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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., ●, ½ . ≤ ∑ ☺ ) 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

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

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.

https://compo.dcpds.cpms.osd.mil/
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CAC Login

Select the non-email certificate & 
enter CAC pin.

Click Army region 
hyperlink.
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Employee Access to My Biz

My Biz/Performance Appraisal Application

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

1. 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. 

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

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

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

Limited to 
2000 

characters

Begin with  
‘met’ or 

‘exceeded 
objective by . 

. . .
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Evaluation Objective Assessments

• Continue with assessment for each objective until finished.

Switch radio icon to next 
objective

Insert 
assessment



Slide 10 of 44

Evaluation Performance Elements

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

Limited to 
2000 

characters

Switch radio icon to next 
objective
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Transfer to Rating Official

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

Click on My Workplace
Performance Appraisal Application
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PAA Main Page

Rater  - Press Go
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Plan Tab

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’.

Only change if ‘early annual’.
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Performance Evaluation Tab

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

Rater to review employee’s self-assessment, then input 
rater’s assessment for each objective.  Identify if 
meeting or exceeding objective.
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Rater Objective Assessment & Rating

Insert rater’s assessment

Enter Objective Rating

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

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

Navigate to the ‘Performance 
Element Assessments’ tab.
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Rater Element Rating Input

Insert rater’s assessment

Enter Element Rating

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

Use Radio 
buttons to 
move to next 
element.
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Performance Evaluation Rating Tab 

1. Navigate to the ‘Performance Evaluation Rating’ tab.
2. Review Overall Rating



Slide 21 of 44

Transferring to Higher Level Reviewer

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

Rating Official ONLY selects Option A in the PAA to transfer the appraisal to 
the Reviewing Official/HLR for review and approval
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Transfer to Higher Level

Higher Level 
now owns the 
evaluation’.
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Reviewing Official/Higher Level Reviewer Logs In

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

Select Go.
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Performance Evaluation Tab

1. Navigate to the ‘Performance Evaluation’ tab.
2. Review assessments by employee and rater to include objective 

ratings.
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Performance Element Tab

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)

Navigate to the ‘Performance Evaluation Rating’ tab to review overall 
rating.

Performance Evaluation 
Rating Tab provides 
summary of overall rating.
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Higher Level Approval/PM PRA Approval

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’.

Only press Approval 
AFTER PM PRA has 
approved statistical 

review.
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Transfer back to Rating Official

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

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

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

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

1. 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

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

Press Go.
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Employee – Acknowledge Receipt

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

Return to Main Page.
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Completed Plans/Appraisals

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

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


	�DCIPS Performance �End-of-Cycle Process
	PAA TIPS
	Slide Number 3
	Slide Number 4
	Slide Number 5
	PAA Main Page
	Performance Evaluation Tab
	Evaluation Objective Assessments
	Evaluation Objective Assessments
	Evaluation Performance Elements
	Transfer to Rating Official
	Login as Rating Official
	PAA Main Page
	Plan Tab
	Performance Evaluation Tab
	Rater Objective Assessment & Rating
	Rater Element Assessment Input
	Rater Element Rating Input
	Rater Element Rating Input
	Performance Evaluation Rating Tab 
	Transferring to Higher Level Reviewer
	Transfer to Higher Level
	Transfer to Higher Level
	Reviewing Official/Higher Level Reviewer Logs In
	Higher Level Reviewer – PAA Main Page
	Performance Evaluation Tab
	Performance Element Tab
	Performance Evaluation Rating (Summary)
	Higher Level Approval/PM PRA Approval
	Transfer back to Rating Official
	Rating Official Logs In
	Rating Official PAA Main Page
	Performance Evaluation/Approvals & Ackn Tab
	Rating Official Documents Employee Discussion
	Employee Log-in
	Employee Acknowledgement
	Employee – Acknowledge Receipt
	Completed Plans/Appraisals
	Printing/Saving Copy of Evaluation

