A complete guide for supervisors

DPMAP




What action would you like to
complete?

Q Create a Plan

‘ Create a Progress Review

O Create an Annual Appraisal




Beginning of Appraisal Cycle

Initiate a new performance plan

Includes 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.

Communicate with your employee



News and Information

L3zl updates Fetruany 0Z, 2015 Smart Card Access

1200 LT caxess MydeaHR appiealen seher Smart Cand Log In

Q The Cegartmen: of Defence (DoD) chlan workfaece ho'ds 2 unigue miszion “ocuzed posiure 2231 can benefm: “"‘P“““‘ M2 receved 2 2w Smart C2nd Wih 00 changes 1o you
the DoD Expedtcnary Cren Yiorkiome (Do) progam The Rient and scenence Tirt Dol avisns fave 1 - Dl ek et Cord Log In

Cffer are /epreseriainve oF how our Mssion sUCoess iz demed

e 200cd vaoe e employess who wolurioss tn depioy Incyoe peofessna develicpoedt, cppartunedy
rartidpate in @ dverze worrore o DoC and coe IIC 1 parners, Tnancizl incenthes and mm;te\ maknd 3
ciferene n e Deparmenl of Deferse messmn. Dol cnbans intensiad 0 ieanioyg = aboal the DoDEC may
00 50 USsing T Shovang Wk - hips wawy 0ps osd =icged tonanyhoe Siml

JeLbaLl i e g vouhad a Nare Charge)
Convert bix N S Cand LSz B S nmll.« sy

Q Thask you % 3l of your fecdback durng te Mzl year of MyEBlz+1 ke appreclste the time and efiort vou tock to

€7 US oW whal Was working foryou and what necdad mprowem:nt. Throaghout the 1357 vear, and kehing feward
we Ml canlinn= 1o valoe pouf inpu to enrance Myti+

Non-Smart Card Access

Component Help Desk Information
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Go to https://compo.dcpds.cpms.osd.mil/ (MYBiz+)
Use CAC card to log in.
Select Certificate and click ok

Click accept on the Privacy Statement

(fce



HyBiz+

Other DCPDS Applications
MyBiz+ cffers employees improved navigation and HR
Information in an easy to understand display!
e ’ ’ Read/
+ Unread
Help us continue to improve MyBiz+ by visiting Provide * C MyE
Feedback and telling us what you think * CPDSMYE
 FENEENNEN >
Welcome, The Rater The information is cumment as of 01-Jun-2018
Home
w* Provide F wdck
32 Key Services 22 Other DCPDS Tools
Manaoa Kevy S& a5y D .‘.,‘7/_"1 “PAgE
R R&g AS 11|
Y At >37

4 Last Personnel Action

Type of Aztion

General Pay Adustment

Effective Date 10-Jan-2016

» Select Performance Management and Appraisal
=» Can be found on lower left side of the screen.

* Favorites Customer Support - © Help Logout
Notifications
Title Start Date

e RILFOR
01-Jun-2016

17-May-2016

% You have 2 unread notifications.

RAS® LA H

¥
4’
i 1

Heath Insurance Blue Cross and Blue Sheld (10)

o Insurance Bas + Cphon C (1x)

Cross Pay 3526.40
Net Pay 1636.23

ay Fenod End Date



MyPerformance

MyPerfarmance Mala Page | Frovn Goest Facdbocs
Rating OfficialHigher Level Reviewer

MyPerformance Main Page

P
Waming: 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 viokation of law and may kead to prosecutior
From e Man Page you can treate update and vew erplopee Perkorrance Plans. change the Ratng Ot af andior Highes Leve! Revweswer, vew and pont part or an enbre plan aller 4 aind close @ pian. and irack the stitus of @ plor

You can alhwo search for completed plans by selecting the ‘Show Completed PlansiApceanaly’ ink located a1t the bottom of T page
To craae a Performance Plar To comploty ofwe achons desenbod atx

« Select Thoose a Pan Tipe + Solect an opton fom the ACton column
« Select ‘Appranal Pan Type

o Suloct e Go' butior

Iimportant: To become famiar with he colunmrs, sellect the Need Help7 Iink

Plans Appeaisals In Progress
& 1 Ondy Ergiovoos thet by Aan 1 progress a0 letad below
Create New Plan
e M Al Apgranas V] Agrnininad Ve ALL v Go
e Managermert Aggrasa P
r Covéian indeligerco Perscnna Systom
Recards Deaplayod 'fi‘! l:: - B, G t 5
Employee Name Curment Qumner Ratng Official Naow Acprasal Year Agpeasad 1D Plan Agproval Date Acton

No resuts found

Select the Ink 10 searth for Compieted Plans
Stow Completed Plars/Aporasais

Create New Plan
a vDé--

DoD Performance Management Appraisal Program

Uetense Liviian intelligence Mersonnel System

National Guard (Title 32)

» Click the drop down menu under Create a New Plan
» Select DoD Performance Management Appraisal Program
» Click Go




People in Hierarchy

Return to Main Page
The MyPerformance tool is only available to employeas and supervisors whose pesition is coverad by the new DoD Management Policy contained in DoDi 1400.25 Version 430, dated August 5
2015, and whose organization is scheduled for immediate transition to the new performance program

Need Help?
— a
Expand All | Collapse All
Performance
Focus Name Occupational Code Positon Name Organizaton Plan
Rater, The
Cne 0560 Budget Analysis 244014 BUDGET U S ARMY GARRISON FT STEWART HQ ARBAWOVAAA Creal
Employee (0560) ANALYST. 1657727 ARBAAPPR 01 b
Encoyse 0318 Secrolary (0318)  265910.SECRETARY (OA)1652358 ARBAAPPR (S ARMY GARRISONFTSTEWARTHQ  ARBAWOVAMA - Feaie]
ragees 0318 Secretary (0318) 2129 SECRETARY (OA) 2508405 NVS2APPR  CNI, SW SDIEGO NV5200242 01
Supervisory Commitment Statement
‘@ Confirmation
Supervisory Commitment Statement
| acknowiedge my role o3 & supervisor is vital in fostering a feir, credible, and trensparent performance system, It is impertant that | ensure performance
elements are linked to organzational performance goals, establish open commun:cation: monitor and evaluate employee performance. recognize and reward
parformance, and appropriately address deficient perormance
Acknosledge

= This is a list of your employees
= Find employee you want to create a plan for
= Click create to create a plan for that employee

» Read your role and responsibilities

» Click Acknowledge



Create Performance Plan
Cancel and Retumn to Main Page

Need Help?

Employee Information

Employee Name  Two, Employee " - - - =
Show Employoo Details Click to show employ;:: g::gilll:. Click again to hide
Setup Details

* Indicates required field

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

* Appraisel Type [Annual Appraisal - DoD V]

 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 Period Start Date  |01-Apr-2016 | L"b

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

Review to make sure correct Dates,
Appraisal Effective Date  |01-Jun-2017 | [ RO and HLR

* Rating Official Name  Rater, The Q
* Higher Level Reviewer Name  Reviewer, Higher Level

= Review for accuracy

=» Make changes, if necessary

= Click Build a new plan



Plan | Reports/Forms

Step 1: Plan Details  Step 2: Mission Goals  Step 3: Performance Elements and Standards Stepl:AppmvalsandAcane_dgmem

- Choose an Action -- | 54
Change Rating Cfficial or Higher Level Reviewer

Employee Information Available on every tab }::Zzigggs:;ployee

Return to Main Page

Employea Name  Two, Employee
Show Employee Details

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

Step 1. Plan Details

+ Verify the appraisal dates and higher level reviewer name is corract, and, if applicable, make the necessary changes
» Select 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 edditional guidance, select Need Help?

* Appraisal Type |Annual Appraisal - DoD /| Performance Plan Approval Date
Plan Last Modified Date

* Apprasal Period Start Date  |01-Apr-2016 % Created By  Rater, The
* Appraisel Period End Date  [31-Mar-2017 | 0)

* Appraisal Effective Date |01-Jun-2017 | B

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

Savemdgonﬁmorl

= Review for accuracy
» Click Save and Continue

» Go to step 2: Mission Goals



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

Choose an Action

Employee Information

Employes Name  Two, Employee
Show Employee Details

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

Thes screen alows you 1o enter your employee’s Component organuational values mission stalements or goals winch apply to thes performance elements and standards
Step 2 Mission Goals

« Enter your Component’s organizational values, mission statement_ or goais directly in the text box or copy and paste from another document
o Select Save and Continue button at the botiom nght comer to move 10 Step 3. Performance Elements and Standards
+ Select Save and Go Back button at the bottom night comer 10 go back to Step 1. Plan Details

For addtional guidance, select Need Help?

To provide accurate, relevant, and useabie all-source intelligence and services to the Marine Corps, Operating Forces, and the inteligence
Communty in support of the Nabonal Secunty strategy
- Focus Our Mission and Enterprise Activities 10 enable MCIA 1o meet the Intelligence needs of our Customers

Provide Analysis that is Preeminent and Supports Mission Accomplshment

Algn Resources and Develop Sustanment Flan o support MCIA 2013 and Beyond

Mission goals go here

Lt o 1000 characters Spedl Check Counter 462

=» Enter Mission Goals in Text box
» Click Save and Continue

» Go to step 3: Performance Elements and Standards

Save and Go Back

Save and



Ahdd Performancs Ekmant and Standards)
Sien 1 P Delals Siepd MssenGioals  Swog & Parformanes Elemmenta and Sandirds  Siep 4 Apyroval ind caowledgments ' et recured fidd /OI‘\

Sim ISm ) Mm&hmrmml {0 Batx 0 Perfrmarnce Ekmats

™
Lbaget n Acn v | Thes sconan allows you b add prferrance @ement and standds)
Employm Ielomeation :
» Erber e Perbrvanoe Sk e and worly T Perkrmune Shnan, St Caie
s Flew et and daedady n e e copy and pasie o awlwr dacumen
| « Sl Saeomy T comer 3 pesadealy sive your work
Ermpiryee Marmé T, Emiploayni ] S Y ¥ Y518 s Sh 1'
yyn . - '”'H » Seoct Save and A foober Parbovanc Soree ol 53 10 5w nd 298 8 0 proeTerod et and aedands Creen o
S Employee Cetask

o Seboc) Rt 1o Feroerunce Elomerds bedon b go bk o Siep 3 Paformance Bemrks ad Sancands
Fy0u et Fetum 1 Peromagnce Flemams buton witos: saveg, 2 varnng message wil dieply 2

Foraddioead Judasce it Neod selp?

Thet & 1ot o 0 ) O ||.-L-|-|-..-.-.---.-|' ] o g .~:|-'!--"|' v e b Py Pefprrun ¢ damenly dai e wrflen s
SURRT crieny

4 e ST e S o mor ot v T

Serbormae S e |

Satp ] Perkomuang Blamenks ind Sty

[ Sverrvrce Ekesat T4 Add a element
o oot A Prrkmuanci Ebament buon i a3 0 new pesorman emenl and dasdas) Screen Shot : title

+ Setert | ndale bt e o Do Acbom coluret b3 pekale an unapovoved pivfamancs emesl " Patieias Bt Shatoids | BRI Q’

+ et Vi bt uncer [t At ok i a0 aproved peckomeances ket 1 orok THor2K

o wmpch et ot wncded I Loelans (el o 1 desele 0 o
b
L.

“ubmuce St St Pendrg
oS! Sawe el Contrd Bgon ol P boliom bl comir i 12 S d |'.|1'| Wil nd ki e dne Tenly

o Sestct St o e Back boman ol e botoes i pamer i 96 back ba S & gen Goals Dk L Hahad - O1un 2016
Change if
For acdondl pusdince, séect Nood Halp? " Perlormane et T kel necessary
Harkamrarce tareel asd Sirdu )y

i PadmaceEknen] |31 2 7 )
Dol ot " g Eeet Tyt ) Dk

N resulty bund
S <ﬂ

» 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 Detalls  Step 2. Mission Goals  Step 3: Performance Elements and Standards  SI€p 4. ADprovals and AL knowiedgments
Choose an Action v: Go |
Employee Intormation

Employee Name  Two, Employee
Show Empioyee Detais

ThiS screen Jlows you 10 300 OF Update 3 PATOMANCe lement and VIEW approved performance sements for your employee Parormance slements should be wiitten using the SMART crena. Select Noed mone Information? ink 10 view the SMART ¢iena
Step 3 Performance Elements and Standards

Select Add Performance Eiement bution 10 200 @ new performance dement and standard(s)

Select Upoate button unosr e Datais. AChon collmn 10 Upaate an Unapproved peronmance element

Sefect View button uncer Detals Achon column 10 view an approved performanc e efement

Select Defete won under the Details Delete column 1o delete a performance efement

Select Save and Continue butlon at the botiom right comer 10 move 10 Step 4. Approvals and Acknowlecgements
Select Save and GO Dack bumon at the DOtIom nght Comer 10 0 DACK 10 Siep 2 MISSIon Goals

s v e e

For aoddonal gudance selec! Need Help?

Show Al Detass | Hioe All Detats

Details Nurmber Title Status Element Type
1|v| Performance Element 1 Pending Critical
2 |v| Performance Element 2 Pending Critica|

You can Add another performance

You can update the elements

You can delete the elements

Save and continue to Step 4: Approvals and Acknowledgements




Step 1. Plan Detaks  Swp 2. Msson Goals  Step 3. Perlormance Elements and Standards  Step 4. Approvals and Acknowledgments

Employes infarmatian

Employes Mame  Two, Employes
Shiow Employes Detas

Tres aerdady AlloWS yoi 0 S1A TN ARDEOVAl DINEESS OF Witk ARDROVE infomMahon and Status of thes AMDoYse"S DREOIMARTE AN
Shop 4 Approvals and ACknowindgmants

+ Salact Show Al Details ink o see approvals and acknowledgment informaton (dates. method  efc ) and Hide AN Details brik o collapse all steps
+ Saler| Show bnk to see approvals and ac knowlsdgrment mlormation for sach step and Hde ink 1o collapse slep

+ Salocl Start bufion undar Action colmn for the step thal neads o be comglaled

« Soloct Save and Go Back bution at the bobiom mghl comen 10 move o Step 3 Parformance Elemants. and Standands

For adodional guckanca, salacl Neasd Halp?

Hs g

Show All Detads | Hde Al Detads

Detailz Tesks Status
Sop 1 Habng Offcial - Reguest or Documaent Higher Lovel Reveew (if required) Mod Staried
Step 2 Higher Level Bevewes . Revsw (f raqunsd)
Swep 3 Rabng OMcial - Documant Communicalon 1o Empioyes
Swep 4 Rabng Ofcial - Documant Employee Acknowisdgmont

Mot Staned
Stan
Sep ) mist De comphebad

Higher Level Reviewer

Return to Main Page

= Click Transfer to employee
» Click Go

~ Choose an Action -

Save and Go fack




OR \
Rating Official Notification to Employee - Two, Employee /

Cancel | Transer 1o Employee without -l Nosficabon Illm'abarmeeumemmm

Message to Employee ﬁ

This scréan 2ows vOU 10 $8nd 3 MEssage 10 your employee raganiing e perormance plan/appraisal. The notmcation can De sant with o WIIROWUT an emall message If

« TO provide additonal Information 10 the employee, entér @ message In Ihe 1exl box below Message 1o Employee and seiect Transfer 10 Empioyee with E-hMall NoUTcation bution at Lop fight comet
« 1T you Choose not 10 S&Na 2 Messane Ssiect Transterto t MPIoyes WIROLE £.mad NOTRCANon Dumton. You will need 10 contact the employee qrecty
« Sedect Cancel bution & top nght cormner 1o go back 1o previous screen without makang any changes Then

For aoditional guicance, seiect Need Help?

Piease 9o 10 your Performance Management and Appraisal 10 view O updale your performance plan

Enter the message to employee here.

Spell Check

Nolxe You ate about 1o contacl Two, Employee by e-mail Due 10 the unencrypled nature of this e-mad communcabon, please do not nclude any non-public information such as socil secunty numbers of privacy act miormaion in your e-mad

» Click either Transfer to Employee without Email Notification

» Or Click transfer to Employee with Email Notification




Assessments

Approvals and Acknowledgments

Thiz screen allows you to start the approval andior communication process or view status information of the employees progress review.

Select Show All Details link to s=& status information (date, method, etc ) and Hide All Detsils link fo collapse all steps.

« Select  icon under Details column to see spproval andior communicstion information for esch step and select 4 icon to collapss step.
= Select Starf’ butbon under Action colurnn for Steps 1 (if reguired) or 3, if available.
= Select Go Back to Progress Reviews button at top right cormer to go back to Progress Reviews page.

For addifional guidance, select Meed Help?

oK o R il
Show &ll Detsils | Hide All Details
Details Tasks
} Step 1: Rating Cfficial - Reguest or Document Higher Level Review (if required)
[ 3 Step 2: Higher Level Reviewer - Review (if reguired)
[ ] Step 3: Rating Cfficial - Document Communication to Employee
[ ] Step 4: Rating Cfficial - Document Employee Acknowledgment

=» Employee reviewed plan and sent back to supervisor
= Begin the approval process

»  Click start nextto Step 1 - will be sent to HLR

=  When HLR sends back, click start next to Step 3

Status
Mot Starfed

Mot Started

Mot Started

Mot Started

= Document the meeting with the employee by clicking on the Acknowledgement drop down

= Change the date to reflect the day you met with the employee

=» Send to Employee for Acknowledgement

Step 3 must be completed



(# TIP There are two options svailable to complete this step. If you are both the rating oficial and higher level reviewer, use Option B to document the spprovel
Option A - Transfer to the Higher Level Reviewer

Name Title
Rating Official One Rating Official
Higher Level Reviewer One Higher Level Reviewer
# TP Please select new HLR from list of values, if required

Change Higher Level Reviewer Higher Level Reviewer One 2

Message to Higher Level Reviewer

This screen provides space for you to send a Higher Level Reviewer a message regarding an employee's Progress Review. After writing the message select the Transfer to Higher Level Reviewer with E-mad Notification’ button to send the message

Spell Check

Notice: You are about to contact Higher Leval Reviewer One by e-mail. Due to the unencrypted nature of this e-mail communication, please do not include any non-public information such as social security numbers or privacy act information in your e-mad

Cancel Transfer to Higher Level Reviewer without E-mail Notification Transfer to Higher Level Reviewer with E-mail Notification

Option B - Document the higher level review has taken place by entering the following information

Higher Level Reviewer  Hisher Level Reviewsr One 9q Method of Review

Review Date "o Other Method Cancel Save

= Use option A
= Click transfer to HLR with email or without email
= [f sending with email add information in box below Message to HLR




Assessmenis | Approvals and Acknowledgments

This screen allows you to start the approval and/or communication process or view ststus information of the employee's progress review.

= Select Show All Details ink to see status information (date, method, ete.) and Hide All Detsils link to collapse sl steps.

= Select » icon under Details column fo see approval andlor communication information for each step and select 4 icon to collapse step.
= Select Start’ button wnder Action column for Steps 1 (if required) or 3, if available.

= Select Go Back to Progress Reviews button at top right corner to go back to Progress Reviews page.

For additional guidance, select Need Help?

Haofy M

Show All Detsils | Hide All Details

Detailz Tasks Status Action

| 4 Step 1: Rating Official - Request or Docurnent Higher Level Review (if reguired) Mot Started Start

I Step 2: Higher Level Reviewer - Review (if required) Mot Started Mot Started

| Step 3: Rating Official - Document Communication fo Employes Mot Started Start

Communication Date Y
(dd-rmmmyyyy)
Communication Method
Other
Cancel  3ave and Transfer to Employee for Acknowledgment = Save and go to Step 4

[ 2 Step 4: Rating Official - Document Employee Acknowladgment Mot Started Step 2 must be completed

= After the higher level review official sends the plan back,
click start next to step 3

= Annotate the date you communicated with the employee
= Click the drop down next to communication method
» Selectthe communication method

» Click safe and transfer to employee for Acknowledgement




Create Progress Review

= Complete in the middle of the rating cycle
» Go to DCPDS link: https://compo.dcpds.cpms.osd.mil/
» Acceptthe DoD Notice and Consent Banner

» Select button 'Smart Card Log In’

» Select certificate
» Select HR Mybiz+ Tile
= Accept Privacy Statement

» Select Performance Management and Appraisal link located under
‘Manager Functions’




I MyPerformance Main PagEI Frovide Guesl Feedback
Rating Official/Higher Level Reviewer
I MyFerformance Main Fagel
MNeed Help?
Warning: This application is designed for sensitive unclassified perscnnel information only, Do NOT enter dassified information in this system.
|Unauthaorized release of classified information is a viclation of law and may lead to prosscution.

From the Main Page, you can creals, updale and view employse Parformance Plang, change the Raling Official and’or Higher Level Reviewsr, view and print part or 2n enlira plan sfer il is crealed; close a plan, and Wack the status of 2 plan.
You can alse search for completed plans by seleciing the “Show Completed Plans/Appraisals' link lecated at the battom of this pege.
Te create a Performance Plan: To complete other aclions cescribed above:

= Select 'Choose 8 Plan Tyvoe' - Select an option from the Action column

« Soloct Appraizal Flan Type'

= SBelect the "Go' bution

= Select the 'Go’ button
Important: To become famiarn with the colemns, select the Need Halp? ink.
Plans/Appraisals In Progress

@ TIP Only Employees that have a plan in progress are listed below
Create New Plan

Show Mg All Appraisals Appraisal Year ALL ] —Choose a Plan Type-- ~ 6o
Records Displayed  10[~| | .5 2 [ £ » [ Rows 1 1o 26
Employee Name - Current Chamer == Rating Official Name =~  Appraisal Year ==  Appraisal ID ==~  Plan Approval Date =~ Type == Plan Status =~ Current Status = Action
Employee One Rating Official Rating Official One 2019 T4z 12-Jul-2015 DoD Approved Plan Approvad Update ﬂ @
Emplayee Two Rating Official Rating Dfficial Two 2019 788 02-Apr-2018 DoD Approved Plan Approved Updatz ~| Go

W

» Select ‘Go’ button

= |f Update not an option employee send back to you




Plan Progress Review | annual Appraisal  Marrative Stalements  Wiew/Print Form  Manage Guest Parficipants

_

Step 1: Plan Details Step 2: Mission Goals  Step 32 Performance Elements and Standarss Step 4: Approvalz and Acknowiedgments Step 5 Performanca Elemants and Standards Fe-approvals

Employee Infoermation

Employee Name Employes One
b Show Employee Details

- Ghoose an Action -

This sereen allgws you to view and change the details of your employes's performance plan.

Step 1- Plan Details

= Verify the appraisal dates and higher level reviewer name is comect, and, if epplicable, make the necessary changes.
» Sglect Save and Conlinue bulton 2L he bollom righl comer o move 1o Slep 2 Mission Goals,

TIP: Choose an Action — located st the top right comer — allows Tor selecion of other aclions throwghoul the parformance cyde.

For additional guidancs, select Mead Help?

Appraisal Type
* Appralsal Porlod Start Date

* appralsal Period End Date

* Appraisal Effective Date

Rating Oimicial Mame
Higher Level Rewviawear

Annual Appraisal - Dol Performance Plan Approval Date  12-Jul-2018
01-Jun-2013 [ Plan Last Modified Date  12-Jul-2018
[dd-mmmrrrre) Created By Rating Officizl One
I-Mar2019 G

(dd-mmmerrry)

01-Jun-2019 Ce

[dd-anir-rere)

Rating Official One

Higher Level Reviewer Ona

~]  Go

Save and Continue

= Click Progress Review Tab




Plan | Progress HEHiE‘WEI Annual Appraisal - Marralive Statements  View!Prinl Foim - Manage Guest Parlicipants

- Chooze an Acton - v /| Go

Employee Information

Employes Mame Employeg One

b Show Employse Detals -- Choose an Action -- Go
Change Rating Official or Higher Level Reviewer 2

Thig ecrean allows you 1o creats, update of View COmpietad pIogress ravienws. Progracs Henews are peromsancs dk
perfomance cycle r4nsier 1o mployee

+ Belect Create Progress Review bition fo create & progreas review Triﬂﬂk Prﬂg Fess
+ Select Update button under Action column to updata a progress review. —r
+ Select View History butlon under Acfion column to view a compleled progress review. REtum tn M dall Pﬂg €

For addfional guidance, select Nead Help?

Create Progress Review | == ') {3 w [l

Mumber Created By Creation Date Higher Level Review Data Statws  Communication Date Communication Method Employee Ack Date ﬂ Action  Dalets
KO FESUIS tound.

= Click Create Progress Review
= Click transfer fo employee then go
= Same screen to add Another Progress Review

= Transfer to employee will transfer current Progress Review only.




" Progress Review Information

A progress review should led: je ts to date and areas fori t The supervisor and ployee should engage in ingful icaty hroughout the appraisal cycle fo assess performance against the performance elements an)|

Progress Review Initiator  Rating Official One Progress Revisw Number 1
Progress Review Status Initiated

Assessments ovals and Acknowledgments

This screen allows you to view your employee's performance elements and standards and input and enter your assessments

* Select Radio butfon next to the performance element and standard(s) you want to view and enter assessments.

* Select Go to Next Performance Element button at bottom right corner to go to the next peformance element and standard(s)
* Select Go Back to Top of Page button at bottom right corner o go back to the fop of the page.

* Select Approvals and Acknowledgments tab 1o go to Approvals and Acknowledgments page.

= Sclect Co Back to Progress Reviews button at top right comer to go back to Progress Reviews page.

For additional guidance, select Need Help?

Performance Elements

o o ' a [
-y e ) v [
Order  Performance Element Title Status Performance Element Type

A E = Type in Rating Official
(S e—— Assessment

Performance Element and Standard(s) » C"C k Go io N ext
Provide training modules to employees for new programs within threz weeks of deployment. P e rfo rm q n C e E I e m e nt

I / = Type in rating Official
e Assessment for that
Performance Element

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

Spell Check functionality is available. - Repedf SfepS if more
Performance Elements

Rating Official Assessment

Rafing Oficial Azsessment goes intoe this block

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

{Limid 1o 2000 chensciers) spell Check Counter | 50
Go to Next Performance Element
ok o Top of Page




Progress Reviews Information area

Employee Information

Employes Name Employes One
} Show Employes Details

Progress Review Information

Progress Review Initiator  Rating Official One

Propgress Review Number 1
Progress Review Stotus  Indtiated

Bssessments | Approvals and Acknowledaments

This screen allows you fo view your emplogee's performance slements and standards and input and enter your assessments.

* Sclect Radio button next to the peformance clement and standardia) vou want fo view and enier aasessments.

Select Go o Next Performance Elemen! bullon al bottom right eomer 1o go 1o he ned performance elemen! and standard(s)
Select Go Back fo Top of Pape bution at baftom right corner fo go back o the lop of the page

Select Approvals and Acknevdedgments tab to go to Approvals and Acknowledgments page.

» Selech Go Back fo Progress Reviews bution al lop righl comes fo go back o Progress Reviews page

For addtional guidance, select Meed Help?

Performance Elements

HaeFdéHem

Order  Performance Element Title Status Performance Elament Type
» 1 Training Appraved Critical
! i Appraved Critical

Go Back to Progress Reviews

iF

A progrese review chould acknowledge achievemenie to data and suggestad arsae for improvemani. The guparviger and employes should engage In meaningful communicaions throughouwt the appraizal cycle to aszese pericimance zganst the parformance alameants and standards.

» Click Go Back to Progress Review




Plan | Progrese Reviewe | Annual Appreizal  Mamative Statements  View/Prini Form  Manage Guest Participants

-- Ghoose an Acfion — ~| | Beo

Employee Information i}

Employee Name Employee One
b Show Employes Delaiis

Thilz screen allows you io creale, updale or view completed progress rewews. Prograss Heviews are performance discuszions that must be documented in the MyPerormance tool. Employsss must have at least ong documented prograss review which typeeally sccurs michweay through the performance
cycle

* Saleci Create Progreze Heview bution to create a pregrese review.

+ Selec! Updale butlon under Action colimn o updale & progress reviss.

+ Saleci View Heslory button undar Acton column fo view a completed progress review.

Far addional guidanes, selact Naad Halp?

He @dte @
Number Created By Creatlon Date Higher Level Review Date Slatus Communication Date Communication Method Employes Ack Date Action Delate
1 Rating Official One 23-Aug-2013 Initiated Update |

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

Track Progress
Refurn to Main Page

» Click transfer o Employee
» Click Go




Rating Official Notification to Employee - Employee One / OR \

Cancel Transter to Employee with E-mail Neotification Transfer to Employee without E-mail Motification

Message to Employee ﬁ

Enter message to employee in this block.

I MyPerformance Main Pagel Provide Guest Feedback

5, Confirmation

The appraisal has been submitted to the employee.

Necd Help?

Employee Name Current Owner Rating Official Mame Appraisal Year Appraisal ID Plan Approval Date lype Plan Status Current Status Action

[.lllplu} ee One I'_mpln':g;- Onea Eatine Official One 2019 T42 12-Jul2016 LoD Approved IF'r-:lqrt:s:s Review in Progress I I‘."icwl b Go
h g ne

» Click Transfer to employee
» Click Transfer with Email Notification or

» Click Transfer Without Email Notification




Plans/Appraisals In Progress

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

Create New Plan
Show Me All Appraisals V| Appraisal Year ALL _\:J ~Choose a Plan Type-- __v_] Go
Records Displayed 100v] | Il 2 T8 & v M Rows 110 26
Employee Name - Current Owner < Rating Official Name -.  Appraisal Year . Appraisal ID == Plan Approval Date -~  Type == Plan Status == Current Status - Action
Employee One Rating Official Rating Official One 2019 742 12-Jul-2018 DoD Approved X_J @
Employee Two Rating Official Rating Official Two 2019 738 02-Apr-2018 DoD Approvad Plan Approved Update [v] Go s

DoD Performance Management
Appraisal Program

MyB=-+

=N Confirmation

Supervisory Commitment Statement

Acknowledge
| acknowledge my role as a supervisar is vital in fostenng a fair, cradicle, and trangzparent performance system. it ie impartant that | ansura perfermance elemants ars linked o organzational performance goals; astabksh epen communication;
maonilor and evaluate employee pefomance, recognize and reward performance, and appropriaiely address deficienl peormance
Flanj Progress Reviews Jrua Appraisal  Harafive Statements  View/Print Form Manags Guesi Paricipants
Step 1: Plan Details | Siep 2 Mesgion Goals  Step 3: Perfiormance Elements and Standards  Step 4: Approvals and Acknowledgments  Step 5: Performance Elementis and Standards Ra-approvals
- Choose an Achion - |1| Go
Employee Information
» Click Go

= Click Acknowledge

= Click Progress Reviews




Flan | Progress Reviews | Annoal Appragal  Narrative Statementz  View/Print Form  Manage Guast Paricpants

Employee Information

Employee Name Emplovee One
F Show Empleyes Delails

cycle.

» Selecl Creale Progress Review bufton to creale a progress review.
+ Select Update button undsr Action column to update a progress review.
* Select View History bution under Action column te view a completed progress review.

For additional quidance, salect Need Help?

Hebde@m
Mumber Created By Creation Date Higner Level Review Date Status
L Rating Official One 23-Aug-2014 Initialed

Assesaments | Approvals and Acknowledgments

Thi= scre=n allcws you to sdar e approval andior conmunication prooess o view sistus indormefion of the employes’s progress review,
- Gedect Ghow Al Detals link to =es status informnebon (deate, method, she | and Hice: Al Detads link to collapse all st=ps.
= Saiect | eon under Detals colunn io ses sppraval andlon communicsaion infaenebon for esch siep and selecd  icon o coliaess shas
= Sededt Starf butlon under Acdion cobamn for Skeos 1+ (if reguired| or 3. i eveisbls,
= Zglert Go Back o Frogress Rewiews bution af op gl comer to go beck to Progress Revians paga.
For sddiiorsl guidance. sel=ct Need Help®
HoeFaem
Showe 40 Ostails | Hide 21 Ostals
Details Tasks

[ 2 Sigp 1: Retng CMeigl - Fegquest or Dosumant Highar Laval Rauvew (1 reguired)
13 Slep 2 Higher Level Reviewsr - Review (i requirsd)

[ ] Siep ¥ Fobng Cfeiol - Dooumant Communicatan to Employea

b

Step 4 Rebng Cfficial - Dooument Emploves Asknowietgmsnt

Communication Date

Status
Mot Staried

-- Choose an Action --

Communication Method Employee Ack Date

Acfion

sur| ==

Mot Started
Siart

Stz 3 must be complzted

This screen allows you fo create, update or view completed progress reviews. Progress Reviews are performance discussions thai must be documented in the MyPedormance tool. Employees must have at least one documented progress review which fyrpicaly eccurs midway fhrough the performance

Action Delete
Update |

i

» Click update

»  Click Approvals and Acknowledgements tab

»  Click Start for Step 1, if required. If not required, click start next to step 3

»  Go through the steps for acknowledgement




(# TIP There are two options svailable to complete this step. If you are both the rating oficial and higher level reviewer, use Option B to document the spprovel
Option A - Transfer to the Higher Level Reviewer

Name Title
Rating Official One Rating Official
Higher Level Reviewer One Higher Level Reviewer
# TP Please select new HLR from list of values, if required

Change Higher Level Reviewer Higher Level Reviewer One 2

Message to Higher Level Reviewer

This screen provides space for you to send a Higher Level Reviewer a message regarding an employee's Progress Review. After writing the message select the Transfer to Higher Level Reviewer with E-mad Notification’ button to send the message

Spell Check

Notice: You are about to contact Higher Leval Reviewer One by e-mail. Due to the unencrypted nature of this e-mail communication, please do not include any non-public information such as social security numbers or privacy act information in your e-mad

Cancel Transfer to Higher Level Reviewer without E-mail Notification Transfer to Higher Level Reviewer with E-mail Notification

Option B - Document the higher level review has taken place by entering the following information

Higher Level Reviewer  Hisher Level Reviewsr One 9q Method of Review

Review Date "o Other Method Cancel Save

= Use option A
= Click transfer to HLR with email or without email
= [f sending with email add information in box below Message to HLR




Aszzessments

Approvals and Acknowledgments

This screen allows you to start the approval and/or communication process or view ststus information of the employee's progress review.

= Select Show All Details ink to see status information (date, method, ete.) and Hide All Detsils link to collapse sl steps.

= Select » icon under Details column fo see approval andlor communication information for each step and select 4 icon to collapse step.
= Select Start’ button wnder Action column for Steps 1 (if required) or 3, if available.

= Select Go Back to Progress Reviews button at top right corner to go back to Progress Reviews page.

For additional guidance, select Need Help?

HeB&vm
Show All Detsils | Hide All Detsils
Detailz Tasks Status Action

| 4 Step 1: Rating Official - Request or Docurnent Higher Level Review (if reguired) Mot Started Start

I Step 2: Higher Level Reviewer - Review (if required) Mot Started Mot Started

| Step 3: Rating Official - Document Communication fo Employes Mot Started Start

Communication Date Y
(dd-rmmmyyyy)
Communication Method
Other
Cancel  3ave and Transfer to Employee for Acknowledgment = Save and go to Step 4
[ 2 Step 4: Rating Official - Document Employee Acknowladgment

Mot Started Step 2 must be completed

After the higher level review official sends the Progress Reviwe
back, if required, click start next to step 3

Annotate the date you communicated with the employee
Click the drop down next to communication method
Select the communication method

Click save and transfer to employee for Acknowledgement




Annual Appraisal

Complete at the end 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 Perfformance Management and Appraisal link located under
‘Manager Functions’




O e e

Step 1: Plan Details  Step 2 MIESIEH oals  Step 3 Performance Elements and Standards Step 40 Approvals and Ac knowledgments

-- Choopze an Action —
Employes Information

Employes Nams  Two, Employes
Show Employee Detals

This scroen al ows you 1o viaw and crang: tha dedails of YOur I;n'||'|I|:'J,'|;-;'='.~; |:|E||I|:|| T2 & |:|I.,-I|'
Step 1: Plan Details

« Verify the apprasal dates and higher level reviewsr name is correcl, and. § applicable, make the necessary changes
+ Select Save and Continue button at the battom right eamer ty move 12 Step 2 Migsion Goals

TIP: Choose an Action — located at the top right corner — 2llows for selection of other actions throughout the performance cycle

For addtional guidance, seleet Need Help?

* Appraissl Type | Annual Appraisal - DoD v Performance Plan Approval Date 20-Apr-2016
- S el 2 Flan Last Modified Date 01-Jun-2016
Appraisal Parod Star Date |01-Apr-2016 ;) Created By Rater, The

* Appraissl Penod End Date | 31-Mar-2017 :%
+ Appraizal Effective Date  [01-Jun-A17 -%.

Rating Hhcial Name  Rater, The
Higher Level Reviewer  Reviewer, Higher Lewvel

» Click on Annual Appraisal Tab

Sawe and Continue



Employee Input

| developed one alternative process and presented my recommendations within the hime frames establiched n the performance otyective | met the
crtena of Successful level (3) In accomplishing this performance objective, | receved minimal gudance, met the established melines. and presenied
my information in the required format and with hmited revisions from my rating official. My rating official indicated that the miormation and bnefing was
well receved by those who attended my participation. By meeting this objective on time_ | supported achieving our organization's goal 4

Rating Official Assessment

Employee received minimal guidance in her analysis of the problem and developed a brefing that it the standard organzational format and required
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 briefing commented on its usefuliness

(Laut o 2000 characters)

Performance Element Rating

Element Rating  El

Click Dropdown to add
rating for this element

Element Rating

» Add assessment
» Click Dropdown add rating
» Click go to next performance element

Assessments
and Ratings
Tab

Employee added their input

Rater will add their assessment

Go'to Next Feriormance Element ] Go Back to Top f Page

I Save and Continue I

Click when finished all
elements




;wgmnurui Rating of Record hwﬁmmml

o i i AL LD w | |
Emmglidese I8Mimsalan
Ermploymm Hamwe Twa, Empleysa
S Ernlomiod Dk b
hsagl Brlp?
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] Broiosmane s = e Apprrerd Cnicnl a |
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Cawm nred Gro fack: I Save and Continue I

= Click on the Rating of Record Tab
» Check for updates

» Select Save and Continve
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= Click Approvals and Acknowledgements tab
= Click Start for Step 1

= Go through the steps for acknowledgement




(# TIP There are two options svailable to complete this step. If you are both the rating oficial and higher level reviewer, use Option B to document the spprovel
Option A - Transfer to the Higher Level Reviewer

Name Title
Rating Official One Rating Official
Higher Level Reviewer One Higher Level Reviewer
# TP Please select new HLR from list of values, if required

Change Higher Level Reviewer Higher Level Reviewer One 2

Message to Higher Level Reviewer

This screen provides space for you to send a Higher Level Reviewer a message regarding an employee's Progress Review. After writing the message select the Transfer to Higher Level Reviewer with E-mad Notification’ button to send the message

Spell Check

Notice: You are about to contact Higher Leval Reviewer One by e-mail. Due to the unencrypted nature of this e-mail communication, please do not include any non-public information such as social security numbers or privacy act information in your e-mad

Cancel Transfer to Higher Level Reviewer without E-mail Notification Transfer to Higher Level Reviewer with E-mail Notification

Option B - Document the higher level review has taken place by entering the following information

Higher Level Reviewer  Hisher Level Reviewsr One 9q Method of Review

Review Date "o Other Method Cancel Save

= Use option A
= Click transfer to HLR with email or without email
= [f sending with email add information in box below Message to HLR




Assessmenis | Approvals and Acknowledgments

This screen allows you to start the approval and/or communication process or view ststus information of the employee's progress review.

= Select Show All Details ink to see status information (date, method, ete.) and Hide All Detsils link to collapse sl steps.

= Select » icon under Details column fo see approval andlor communication information for each step and select 4 icon to collapse step.
= Select Start’ button wnder Action column for Steps 1 (if required) or 3, if available.

= Select Go Back to Progress Reviews button at top right corner to go back to Progress Reviews page.

For additional guidance, select Need Help?

Haofy M

Show All Detsils | Hide All Details

Detailz Tasks Status Action

| 4 Step 1: Rating Official - Request or Docurnent Higher Level Review (if reguired) Mot Started Start

I Step 2: Higher Level Reviewer - Review (if required) Mot Started Mot Started

| Step 3: Rating Official - Document Communication fo Employes Mot Started Start

Communication Date Y
(dd-rmmmyyyy)
Communication Method
Other
Cancel  3ave and Transfer to Employee for Acknowledgment = Save and go to Step 4

[ 2 Step 4: Rating Official - Document Employee Acknowladgment Mot Started Step 2 must be completed

» After the higher level review official sends the appraisal back,
click start next to step 3

= Annotate the date you communicated with the employee
= Click the drop down next to communication method
» Selectthe communication method

» Click save and transfer to employee for Acknowledgement




YOU DID IT!

You completed a performance appraisal!




|1

Questions?




