M003 JUIISNCS. tolec! Neod Help?

Apgrnisal Type  Ancws Apgranal - DD Pectormance Plan Apgeovsl Dt  12-0420100
¥ Avprasl Ponoe St Date  O1-Jun2018 5§ Plan Last Modified Dt 12-X4-2018
PO Cronted By 2510 0! Ore

Y Acprasal Ponod EndDate 1M 20W e

oS wwvwwr-arry

" Aporsisel Ciiecive Date 01Jn 010 &

S evwnsgrry

Rating Omemi Name  Rating Ol One
HIGROT LOVe! Romewsr o2 er Lavel Reviewer One

= Click Progress Review Tab



Pan |Progress ﬁ Awud Apprdisdl  Nanatve Sttements  VieaPint Fomn Manage Gues! Paiopants

Employee Information

Employes Name tEmployes One
} Show Empoyee Datals

- Choose an Aclen -~

The coreen JI0ws you 10 Cre3ta upazie Or view COmpIStsd Progress resans Piograss Sesent 2re pertnmance AsouEciont That must b2 aocumantad i e My Parormance D0 EMpoyaes must N2ve 371231 00 COCUMESNISE Progracs raviaw Wik IYDICaly O00urs midway Teoudr e

perommeEnce opde

« Seled Create Progress Review bufton fo crale & progress reven
+ Select Updato bulton undar Acbon column 10 updatc 3 DrOOESS Ieview
+ Sefed] View Hislory buffon snder Acion colsnn 1o vew 2 complisied rsogress revien

For addfional guidance seiect Need Help?

Numbar Crested By Creation Dzte Higher Laval Review Date Ststus  Communication Date Communication Method
No results founc

Create Progress Review

oy
L)
"l

Empioyes Ack Date ﬂ

3
;e

= Click Create Progress Review

= Same screen to add Another Progress Review




Progress Review Information

A FIFEe reary Bo! M INCenaCe i amertt © L3 I LQOeting e s mortuemew TRt Loarres et sy ee el SN0IEe N M meghs commare Slont Broegt o Be 00 s e

Progress Revirw it Aating Ol One

Frogrees Hevew Semoer |
Pongross Beview Thanws  wlated

Assessments B e
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Performance Elements

4 AR TN
Order  Purformance Eloment [iSe Pertormasce £ ement Type
Cowcw

L1

g e

Performance Element and Standards)

Provide TE fing Mady €1 13 @G IOpees o7 M P IETINS withs Hree weeki of decioyment

Ty W Maew ety TN s AgER W De pertormance el me oty ay

Employee Input

There is a 2,000 character limit in this text box. Input the
Progress Review Information here.
Spell Check functionality is available.

Rafing Officicl Assessment

e e

o .- e R - I

Go o Next Ferformonce Bamant L Nt
.

In Assessments tab type
in your input for your
Progress Review

Click Go to Next
Performance Element

Type in your input for
that Perfformance
Element

Repeat steps if more
Performance Elements



Progress Reviews Information area

Employee Information

tmployes Neme cmploves O
b Show Empieyes Uetie

Progress Review Information

o Back te Progress Hevewne

1r
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Setoct Rocio Bon acst 10 e sorferwance clomant and Mancert /o #ad 1 vew and cale! 233¢ swnarty

Setact Go %o Mol Perfr m s Flmea! 8o of batom 00 cormes 0 g0 1 e pedd peommancs shmen’ wd slanded o)
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Sednct Go Dack 0 Progress Revewns sution o hoo aght comer e go back e Progress Revewns page

A E R 0

For p0dtonal gucance ssiec! Need Help?

Performance Elements
x: « Q. I
Orger  Perormance Elomont Tie status Porrormance tiament Type
- 1 Tranng Adgrcved Cmca
b ADgrcved C=mea

= Click Go Back to Progress Review




Pas | ¥rogress Revieas | Aaaudl Apprans Namatve Stlatomeat  Vewtest Femm Manage Ceest Pascpann

-~ Choose an Acten - ~| Ge

Employee Information ﬂ
Faployse Name Fupopes Ovw
P Show Foperer Detiis

TROR A27080 BIOWE YOu 10 CIRAN  UOOUW OF YW SO Drogrett Vewa Progrett Hevews It DArSITAAC S SACutEat K AT Be AT ANE N B MPA0ImIncs ol FROOYASt M Fave N 1A 008 SOCUMANRd PrOgrat Teven SRR Py By 0SOUFE MW By IVeagh e DArteamante
e

¢ Sewct Lmate Pregres Hevew baton 10 2/ 3is 3 Progresd 1evaw

¢ Sewc! Updale 2ion snder Acton colmn 10 updale o rogiess (evien

¢ S%C! Vidwr Mty DURON NG AC100 COUWMA 10 A6% 3 COMOMISS DO 16 few

Fer asemer ) adarcs solact Nead Nelp?

po - BC Y T
NumDer Croawd By Croaton Date Highor Lovol Roview Daw Status Communicaton Dato Communicanon Method EMPIoyed Ack Dato Action
) Rating Ol Ove D Ag o oo Updaw

-- Choose an Action -- Go
Change Rating Official or Higher Level Reviewer
Transfer to Rating Official |

rack Progress

Return to Main Page

= Click transfer to Rating Official
» Click Go




OR ™

Rating Official Notification to Employee - Two, Employee
Canewt I Transfer fo rafing official without E-mail Nofificafion Transfer to rafing official with E-mail Nofification

Message to Employee ﬁ

This scresn 3N0ows yOu 10 $8na 3 MESSANe 10 YOur emplioyee Mganing Mer Derformancs DRNVANKASA The NOIMCANON CaN Dé ST WEN OF WITNOLT 2N &Ml Messa0s If

+ TO provice a0amonal Information 10 Ihe employee, €ner @ message In Ihe texd Dox below Message 10 Employee and Seiect Transfer 10 Empioyee with E-Mall Nolifc ation Dution at top right comer
o TYOU ChOCSS NOt 10 SANG 3 MESSANE SAIaC! Transier 10 Empioves MO £ mal NOMCAnOoN DURoNn. You Wwill nead 10 CONRACT T &mDIoyes arechy
« Selec! Cancel bution a 10p nght corner 10 Qo back 10 previous screen wathout makang any changes Then

For a0dlione! guicance. seiocl Need Help?

Prease 9o 10 your Performmance Management and Appralsal 10 view O updale your performance plan

Enter the message to the Rating Official here.

Spetl Check

Nobce You are about 1o contax! Two, Employee Dy e-manl. Due 10 e unencrypted nature of thes e-masl Commumcanon, please ¢o not mciude any non-pubiic Infonmaton Such 25 SOCK secunty numders OF prvacy act mionmahion in your e-mad

= Click either Transfer to Rating Official without Email Notification

= Or Click transfer to Rating Official with Email Notification




MyPerformance Main Page  Prowide Guest Feedback My Journal

Employee
MyPerformance Main Page
Need Help?
Waming: This application is designed for sensitive unclassified personnel information only. Do NOT enter classified information in this system. Unauthorized release of classified
information is a violation of law and may lead to prosecution.
From the Main Page, you can create, update and view your Performance Plans, view and print part or an entire plan afler It is created; and frack the status of a plan. You can also search for completed plans by selecting the "Show Compisted Plans/Appraisals’ link located at the bottom of this page
To create 3 Performance Plan To compiete other actions described above
+ Selact 'Choose a Pian Type' + Select an option from the Action column
+ Select Appraisal Plan Type
+ Select the 'Go’ button
+ Select the 'Go’ bution
Important: To become familiar with the columns select the 'Need Help” link
Appraisals of
Create New Plan ~Choose 2 Pian Type- .
Records Displayed 10v | {2 S v M
Employee Name < Current Owner Rating Official Name - Appraisal Year - Appraisal ID -~ Plan Approval Date - Type <~ Plan Status < Current Status Action
Employee Employee Rating Official 2019 115523 15-Apr-18 DoD Approved Plan Approved Update

= The Rating Official reviewed Progress Review will send it back for
Acknowledgement

= Make sure under action you have the option to Update
= Click Go




Plan | Progress Review || Asvnsel Appranal  Naratiow Sthbsmwats  ViewPuid Fam  Marsge Gued Paricipe b

_ &

Siep Pan Dot S0P 2 Msion GO SWP J POMIMance ENmnt: anC STAEITE SWP 4 APDrovais NG ACINOWOIDMINTY S0P 5 FerImorcs ENmants ang STOadoes Mo approvas

Employee Information

Frployse Name Dmployes Ore
b Show Emotoree Detaly

[res screan shows you 10 wew and Change The Coals of your cenpisyee @ perioimance pan
Sep 1 Pan Delois

* Varly Do aporsisy cates anc gher eval reyiawer nams = comact and ¥ applcable maks the nacessary changes
* Seled Sav and Conioue LDUon & e botiom rghl comed 10 move 0 Siep 2 Msson Goas

TIP: Cooss @ ACTOr ~ oCHed A Te lop 1ghe comer — slons for sencion of ol acions Proughout Be pefomance oyde
FOf 200M003 JUIISNCS. tolec! Neod Help?

Apgrnisal Type  Ancws Apgranal - DD Pectormance Plan Apgeovsl Dt  12-0420100
¥ Avprasl Ponoe St Date  O1-Jun2018 5§ Plan Last Modified Dt 12-X4-2018
PO Cronted By 2510 0! Ore

Y Acprasal Ponod EndDate 1M 20W e

oS wwvwwr-arry

" Aporsisel Ciiecive Date 01Jn 010 &

S evwnsgrry

Rating Omemi Name  Rating Ol One
HIGROT LOVe! Romewsr o2 er Lavel Reviewer One

= Click Progress Review Tab



Progress Review Information

= e o v » st mrrerts O fate and -] arman ‘or The mpervao- and amoloyee shonid sngage N Mme snengtsl commane stons Srosghout Fe aporanal cy-ie to assews perfarmanrce agar st e perforrmance abe nests any

Progreas Review lntiators  Aating OFfficial One
Progress Reveew ttawme nmated

————

Thie e wem Boaw y 4 b s ) Our SISy 64 B e ORI ANCE Gurierts 2nd ¥ and e @y Snd ot D @RS Do RS Embs

Frogress Heview Nemses 1

Setect Rado tumon nest 15 e DadormMmances eemernt asd STandMOis) you wart 10 view and enter 55+ s uments

Setect Go 19 Nax! Purformanrce Flamant bufios al Dettom nght comer 1o o 2o he next pedornancs aamear? and standari(s)
Selec Go Bacxk  Top of Page d>ufton at boftom nght caTmeT 1o §O Dack 15 e 'Op of he page

Sewct Aoy e ard AckronimdgmETts LS 16 GO I Approvers and ASscwetgrrerts page

) + Lot Oo Bock ts Frogeess Meviews Dullor el 103 righ cormer t3 Qo boct ts FPogress Mewsws page

J T ar aocitienal gesdance sewmc! Need Help?

Pert Ele

Owdler Performance Elamant Title Status Parformance Elament Type
.) ) Tranng Acoroeet Cotica
2 Budger Agoroved Crticat
Perf Ele and Standard(s)

Provide raining moduies to emoiovees fOr new Drogramrs within three weeks of desieyment.

TIWE SCroan GBoat i W vt SE0r Sudl SRNTINGN SO SIS OF vOMl DOrior wance Than

UieD 4 ADIrovals BT ACAmOutedIIerts

T Sete] Whew A Detats e 15 SO APOIIVERS an SR AmateOgiert Faor naieon (Oetet e Tl wtc ) e e AS Dotarts bk b cotaie o8 Sleos
* Select Shew S = 3ee = e for emch Mup amd | de e colucye Mo

+ Bgtect Oo Buh tulion of B oo il commer 10 Mowe 10 Sl 3 Feriormumcr Sty e Siemdurds

c RERCT P AT GwaOge e gt o Sadace

For pastonm gosece Iwec Neec Heip 7

Sep 1 Fatng ONc - Seguent or Dooement HGher Lewel Review of recsees Camceres

Ly 7 ragrar L mve Bavemmer - i (f rocerecd

>

>

3 Sy 3 Ratng ONcet - Docurent Commumcation to Cagioyes

e [Crommeetecsor ]

Click Approvals and Acknowledgements

Click Acknowledge Receipt

Click calendar to add date of Acknowledgement

Click Save

Only Click Save and Go Back if you need to go back to a previous step




Annual Appraisal

=» Complete at the end of the rating cycle
= Go to DCPDS link: hitps://compo.dcpds.cpms.osd.mil/

=» Accept the DoD Notice and Consent Banner

=» Select button 'Smart Card Log In’
» Select email certificate

= Select HR Mybiz+ Tile

= Accept Privacy Statement

» Select My Performance link located under key services




MyPerformance Main Page  Provide Guest Feadback My Joumal

Employee
MyPerformance Main Page
Need Help?
Waming: This application is designed for sensitive unclassified personnel information only. Do NOT enter classified information in this system. Unauthorized release of dlassified
information is a violation of law and may lead to prosecution.
From the Main Page, you can create, update and view yous Performance Plans, view and piint part of an entire plan afier i i created. and track the status of 3 plan You can also search for completad plans by salecting the ‘Show Completed Plans/Appeaisals’ ink located at the bottom of this page
To create a Performance Plan To compiete other actions described above
* Select 'Choose a Plan Type' « Select an option Wom the Action column
+ Select Appraisal Plan Typo
+ Selact the ‘Go’ bution
* Select the 'Go’ betion
Important: To become famiiar with the columns, select the Need Help?' Ink
Appraisals of LAST NAME, FIRST NAME
Creste New Plan ~Choose 3 Plan Type-- v
RecordsDisplayed 10 v | J{ & S v i w
Employee Name - Current Owner - Rating Official Name - Appraisal Year - Appraisal ID -~ Plan Approval Date - Type < Plan Status -~ Current Status - Action
LAST NAME, FIRST NAME  LAST NAME, FIRST NAME RATING OFFICIAL NAME 2019 115654 25-Jul- 2018 DeD Approved Plan Approved Update
<

= Click Go




Plan  Progress Reviews | Annwal Appratsalll Narrative Statements  View/Prind Form

Stop 1: Plan Details Step 2 Mission Ooals Step 3 Performance Elements and Standards  Slep 4 Approvals and Acknowledgments

Employee Information

Employee Name LAST NAME, FIRST NAME

P Show Empioyee Detaits

This screen allows you 10 view and chango the detals of your performance planappraisal

Step 1. Plan Details

* Venfy e apprasal dates and rating ofaal and higher level reviewer names are commect. and. if applicable make the necessary changes
« Select Save and Continue button al the botiom right comes 10 move 1o Slep 2. Mission Goals

TIP: Choose an Action - located af the 1op nght comer — aliows ot selection of atver actions throughout the performance cyde

For addtional guidance. select Need Help?

Appraisal Type
o Appraisal Penod Start Date

* Appraisal Period End Date
* Appraisal Effective Date

Rating Oficial Name
Higher Level Reviewer

Annual Apprassal - DoD Performance Plan Approval Date  25-Jut-2018
13May-2018 T Plan Last Modified Date  16.0ct-2018
b Created BY | ag7 NAME, FIRST NAME

31-Mar-2019 o
S men-yyry
01-Jun-2019 "'
(@ emerenyyyy

RO NAME

HLR NAME

= Click Annual Appraisal tab

~ Chocse an Action —

Save and Continue



Plan  Progross Reviews Annual Appraisal Nommative Statements View P rind F orm
I its and Ratings IMnroul: and Acknowiedgments

Employee Information

— Choosa an Acton —

Employee Name LAST NAME, FIRST NAME
P Show Empioyee Detass

A written rating of rocord must be provided at the end of the apprasal cycle for each employee who has been under an approved performance plan for 50 calendar days during the cycie
Thes screen aliows you 10 view your performance elements and standards and provide input

Seloct Rado button next 1o the perfarmance slement and standand(s) you want to view and enter input

Select Show My Journal ink located beliow he Employee Input heading 1o refor 1o of copy and paste any mformation 1of your annual apprasal input
Select Go 10 Naxt Performance Eloment Dution &1 DOROM NG Comer 10 90 10 NG Next DOTOrMancs Slamaent And SLandard(s)

Select Go Back 1o Top of Page button at botiom nght comer 10 go back fo the top of the pape

Select Save and Cortinue Dutton &1 Dottom POt Cormer 1o go 10 Approvals and Acknowledgments page

F o aodmonal guidance selact Need Help?

Performance Elements

Mz W

Ovrder Performance Element Title Status Performance Element Type
- 1 Trra Party Representation Approved Crtrct
2 Expert Advice and Guidance Approved Critic
) 3 LADor - Management NOQOLATONS Appeoved Criticsd
Pertormance El and § d(s)

= Click Inputs and Ratings




Employee Input

| developed one alternatve process and presenied my recommendations wathn the me frames establched n the performance obyective | mald the .

crilena of Successtul level (3) In accomphshing thes performance objective | receved mremal gudance, met the establshed imelnes. and presented ' l || a ’
my information in the required format and wath hmited revisions from my rating official My ratng official ndicated that the miormation and brefing was g || et o
well recerved by those who attended my participation. By meeting this objective on tme_ | supportied acheving our organization's goal 4 R “ v .I. I ‘

Employee added their input

Rating Official Assessment

Employae received minmal gudasnce m her analysss of the problem and developed 3 brefing that i the standard organzational format and requared
only minor editing revisions. A draft of the bnefing was provided to her supervisor one month in advance of the end of the fiscal year and the bnefing
was delivered two weeks before the end of the fiscal year. Participants in the brefing commented on its usefulness

Rater will add their input

Lot fo 2000 charsclors) SpeliCheck Coumsr 4V

[[Cete text Feromance Diement chsai-.kbjopofm'

I Save and Contnue I

Click when finished all
= Add your input elements

» Click go to next performance element




Plan  Progress Reviews  Annual Appraisal | Narrative Statements  ViewPrnl Form

Inputs and Ratings  Approvals and Acknowledgments

Choose an Action

Change Rating Official of Higher Level Reviewer
Employee Information Transfer to Rating Official
Track Progress
Employee Name LAST NAME, FIRST NAME Retum 1o Man Page

) Show Empioyee Detads

A wmiten rating of record must be provided at the end of the apprassal cycle for each employee who has been under an approved performance plan for 90 calendar days durning the cycle
This screen allows you 10 view your parformance elements and standards and provide input
Select Radio bution nexd 10 the performance alement and standard(s) you want 10 view and enter mput

« Select Show My Joumal link jocated below the Empioyes input heading 10 refer 10 or copy and paste any information for your annual appraisal input
* Select Go to Nexd Performance Element bution at botiom right comer 10 9o 1o the neid performance element and standard(s)

Select Go Back to Top of Page button at bottom right comer 1o go back to the top of he page
Select Save and Continue button 3t bottom right corner 1 9o 10 Approvals and Acknowiedgments page

For additional gudance. select Need Help?

- Chooss an Action — Go

Performance Elements

Return fo Msin Page

AcSaym

Order Performance Element Title Status Performance Element Type
. 1 Third Party Representation Approved Critical
2 Expert Advice and Guidance Approved Criticat

- [T P,

Masakabions Scsnnd [

= After adding your input click transfer to rating
official




MyPerformance Main Page  Provide Guest Feadback My Joumal

Employee

MyPerformance Main Page
Neeod Help?
Waming: This application is designed for sensitive unclassified personnel information only. Do NOT enter classified information in this system. Unauthorized release of dlassified
information is a violation of law and may lead to prosecution.

From the Main Page, you can creale, update and view your Performance Plans, view and piint part or an enlireé plan amer & created, and track the siatus of 3 plan. You can also search for completed plans by sslecting the ‘Show Completed Plans/Appeaisals’ ink located at the bottom of this page

To create a Performance Plan To compiete other actions described above

+ Select ‘Choose 3 Plan Type' = Sglect an option rom the Action column
« Select Appraisal Plan Typo
+ Selact the 'Go’ bution

* Seiact the "Go’ betion
important: To become famiiar with the columns, select the ‘Need Help?' Ink
Appraisals of LAST NAME, FIRST NAME

Orate Haw e ~Choose a Plan Type- v
RecordsDisplayed 10 v |3 2 S v i v
Employee Name - Current Owner - Rating Official Name - Appraisal Year - Appraisal ID -~ Plan Approval Date - Type < Plan Status -~ Current Status - Action
LAST NAME, FIRST NAME LAST NAME, FIRST NAME RATING OFFICIAL NAME 2019 115654 25-Jul-2018 DeD Approved FPlan Approved Update

= After the rating official sends the appraisal back to you sign in and click go




Flan  Progress Reviews Annual Appraisal | Narratve Statements  View/Prnt Form

Inputs and Ralings  Apgrovais and Acknowledgments

Employee Information

Employee Name  LAST NAME, FIRST NAME
p Show Employee Detalls

This screen allows you 10 view approval and/or communication s1atus of your annual appraisal and, If avadable, acknowledge receipl of annual appraisal

* Select Show All Details link 1o see approval and/or communication informabion (date, method, edc ) and Hede All Details link to collapse all steps
« Select > icon under Details column 10 see approval andéor communication information for each step and select + icon 10 collapse step

* Saloct Acknowledge Receipt button under Action column for Step 4, If avadable

« Seloct Save and Go Back bution at bottom right comer 40 9o back 1o Assessments and Ratngs page

For adamional guidance, select Need Help?

M58 M
Show All Detais | Hide Al Detatis
Details Tasks
» Step 1 Rating Official - Request or Document Higher Level Review (d required)
> Step 2 Higher Leved Reviewer - Review (If required)
» Step 3 Ratng Oficial - Document Communication to Employee
» Step 4 Employee - Acknowiedgment

Click on Annual Appraisal

Click Acknowledge Receipt
Click Save

Click Approvals and Acknowledgements

Click calendar to add date of Acknowledgement

COMPLETED
COMPLETED
COMPLETED
ACKNOWLEDGE RECEIPT

Only Click Save and Go Back if you need to go back to a previous step

- Choose an Acton —

Save and Go Back
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YOU DID IT!

Your performance appraisal is complete!




@,

Questions?




