
DCIPS Performance 
Midpoint PAA Process

DCIPS Employees /Supervisors



Employee Access to My Biz

My Biz/Performance Appraisal Application

My Biz = Employee Access
My Workplace = Supervisor Access
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Creating a Midpoint

1.  Midpoint starts by having an approved plan.
2.  Employee begins midpoint process.
3.  Press GO to the right of the action column. 

Make sure 
employee is the 
owner and 
action column 
states ‘update’Plan must be 

APPROVED!
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Midpoint Review Tab

1.  Navigate to the Midpoint Review tab.
2.  Click Create Midpoint Review
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Midpoint Objective Assessments

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

Insert ‘met’ or 
‘exceed’ 
objective.

Limited to 2000 
characters
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Midpoint Objective Assessments

•     Continue with assessment for each objective until finished.

Insert 
assessment

Switch Radio icon to next 
objective
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Midpoint Performance Elements

Tab over to ‘Performance Element Assessments’ tab and complete all 
employee self assessments for Performance Elements. Use the radio 
icon to navigate to the next performance element.

Limited to 2000 
characters
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Return to Midpoint Reviews 

Press the Return to Midpoint Reviews icon at top right.
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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
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Click on My Workplace
Performance Appraisal Application



Rating Official PAA Main Page
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Rater ‐Press Go



Midpoint Review Tab
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Rater ‐Navigate to Midpoint Review tab, press Update



Rater Objective Assessment Input
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Use Radio buttons to move 
to next objective

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

Insert ‘met’ or 
‘exceed’ objective



Rater Element Assessment Input
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Navigate to the ‘Performance 
Element Assessments’ tab

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

Use Radio 
buttons to 
move to next 
objective



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



Transfer to Higher Level
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Option A: Transfers midpoint to Higher Level Reviewer (HLR) electronically through the PAA 
tool. Requires HLR to log into PAA and approve midpoint.
OR
Option B: Rater does not transfer plan to HLR, but documents HLR’s approval done outside of 
the PAA (i.e., phone, email, etc.). Insert communication method with HLR, date of 
communication and ‘save’. (requires hardcopy signature of HLR).



Rater Returns to PAA Main Page
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Assuming Option A was done on previous screen, Midpoint is now with the 
higher level reviewer (HLR).



Higher Level Reviewer Logs In
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Click on My Workplace , then Performance Appraisal Application



Higher Level Reviewer –PAA Main Page
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Select Go



HLR –Midpoint Review Tab
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Navigate to Midpoint Review tab, press Update



HLR –Midpoint Review Tab
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HLR read through Performance Objectives and Performance Elements tabs, then 
navigate to Approvals & Acknowledgements tab. Note HLR cannot make any 
changes –for changes to be made, rater must make changes.



Higher Level Approval
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Navigate to the ‘Approvals 
& Acknowledgements’ tab.

HLR press approve or return for change. Either way the midpoint returns 
back to the rating official.



Transfer back to Rating Official
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Official Transfer to Rating official. State yes to approving Midpoint then logout.



Rating Official Logs In
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Rater logs back into My Workplace/Performance Appraisal Application



Rating Official PAA Main Page
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Select Go



Rating Official Midpoint Review Tab
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Rater -press Midpoint Review tab, press Update



Rating Official Approvals Tab
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Rater -press Approvals & Acknowledgements Tab, then start on step 3.



Rating Official Documents Employee Midpoint
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Rater inputs midpoint date/method of communication with employee, then 
press Save & Transfer to Employee to Acknowledge.



Employee Log-in
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Employee –Press My Biz, then Performance Appraisal Application



Employee Acknowledgement
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Select Go



Employee –Midpoint Review Tab
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Employee –Midpoint Review Tab/press update.



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

Return to Midpoint Reviews tab/Return to Main Page/Logout.



Print and/or Saving Desktop Copy
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To Print or save electronic copy, press the Reports/Forms from Action 
drop-down menu.
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Printing and/or Saving Desktop Copy

Select all or individual portions, then ‘view/print selected sections’ icon.
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Printing and/or Saving Desktop Copy

Form retrievable in adobe acrobat. User can print and/or save copy.
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