DCIPS Performance
End-of-Cycle Process

For Employees/Supervisors



PAA TIPS

Type assessments into MS Word first and then copy and paste into the PAA
tool. This ensures you have a backup copy as the PAA tends to time out on
users without warning and can result in a loss of data.

Be aware of PAA character limitations (2,000) per assessment.

Try to avoid using special characters (i.e., o, /2. <) © = ) math symbols,
bullets, etc in the PAA as they tend to not display correctly when printed).

PAA Guides: http://www.dami.army.pentagon.mil/site/dcips/PAAToolInfo.aspx
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CAC Login

o s

DCPDS Portal

Common Access Card (CAC) Access

First time CAC users, Mon-CAC users with newly issued CAC and CAC
name changes must select the "CAC Registration" button before "Login®
button,

CAC Registration Login

Authorized Won-CAC Login

Authorized Mon-CAC users must select the "Non-CAC Registration” button
before "Login" button. Select the "Reset Password" button to reset your
password,

Portal Username: |

Portal Password: |

MNon-CAC Registration | Feset Password Login

Login Help

Reporting Problems

For personnel data concerns in
"MyBiz", contact your Servicing
esources Office,

organization's computer
support Help Desk.

CPMS Contact Information

Department of Defense

Civilian Personnel Management Service
HR Busingss Information Technology
Solutions Division - HR-BITS

1400 Key Boulevard, B-200

jon, select the Contact List  Arlington, VA 22209-5144

Etnail: hr-bits@cpms.osd, mil

sEnvBIZ

Sritrass s

SELF SERVICE HR
MY PERSONAL INFORMATION

EMyWORKPLACE

SELF SERVICE HR

MY PERSONNEL INFORMATION

ccessibility | Privacy and Security Poli

o

Save link to your favorites for direct access:
https://compo.dcpds.cpms.osd.mil/

If not already registered, refer to CAC registration guide first. Once

CAC is registered, Login.
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Choose a digital certificate

— Identification

CAC Login

2%

The YWehb site wou wank ko view requests
! identification, Please choose a certificate.,

Marme

HEATH,SHELLY K. 12,,
HEATH.SHELLY K. 12...

Issuer

% OO0 CA-12
D0 EMAIL Ca-12

Mare Info. .. | WiEw Certificate...l

o]

Zancel |

Army region

My Application/Database Add Additional Application/Databases |

ActivCard Gold - Enter PIN

‘ Enter FIM code: Il
k. I Cancel |

Select the non-email certificate &
enter CAC pin.

Accessing Your Database

To access an HR/MyBiz/MyWorkplace database, select the appropriate link below

Click Army region
hyperlink.
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Employee Access to My Biz

Navigator

&2 My Biz

[0 System Administrs My Infarmatian
5 Update by Information
&l Parformance Appraisal Application (PAA)

My Biz/Performance Appraisal Application

My Biz = Employee Access
My Workplace = Supervisor Access
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PAA Main Page

Performance Appraisal App]ication (PAA) ICE MyBiz ICE PA4AW3 Home Logout Preferences Oracle Help Personalize Page
Version 3.0

PAA Main Page FProvide Guest Feay

Employee
Performance Appraisal Application Main Page
Meed Help?

ian |5 designated for sensitive unclassified personnel information only. Do NOT
<lease of classified information is a violation of law and may lead to

Warning: The Performance—~
enter classified jpbe

prosecution

Make sure employee
is the owner and
action column states
‘update’.

From the Main Page, you can create. upyp n after it is created. and track the status of a plan. You can also search for completed plans by

selecting the 'Show Completed Plans/A

To create a Performance Plan

# Select ‘Choose a Plan Type
= Select Appraisal Plan Type
= Select the 'Go’ button

Important: To become familiar with the columns

Appraisals of Elridge, Delmer N
Create New Plan

| ~Choose a Plan Type-— =l (eo)

Tahle Size |10 'l

Employee Name |Current Owner |Rating Official Name |Appraisal Year |Appraisal ID [Plan Approval Date |Type |Plan Status'Current PAA Status |Actian / >

Elridge. Delmer M Elridge. Delmer N Walley. Tasia F 2010 22 01-Nov-2009 DCIPS Approved Midpoint Review Completed IUFdﬂtE j (So)

=]

—

Employee begins end-of-year evaluation process.

2. If the ‘owner ‘ column reflects your rater, ask rater
to transfer plan back to employee.

3. Press GO to the right of the action column.
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Performance Evaluation Tab

Plan | Midpoint Review SINGTIENRRSEIENLILE  Reports/Farmms |

Mock Pay Faol Info

Performance Objective Assessments Performance Element Assessments

| Performance Evaluation

Approvals & Acknowledgments

Performance Objective Assessments
Select the My Journal link to refer to or

Performance Objectives
Select Number Performance Objective Title

« 1 Pragram Evaluation
(8 2 IManagement Analysis
O 3 Financial Management

Performance Objective

y and paste any self-assessment information

Status

APPROVED
APPROVED
APPROVED

Evaluate program effectiveness of the Test -One Account. Run reports to determing variances in program. Eliminate/improve two ineficient processes by the

end of the third quarter

Employee Self Assessment

Ieed Help?

My Journal

| | | el el e

1. Navigate to the Performance Evaluation tab.

2. Ensure ‘Performance Objective Assessment’ tab is highlighted

on second row.
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Evaluation Objective Assessments

Mack Pay Poal Info

Plan Midpoint Review Parformance Evaluation Repaorts fFarms

Performance Ewvaluation Approvals & Acknowledgments

Performance Objective Assessments

Performance Objectives
Select Number Performance Objective Title

Performance Objective Assessments Performance Element Assessments

Select the Wy Journal link to refer to or copy and paste any self-assessment information

o 1 Program Evaluation
o 2 IManagement Analysis
o 3 Financial Management

Performance Objective

Evaluate program effectiveness of the Test -Ong
end of the third quarter

Employee Self Assessment
Met objective by

Begin with
‘met’ or
‘exceeded

objective by .

Status
APPROVED
APPROVED

Meed Help?

My Journal

APPROVED

s in program. Eliminatedimprove two inefficient pro

e

Limited to
2000
characters

On the Performance Objective Assessments tab, insert employee self-
assessment for each objective.
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Evaluation Objective Assessments

Flan Midpoint Rewiew Performance Evaluation Feparts,/Farms Mock Pay Foal Info

Performance Objective Assessments Ferformance Element Assessments Ferformance Evaluation Approvals & Acknowledaments

Performance Objective Assessments

Select the My Journal’ link to refer to or copy and paste any self-ag ki il
. .. MNeed Help?
Switch radio icon to next My Journal
objective
Performance Objectives
Select Number Perform Status
o APPROVED
o 2 Management Analysis APPROVED
o 3 Financial Management APPROVED

Performance Objective

Actions requiring management analysis are resolved in an accurate and timely fashion. Routine issues are addressed within three business days. Bimonthly
updates are provided to leadership on complex issues until resolution is achieved. 90% of actions are completed by agreed to timeframes. Extensions are
coordinated with superisor prior to due date elapsing.

Insert

assessment

/I

Employee Self Assessment

Exceeded objective by . . .

Continue with assessment for each objective until finished.
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Evaluation Performance Elements

Flan Midpoint Rewview Performance Evaluation Feports /Farms Mock Pay Pool Info
Performance Objective Assessments Performance Element Assessments Performance Ewaluation Approvals & Acknowledgments

Performance Element Assessments
Select the My Journal link to refer to or copy and paste any self-assessment

WMy Journal

Performance Elements
Select Number Performance Element

« 1 Accountability for Results

o 2 Communication SWltCh radIO ICOﬂ tO neXt

e 3 Critical Thinking <| ObJeCtlve

8 4 Engagement and Collabaoration

o 5 Personal Leadership and Integrity . .

o 6 Technical Expertise LI m Ited to

Performance Element

2000
characters

Defense Intelligence employees are expected to take responsibility for their work, setting and/or meeting priorities, and organizing and utilizing time and

resources efficiently and effectively to achieve the desired results, consistent with their organization's goals and objectives. In addition, IC supenisers and
managers are expected to use these same skills to accept responsibility for and achieve results through the actions and contributions of their suberdinate
and their organization as a whole

Employee Self Assessment

Exceeded Accountability for Results by

Tab over to ‘Performance Element Assessments’ tab and complete all
employee self assessments for Performance Elements.
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Transfer to Rating Official

DCIPS PAA Employee

| Transfer to Rating Ofﬂcial'j- Track Progress J Return o ain Page :J

Employee Information
Employee MName Elridge, Delmer N

P> Show Employee Details

Flan | Midpoint Review  SEIECINENTERATITEULLEN  Reports/Forms Mock Pay Podl Info

Performance Objective Assessments G T EDTERAT TR ERS. Performance Evaluation | Approvals & Acknowledgments

Performance Element Assessments
Select the My Journal' link to refer to or copy and paste any self-assessment information

leed Help?
My Journal

DCIPS . § aa
$“=_=$ Performance Appraisal Application (PAA)
ICE MyBiz ICEPAAV3I Home Logout Preferences Personalize Page
Employee Notification to Rating Official - Walley, Tasia F
| Canceldl | Transfer to Rating Official without E-mail Notification | >

— i

The recipient does not have an e-mail address on file. Please contact the individual directly. Select Transfer to Rating Official without E-mail Motification to complete this task.

((Gancal ) | Transferto Rating Official without E-mail Natification )

ICE MyBiz | ICE PAAV3 | Home | Logout | Preferences | Personalize Page

About this Page

Click the Transfer to Rating Official icon. And then transfer with email notification

if email address is on file, otherwise transfer w/o email.
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Login as Rating Official

Department of Defense

Mavigator

1 My Biz
&My Workplace

-
=

(AT 22

Workplace

All Actions Awaiting Your Attention
Perormance Appraisal Application (PAS)

hy Ernployee Information

Update by Information

Suspenses

Apply Action(s) to MMultiple Emplovess (PAL)
Manage PAA Trusted Agent Authorization

PS Performance Management Reports
“iew/Print Performance Management Reports

“iew Previous Reguests

Click on My Workplace

Performance Appraisal Application
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PAA Main Page

_' VELSIOIT 3.U
PAA Main Page Provide Guest Feedback

Rating OfficiallHigher Level Reviewer
Performance Appraisal Application Main Page

Meed Help?
Warning: The Performance Appraisal Application is designated for sensitive unclassified personnel information only. Do NOT
enter classified infaormation in this system. Unauthorized release of classified information is a violation of law and may lead to
prosecution.

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

“ou can also search for completed plans by selecting the "Show Completed Plans/Appraisals’ link located at the bottom of this page.

To create a Performance Plan: To complete other actions described above:
¢ Select Choose a Plan Type' » Select an option from the Action column
& Select ‘Appraisal Plan Type + Select the 'Go’ button

+ Select the 'Go’ button

Important: To become familiar with the columns, select the Meed Help? link.

Plans/Appraisals In Progress
@ TIP Only Employees that have a plan in progress are listed below

Create New Plan
Show Me |AIIAppraisaIs j Appraisal Year IALL 'I

|-—Chnose a Plan Type- j 1Go )
Table Size |1U 'l
Rating Official Appraisal Appraisal |Plan Approval Plan
Employee Name |Current Owner Name Year 1D Date Type |Status Current PAA Status Action
f;m”“er' Beaulah \\\ ey Tasia F~ Walley, TasiaF 2010 23 03-Feb-2010 DCIPS Approved [_“;'f_‘;f””“ Review Approved by | Update
Elridge, Delmer M Walley, Tasia F Walley, Tasia F 2010 22 01-Maov-2009 DCIPS Approved  Midpoint Review Completed IUPdETE

Rater - Press Go
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Plan Tab

s‘ E%_DGIPS Performance Appraisal Application (PAA)

ICE MyBiz ICE PAAWT Home Logout Preferences Personalize Page

DCIPS PAA Rating Official

[ Transfer to Emplo\,ree'j Track Progress ,1 Return to Main Page )

Employee Information
Employes Name Elridge, Delmer N
P Show Employee Details

m Midpaint Rewiew Ferformance Evaluation | ReportsfForms | Manage Guest Paficipants | Maock Pay Pool Info
Plan Details Mission Goals | Fedormance Objectives Performance Elements Approvals & Acknowledgments

Plan Details
Change Rating Official andfor Higher Level Reviewsar |

Need Help?
Appraizal Type |Annual Appraisal - DCIPS _vJ Performance Plan Approval Date  01-Nov-2009
e = Plan Last Modified  01-Nov-2009
* Appraisal Period Start Date MR N LR L L] :
i . ; Closeout - Early Annual - DCIPS Created By Walley, Tasia F
= Appraisal Period End Date  |Closeout - DCIPS
Appraisal Effective Date
Rating Official Name Walley, Tasia F W y
Higher Level Reviewer Shonkwiler, Chuck W Only Change If ea rIy annual .
(MEXT= )

If meets ‘early annual’ (i.e., change in rater or position during 1 Jul-30
Sep), rater should change appraisal type to reflect ‘Closeout — Early
Annual — DCIPS’. Otherwise, regular employee appraisal type should
reflect ‘Annual Appraisal — DCIPS'.
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\ Performance Evaluation Tab

Plan Midpoint Review @I EGENEETERGTIMN. ReportsForms Manage Guest Participants Mock Pay Poal Info

Performance Objective Assessments Perfarmance Element Assessments FPerfarmance Evaluation Rating Approvals & Acknowledgments

Performance Objective Assessments

Appraisal Type I;ﬂmnual Appraisal - DCIPS

Appraisal Period End Date  |30-Sep-2010

Performance Objectives
Select Number Performance Objective Title

o 1 Program Evaluation
g z Management Analysis
o 3 Financial Management

Performance Objective

j Appraisal Period Start Date  01-Oct-2009

Appraisal Effective Date

Status Rating
APPROVED
APPROVED
APPROVED

coordinated with supenisor prior to due date elapsing

Actions requiring management analysis are resolved in an accurate and timely fashion. Routine issues are addressed within three business days. Bimanthly
updates are provided to leadership on complex issues until resolution is achieved. 90% of actions are completed by agreed to timeframes. Extensions are

Employee Self Assessment

Exceeded objective by

—

Rater to review employee’s self-assessment, then input
rater’'s assessment for each objective. ldentify if
meeting or exceeding objective.

Need Helpd

1. Navigate to the ‘Performance Evaluation’ Tab
2. Ensure the ‘Performance Objective Assessment’ Tab is highlighted
3. Review employee assessment then scroll to bottom
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Rater Objective Assessment & Rating

Employee Self Assessment

Exceeded ohjective by

R

=]

ting Official Assessment

rater assessment

(Limit to 2000 characters

Performance Objective Rating

Perfermance Objective Rating

—

Insert rater’'s assessment

]
4

Enter Objective Rating

e

2
j |PerFDrmance Objective Ratingl

MR

-

[ -]
Counter |22

When done with first objective assessment/rating, scroll to top and use
radio icons for next objective.
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Rater Element Assessment Input

Flan

Midpoint Fewview Performance Evaluation Feports/Forms Manage Guest Participants Mock Pay Pool Info

Fetformance Ohjective Assessments Performance Element Assessments Perforrmance Evaluation Rating Approvals & Acknowledgments

Performance Element Assessments

Appraisal Type |Annual Appra

Appraisal Period End Date  |30-Sep-2010

Performance Elements

Select Number Performance Element

&

allellelle}

r

1

L= PN SR S SV (1

Accountability for Results
Communication
Critical Thinking

Engagement and Collaboration

isal - DCIPS |

Personal Leadership and Integrity

Technical Expertise

Performance Element

raisal Effective Date

Appraisal Period Start Date  01-Oct-2009

Navigate to the ‘Performance
Element Assessments’ tab.

Employee Self Assessment

Defense Intelligence employees are expected to take responsibility fo
resources efficiently and effectively to achieve the desired results, cor
managers are expected to use these same skills to accept responsib
and their arganization as a whole

Exceeded Accountability for Results by

P

Rater to review employee’s
self assessment for each
element, then input rater’s
assessment for each element.

ng time and
Iperisors and
|r subordinates

Need Help?
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Rater Element Rating Inpu

t

Exceeded Accountability for Results by

R

]

ting Official Assessment
Rater input <

Insert rater’'s assessment

Enter Element Rating

(Limit to 2000 characters

2]
-

Performance Element Rating 1 |Perf0rmance Element Rating[
Perfarmance Element Rating I 'l

e

| Save and Retur

When done with first element assessment/rating, scroll to top and use radio

icons for next element.
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Rater Element Rating Input

_— )
| Transfer to Employee )| Track Progress ), Return to Main Page

Employee Information

Employee Name Elridge, Delmer N
B=Show Employee Details

Plan Midpoint Review Performance Evaluation FepartsfForms Manage Guest Participants Maock Pay Poal Info
FPerformance Ohjective Assessments Performance Element Assessments FPerformance Evaluation Rating Approvals & Acknowledgments

Performance Element Assessments

MNeed Help

Appraisal Type |Annual Appraisal - DCIPS j Appraisal Period Start Date  01-Oct-2009
_—— Appraisal Effective Dat
Appraisal Period End Date  [30-Sep-2010 ppraisal Lhectie Late

Performance Elements

Select Number Performance Element Rating
e 1 Accountability for Results 3
8l 2 Communication . 3
o 3 Critical Thinking Use Rad|0 4
o 4 Engagement and Collaboration buttons to 4
o 5 Personal Leadership and Integrity 3
_ _ move to next
© 6 Technical Expertise 3
Performance Element element
Defense Intelligence employees are expected to acquire and appl se, tradecraft, and/or technical competency necessary to

achieve results.

Employee Self Assessment

Technical Expertise shown by ©
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Performance Evaluation Rating Tab

DCIP$ PAA Rating Official

Employee Information
Employee Mame Elridge, Delmer N
B> Show Employee Details

FPerforrmance Objective Assessments

Plan Midpoint Review Performance Evaluation Feports/Forms
FPerformance Element Assessments Performance Evaluation Rating Approvals & Acknowledgments

Performance Evaluation Rating

Appraisal Type
Appraisal Period End Date

Annual Appraisal - DCIPS

30-Sep-2010

Performance Objective Ratings

Number Performance Objective Title
1 Program Evaluation
2 Management Analysis
3 Financial Management

Performance Elements Ratings

Number Performance Element Title
1 Accountability for Results

2 Communication

3 Critical Thinking

4 Engagement and Collaboration

5 Personal Leadership and Integrity
6 Technical Expertise

Performance Evaluation of Record

Average Performance Objective Rating
Average Performance Element Rating

Manage Cuest Participants

3.3
3.3

Mock Pay Pool Info

[ Transfer to Employee )| Track Progress )| Retum to Main Page

Appraisal Period Start Date  01-Oct-2009

Appraisal Effective Date

Overall Rating
Evaluation of Record

3.3
3 - Successful

Heed Help

Status Rating
APPROVED 3
APPROVED 3
APPROVED 4

Rating
3

o e e

1. Navigate to the ‘Performance Evaluation Rating’ tab.

2. Review Overall Rating
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Transferring to Higher Level Reviewer

#EQDBIPS Performance Appraisal Application (PAA)

ICE WyBiz ICE PAAW3 Home Logout Preferences Perzonalize Page
DCIPS PAA Rating Official
( Transfer to Ermployee )( Track Progress ) Return to Main Page )
Employee Information

Employees Mame Elridge, Delmer N
P=Show Employee Details

Plan | Midpoint Review @SS GIELTEREFITEWGGEN Reports/Forms | Manage Guest Participants Mock Fay Pool Info |

Performance Ohjective Assessments | Performance Element Assessments | Performance Evaluation Rating Approvals & Acknowledgments b
Approvals & Acknowledgments

Show All Details | Hide All Details
Details Tasks

B Show 5
b Show Step 2
B Show
B> Show Ste

Meed Help?

Status Action

Mot Started (_Start )

*Navigate to Approvals & Acknowledgements tab.
Click Start on step 1.
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Transfer to Higher Level

Employee Information
Employee Mame Elridge, Delmer N

B> Show Employee Details

Plan | Midpaint Rewview Performance Evaluation FeportsiForms

| Manage Cuest Participants

| Maock Pay Poal Info
Performance Ohjective Assessments | Performance Element Assessments | Performance Evaluation Rating Approvals & Acknowledgments
Approvals & Acknowledgments

Show All Details | Hide All Details
Details Tasks

Status

Action
lot Started [ Start |

approval

vol are both the Rating Official AND Higher Level Reviewer, use Option B to document the
Option A - Transfer to the Higher Level Reviewer (HLR) in the PAA,

Walley, Tasia F

Date
Rating Official
Shonkwiler, Chuck W Higher Level Reviewer
@ TIP Please select new HLR from list of values, if required
Change Higher Level Reviewer |Shonkwiler, Chuck W

&

Message to Higher Level Reviewer

The recipient does not have an e-mail address on file. You can choose a different Higher Level Reviewer, Transfer to Higher Level Reviewer without E
mail Matification, or use Option B te manually decument the Higher Level Review.

(Cancel ] ( Transferto Higher Level Reviewer without E-mail Matification

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

Need Help

the Reviewing Official/HLR for review and approval

Rating Official ONLY selects Option A in the PAA to transfer the appraisal to
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Transfer to Higher Level

EDBIPS Performance Appraisal Application (PAA)

ICE MyBiz ICEPAAV3 Home Logout Preferences Personalize

(i) Information

The annual appraisal has been transferred to the Higher Level Reviewer.

Performance Appraisal Application Main Page

MNeed Help?
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.

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

You can also search for completed plans by selecting t " link located at the bottom of this page.

To create a Performance Plan:

Higher Level
now owns the
evaluation’.

e Select Choose a Plan Type'
e Select ‘Appraisal Plan Type'
& Select the "Go' button

Important: To become familiar with the columns, select t

Plans/Appraisals In Progress
& TIP Only Employees that have a plan in progress a
Create New Plan

j Appraisal Y,

Show Me |AII Appraisals I—-Choose 2 Plan Type— j (Ga)
Table Size |1[] 'l

Ra Appraisal Appraisal |Plan Approval Plan
Employee Name |Current Owner N Year D Date Type |Status Current PAA Status Action
[f'“mte“ Beaulah v liey. Tasia F %Iley. Tasia F 2010 23 03-Feb-2010 DCIPS Approved m“gm”“ Review Approved by | Update = (s0)
Elrdge, Delmer 7oy 1" MUK ey TasiaF 2010 22 01-Nov-2009 DCIPS Approved iEEE'Sj' Pending HLR [ View =l (ee)

N~~~

Slide 23 of 44



Reviewing Official/Higher Level Reviewer Logs In

Department of Defense

Mavigator

—
=

[ M Pay Pool Administrator
[ DCIPS Performance Appraisal Administrator

3 my Biz
&My Workplace

y Workplace

Perdormance Appraisal Application [PAS)

by Ermployves [nformation

Update My Information

SUSpENSes

Apply Actionis) to Multiple Employees [PAS)
Manage PAA Trusted Agent Authorization

ew/Print Reports
YiewdPrint Performance Management Reports
“iew Previous Reguests

(M) <=

Select My Workplace, then Performance Appraisal Application.
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Higher Level Reviewer — PAA Main Page

Rating OfficiallHigher Level Reviewer

Performance Appraisal Application Main Page

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

prosecution.

From the Main Page, you can create, update and view employee Performance Plans: change the Rating Official and/or Higher Level Reviewer. view and print part or an entire plan after it is created; close a plan, ar

track the status of a plan.

You can also search for completed plans by selecting the "Show Completed Plans/Appraisals’ link located at the bottom of this page.

To create a Performance Plan: Toc
s Select Choose a Plan Type'

s Select "Appraisal Plan Type’

e Select the 'Go” button

omplete other actions described above:

» Select an option from the Action column
+ Select the "Go’ button

Important: To become familiar with the columns, select the Meed Help? link.

Plans/Appraisals In Progress

& TIP Only Emplayees that have a plan in progress are listed below

Show Me |AII Appraisals

j Appra

isal Year IALL 'I

Create New Plan

Meed Help?

|-—Chuose a Plan Type--

Table Size |10 =

Rating Official Appraisal Appraisal |Plan Approval Plan
Employee Name |[Current Owner Name Year 1D Date Type |Status Current PAA Status Action
chmte“ Beaulah v\ ley Tasia P Walley, Tasia F 2010 23 03-Feb-2010 DCIPS Approved wl'_‘gm”“ Review Approved by | View
Elridge. Delmer N 3?0”"‘“"'8“ Chuck  alley, TasiaF 2010 22 01-Nov-2009 DCIPS Approved igg;g'j" Pending HLR [Update

e

Select Go.
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Performance Evaluation Tab

Flan Midpoint Review Performance Evaluation Reports/Farms Manage Guest Participants Mock Pay Pool Info

Pegasrrance Evaluation

Performance Objective Assessments

FPerformance Element Assessments FPerformance Evaluation Rating Approvals & Acknowledgments

Performance Objective Assessmeigs

Appraisal Type  |Annual Appraisal - DCIPS j Appraisal Period Start Date  01-Oct-2009
Appraisal Effective Date

Appraisal Period End Date  [30-Sep-2010

Performance Objectives

Select Number Performance Objective Title Status
g 1 Program Evaluation APFROVED
& 2 IManagement Analysis APFROVED
APPROVED

& 3 Financial Management

Performance Objective

Rating
3
3
4

Evaluate program effectiveness of the Test -One Account
end of the third quarter

Employee Self Assessment

Run reports to determine variances in program. Eliminate/improve two inefficient processes by the

et objective by

Meed Help?

1. Navigate to the ‘Performance Evaluation’ tab.

2. Review assessments by employee and rater to include objective

ratings.
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Performance Objective Assessments CEL G (A S B G EEEELTEN C . Performance Evaluation Rating Approvals & Acknowledgments

Performance Element Assessments

Meed Help

Appraisal Type | Annual Appraisal - DCIPS i Appraisal Period Start Date  01-Oct-2009

Appraisal Effsctive Dat
Appraisal Period End Date [30-Sep-2010 ppraisal Liective Late

Performance Elements

Select Number Performance Element Rating
& 1 Accountability for Results 3
© 2 Comrmunication 3
e 3 Critical Thinking 4
& 4 Engagement and Collaboration 4
© 5 Personal Leadership and Integrity 3
e 6  Technical Expertise 3

Performance Element

Defense Intelligence employees are expected to take responsibility for their worle. setting and/or meeting priorities. and organizing and utilizing time and
resources efficiently and effectively to achieve the desired results. consistent with their organization's goals and objectives. In addition, IC superisors and
managers are expected to use these same skills to accept responsibility for and achieve results through the actions and contributions of their subordinates
and their organization as a whole

Employee Self Assessment

Exceeded Accountability for Results by

Read through Performance Elements tab. Collaborate with Rating Official
to discuss areas of disagreement. Reviewing Official may direct a change
in the rating if necessary to ensure consistency in the application of
standards and guidance; however, PAA does not allow for Reviewing
Official to make direct changes. Changes require transfer of eval back to
Rating Official to make changes.
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Performance Evaluation Rating (Summary)

Plan | Midpoint Rewiew OO ENTCRATITEIOD AN Feports/Forms | Manage Cuest Participants | Mock Pay Pool Info
Performance Evaluation
Performance Chjective Assessments | Ferformance Element Assessments  SEEGGIGENEERSTEITE LIS LN Approvals & Acknowledgments
Performance Evaluation Rating
INeed Help?
Appraisal Type |Annual Appraisal - DCIPS =~ APFfiSE”.F'ElrE; Start gate 01-Oct-2009
bbb : tive Dat
Appraisal Period End Date [30-Sep-2010 SR

Performance Objective Ratings

Number Performance Objective Title Status Rating
1 Program Evaluation APFROVED 3
2 Management Analysis APFROVED 3
3 Financial Management H APFROVED 4

Performance Evaluation

Performance Elements Ratings . .

Number Performance Element Title Ratlng Tab pI'OVIdeS Rating
1 Accountability for Results H 3
S e summary of overall rating. :
3 Critical Thinking 4
4 Engagement and Collaboration 4
5 Personal Leadership and Integrity 3
6 Technical Expertise 3

Performance Evaluation of Record

Average Performance Objective Rating: 3.3 Overall Rating: 3.3
Average Performance Element Rating: 3.2 yaluation of Record: 3 - Successful

Navigate to the ‘Performance Evaluation Rating’ tab to review overall
rating.
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Higher Level Approval/PM PRA Approval

DCIPS PAAHLR

[ Track Progress || Return to Main Page |

Employee Information
Employee Name Elridge, Delmer N
B> Show Employee Details

Only press Approval
AFTER PM PRA has
approved statistical
review.

Plan Midpaint Review  @E0uEICNEFETEU Reports/Forms Manage Cuest Participants Mock Pay Poal Info
Performance Evaluation
Perfarmance Ohjective Assessments Perfarmance Element Assessments Performance Evaluation Rating @0 R G TTTEG T e

Approvals & Acknowledgments

Details Tasks Status Action

P> Show Step 1: Rating Official - Request or Document Higher Level Review Completed

> Show Step 2: Higher Level - Review Pending Approval (Apprave ) or ( Return far Change )
P> Show Step 3: Rating Official - Document Communication to E ee ot Started Step 2 must be complete

B> Show Step 4 Rating Official - Document Emplayee Acknowledgme Starte step 3 must be ete

DO NOT PRESS APPROVE — Send email to your Data Administrator when
you have completed review. Data Admin will submit pre-decisional statistical
review to PM PRA for approval prior to Higher level approval. Data Admin will
notify Higher Level/Reviewing Officials when the PM PRA has completed
review in order to proceed. Once data admin informs HLR to proceed, then
press ‘approve’.
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Transfer back to Rating Official

DCIPS . S
==—=—— Performance Appraisal Application (PAA)
IZE MyBiz ICEPAMA WS Home Logout Preferences Personalize Page

[ Transfer to Rating Official withaut E-mail Motification ) >

_/

igher Level Reviewer Notification to Rating Official - Walley, TasiaF
| Cancel

The recipient does not have an e-rail address on file, Please contact the individual directly. Select Transfer to Higher Level Reviewer without E-mail Motification to complete this task.
(‘Cancel ) ( Transfer to Rating Official without E-mail Notification )

DCIPS . N
#_i:—______— Performance Appraisal Application (PAA) CElBh L PAAA fome Lo Feiorones

(D) Information
Do you wish to approve the Performance Evaluation for Elridge, Delmer N?
(Mo )

Transfer to Rating official. State yes to approving Evaluation then logout.
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Rating Official Logs In

Navigator
(0 My Biz My Workplace
WMy Workplace 5| Perfotance Appraisal Anplication (PAA)

Wy Ermployee Information
=] Undate My Infarmation

Suspenses
Apply Action(s) to Multiple Ernployvess (PAA]

| Manage PAA Trusted Agent Authorization

=

iew/Print Reports
e Print Performance Management Reports

: ‘iew Previous Requests

Favorites

| Edit Favorites

After using your browser to access DCPDS, close all of your
browser windaws and restart a new browser segsion,
Sometimes the browser can hald that information in memary
(2.9. cache, etc) and some web sites knaw where ta look to find
it. Far mare information Click here

Add/Delets Your Cerification/License Yia My Biz

Rater logs back into My Workplace/Performance Appraisal Application
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Rating Official PAA Main Page

Rating Official/Higher Level Reviewer
Performance Appraisal Application Main Page

Meed Help?
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.

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

You can also search for completed plans by selecting the "Show Completed Plans/Appraisals’ link located at the bottom of this page

To create a Performance Plan To complete other actions described above
& Select 'Choose a Plan Type & Select an optien from the Action celumn
& Select ‘Appraisal Plan Type & Select the "Go’ button

s Select the "Go” button

Important: To becomne familiar with the columns. select the Meed Help? link

Plans/Appraisals In Progress
& TIP Only Employees that have a plan in progress are listed below

Show Me Iﬁ.ll,&.ppraisals j Appraisal Year Iﬁ.LL 'l

Create New Plan

|-—Choose a Plan Type—- j [ So )
Table Size |10 'l
Rating Official Appraisal Appraisal |Plan Approval Plan
Employee Name |Current Owner Name Year 10 Date Type |Status Current PAA Status Action
['fm“er' Beaulah \vlley TasiaF Walley, Tasia F 2010 23 03-Feb-2010 DCIPS Approved Hﬂ‘g’m'" Review Approved by [ Update
Elridge, Delmer M Walley, Tasia F Walley, TasiaF 2010 22 01-Mov-2009 DCIPS Approved  Approved by HLR |UFdE‘19
1

o Leail L L

Rater - press GO.
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Performance Evaluation/Approvals & Ackn Tab

$‘ DCIPS _ performance Appraisal Application (PAA)

ICE MyBiz ICEPAAW3 Home Logout Preferences Personalize Page

DCIPS PAA Rating Official
| Track Pragress )| Return to Main Page )

Employee Information
Employee Mame Elridge, Delmer N
B> Show Employee Details

Plan Micipoint Review (it s Ma e UEdn M Beports Forms Manage Guest Participants Mack Pagse e

Ferfarmance Objective Asse Pe@wemem Assasaments Pefarmance Evaluation Rating )

Approvals & Acknowledgments /

MNeed Help?

Show All Details | Hide Al Details

Details Tasks Status Action

P> Show Step 1: Ra Reques iment Higher Level Revie &

P Show 2 -R e e

B> Show Step 3 Ratmg Official - Document Communication to Employee Fending Approval

B> Show Step 4: Rating Official - Document Employee - Acknowledgment

1. Navigate to Performance Evaluation Tab/Approvals & Acknowledgements
2. Press Start at step 3
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Rating Official Documents Employee Discussion

Plan Midpoint Rewview Peformance Evaluation FeportsfForms Manage Guest Participants fock Pay Pool Info |

Performance Objective Assessments Performance Element Assassments Peformance Evaluation Rating Approvals & Acknowledgments
Approvals & Acknowledgments

Ileed Help
Show All Details | Hide All Details

Details Tasks

Status Action

B> Show Sie 2

B>Show|Step 2 Higher Leve

¥ Hide |Step 3: Rating Off

Communication Date |0-1—I-Jnv—2[]10
Communication Method ¥,
Other I
| Save and Transfer to Emplayee for Acknowledoment ) Save and go to Step 4 )

B> Sho " ot Ctam 3 et T

[HEY

Rater discuss rating with employee.

2. Rater to input date/method of communication with employee about rating,
then press Save & Transfer to Employee to Acknowledge.
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Employee Log-in

Navigator Favorites

m My Biz ' ( Edit Favorites |
¥

tily Information

D Update My Infarmation
& Performance Appraisal Application (PAA)

After using your browser to access DCPDS, close all of your
brawser windows and restart a new browser session,
Sometimas the browser can hold that information in memary
(.. cache, etc) and some web sites knaw where to logk to find
it. Far mare informatian Click here

Employee — Press My Biz, then Performance Appraisal Application
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Employee Acknowledgement

Performance Appraisal Application (PAA)

Version 3.0
ICE MyBiz ICEPAAW3 Home Logout Preferences Oracle Help Perzonalize Page

Employee
Performance Appraisal Application Main Page

Meed Help?
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.

From the Main Page, you can create. update and view your Performance Plans; view and print part or an entire plan after it is created; and track the status of a plan. You can also search for completed plans by
selecting the "Show Completed Plans/Appraisals’ link located at the battom of this page.

To create a Performance Plan: To complete other actions described abave:
o Select ‘Choose a Plan Type’ e Select an option from the Action column
* Select Appraisal Plan Type e Select the 'Go’ button

o Select the 'Go” hutton

Important: To become familiar with the columns. select the Teed Help? link.
Appraisals of Elridge, Delmer N
Create New Plan

|--Choose a Plan Type-- j Go )
Table Size |10 'l
Employee Name |Current Owner |Rating Official Name |Appraisal Year |Appraisal 1D |Plan Approval Date IType |Plan StatusICurrent PAA Status |Ac1ion /
Elridge. Delmer M Elridge, Delmer M VWalley, Tasia F 2010 22 01-Mov-2009 DCIPS Approved Midpoint Review Completed |Update Q (Ge)
R

Press Go.
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Employee — Acknowledge Receipt

DCIPS PAA Employee
[ Track Progress )| Return to Main Page |

DCIPS . S
===——— Performance Appraisal Application (PAA)
ICE MvBiz ICEPAA W3 Home Logout Preferences Personalize Page

Employee Information
Employee Mame Elridge, Delmer N

B> Show Employee Details

Plan Midpoint Review Performance Evaluation Feports/Farms Maock Pay Pool Info
Approvals & Acknowledgments

Ferformance Objective Assessments Ferformance Element Assessments Ferformance Evaluation

Approvals & Acknowledgments
HNeed Help?

Show All Details | Hide All Details
Details Tasks Status Action
P-Show
P Show
P Show

Pending Empl Acknowledgment [ Acknowledge Receipt

B=Show Step 4: Employee - Acknowledgment

\_/

Navigate to Approvals & Acknowledgements Tab/press
Acknowledge Receipt. You are now Done!

Return to Main Page.
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Completed Plans/Appraisals

Performance Appraisal Application (PAA)
Version 3.0

ICE WMvBiz |CE PAAW3 Home Logout Preferences Oracle Help Personalize Page

Employee

Performance Appraisal Application Main Page

MNeed Help?
Create New Plan
| ~Choose a Plan Type-- x| (Go)
Table Size |10 'l
Employee Name Current Owner Rating Official Name Appraisal Year Appraisal ID Plan Approval Date Type Plan Status Current PAA Status Action
Mo results found.

Select the link to search for completed
¥ Hide Completed Plans/Appraisals

praisals

1. Begin with entering search criteria. The following fields can be entered |
2. Select the Find button. Your results will be based on your sear, ;

Appraisal Year |2010 'I

Event |DCIPS Performance Evaluation j
(Find ) ( Clear
Table Size |1[J 'l
Appraisal Year Appraisal ID Type Event
2010 22 DCIPS DCIPS Performance Evaluation

y combination: e.qg., Appraisal Year only or Appraisal Year and Event.
ria. If there is no search criteria entered. your results will be all Completed Plans/Appraisals.

Event Completion Date Reports/Forms
28-Aug-2010 <

To Print or save electronic copy, press the Completed Plans/Appraisals
hyperlink, enter year 2010 and type as DCIPS Performance Evaluation.
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Printing/Saving Copy of Evaluation

Flan Midpoint Rewview Performance Evaluation Reports/Forms Mock Pay Pool Info

Reports/Forms

Information to support the mock pay pool deliberation process can be obtained by selecting WMock Report’ from the drop down menu. This report reflects information that has been entered into the Need Hel
Maock Pay Pool tab

Select Report Type IReports.-"Fnrms vl

View/Print Selected Sections
Selecting the "View/Print Selected Section(s)” button allows you to print the selected sections

[T Select/ Deselect All

Relevant Organization Mission Goals [T Performance Elements with Performance Evaluation Assessments
Performance Objectives Only [ Performance Evaluation of Record

Ferformance Objectives with Midpoint Review Assessments

Performance Objectives with Performance Evaluation Assessments

FPerformance Elements Only

Performance Elements with Midpoint Review Assessments

|

(WiewiPrint Selected Section(s)

View/Print Working Copy of DD Form 2906-D
Select the "View/Print Warking Copy Form™ button

» Toview or print the in-progress Performance Plan, Midpoint Review(s), and Performance Evaluation
» Forthe purpose of obtaining signatures during the approvals process when an approval will be documented in the PAA on behalf of either the Rating Official or Higher Level Reviewer

[GiewﬁPrint Warking Copy Form

N

Allows print/saving of specific areas or entire evaluation form.
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