DCIPS Performance
Midpoint PAA Process

DCIPS Employees /Supervisors



Navigator

Employee Access to My Biz

I - i
[ System Administrator M Infarmation

(] Undate My Inforrnation

15 Perfumance Appraisal Application (PAA) _

My Biz/Performance Appraisal Application

My Biz = Employee Access
My Workplace = Supervisor Access




Creating a Midpoint

Need Help

Employee
Assistance

Performance Appraisal Application Main Page

Meed Help?

Warning: The Performance Appraisal Application is designated for sensitive unclassified personnel information only. Do MOT
enter classified information in this system. Unauthorized release of classified information is a wiolation of law and may lead to
prosecution.

From the Main Page, you can creste, 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 bottomn of this page.

To create a Performance Plan: To complete ather actions described above:
e Select Thoose a Plan Type' o Select an option from the Action column Make sure
o Select Appraizal Plan Type s Select the 'Go' button T
& Select the 'Go' button ploy
owner and

action column
states ‘update’

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

Plan must be
APPROVED!

Appraisals of Elridge, Delmer N

Create Mew Plan
|——Chnose a Plan Type--

Table Size |1D 'l

Employee Name |Cu||em Owner |Rating Official Name |Appraisal Year |Appraisal ID |Plan Approval Date IType |Plan Status ICunem PAA St

|Aclion
|Update

Elridge, Delmer M Elridge, Delmer M Walley, Tasia F 2010 22 01-Mow-2008 DCIPS Approved Plan Approved

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



Midpoint Review Tab

3%_00|p5 Performance Appraisal Application (PAA)

ICE MyBiz ICEP&AYS Home Logout Preferences Personalize Page

DCIPS PAA Employee
| Transfer to Rating Official )| Track Progress )( Return to Main Page )

Employee Information
Ermployee Mame Elridge, Delmer N
P=Show Employee Details

HET Midpoint Review Performance Evaluation Reports/Forms

Midpoint Review

Meed Help?
& TIP tidpaint Reviews are a review of an employee's pedarmance which typically occurs midway through the peformance cycle. (Note: Mot a Closeout Assessment or Perfarmance Evaluati

| Create Midpoint Review )

Number Created By Creation Date  Higher Level Review Date Status Communication Date Communication Method Employee Ack Date Action Delete

Mo results found.

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




Midpoint Objective Assessments

Midpoint Review Information

Midpoint Review Initiator  Elridge, Delmer N Midpoirt Review Number 1
Midpoint Review Status  Initiated

Performance Objective Assessments Ferformance Element Assessments Approvals & Acknowledgments

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

Heed H
ky Jou

Performance Ohjectives

Select Number Performance Objective Title Status
« 1 Program Ewaluation AFPROVED
C 2 Management Analysis APPROYVED
o 3 Financial Management APPROYVED
. - { 7
Performance Objective |nse rt ‘'met’ or
Evaluate program effectiveness of the T ¢ ’ e variances in program.  Eliminatefimprove two i 1 1
end of the third quarter. exceed LI m Ited to 2000

objective. characters

Employee Self Assessment / /

Exceeded Objective. Managed the Test-One Account. Analyzed data from 10 historical quarters.  Ran data pojections for losses. Submitted 3 process =
imporovermnents of which 2 were submitted to HQDA, for use by all commands. Process improvernents were implemented MEDCOM wide by 2nd quarter.

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



Midpoint Objective Assessments

Midpoint Review Information

Midpoint Review Initiator  Elridge, Delmer N
Midpoint Review Status  Initiated

Performance Objective Assessments FPerformance Element Assessments Approvals & Acknowledgments

Midpoint Review Mumber 1

Performance Objective Assessments
Select the '™y Journal' link to refer to or copy and paste any sel-assessment infarmation

Perfermance Objectives

Select Mumber Performance Objective Title Status
e 1 Frogram Evaluation . L APPROVED
c 2 hanagement Analysis Switch Radio icon to next APPROVED
hancial bl . .
S objective aalROVED
-

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 camplex issues until resolution 15 achieved. 90% of actions are completed by agreed to timeframes. Extensions are
coordinated with supervisor prior to due dat

Insert

assessment

Employee Self Assessment /
| al

e Continue with assessment for each objective until finished.




Midpoint Performance Elements

Midpoint Review Information

Midpoint Review Initiator
Midpaint Review Status

Elridge, Delmer N
Initiated

Performance Ohjective Assessments Performance Element Assessments Approvals & Acknowledgments

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

Performance Elements

Select Number Performance Element

&

DIOD0(0

1

[ B o B - E R N

Accountability for Results
Communication
Critical Thinking

Engagement and Collaboration

Midpoint Review Mumber

1

Perzonal Leadership and Integrity

Technical Experise

Performance Element

Limited to 2000

Employee Self Assessment

Defense Intelligence employees are expected to take responsibility for their work | setting and/or meeting priorities, and o CharaCterS
resources efficiently and effectively to achieve the desired results, consistent with their arganization's goals and objective
managers are expected to use these same skills to accept responsibility for and achieve results through the actions and
and their organization as a whaole.

Employee self - assessment for pedformance elerment.

V =

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.




Return to Midpoint Reviews

| Return To Midpaoint Reviews )

Employee Information

Ermployee Mame  Elridge, Delmer N
b= Show Employee Details

Midpoint Review Information

Midpoint Review Initiator  Elridge, Delmer N
Midpoint Review Status  Initiated

Ferformance Ohjective Assessments Performance Element Assessments Approvals & Acknowledgments

FPerformance Element Assessments
Select the ™y Journal' link to refer to or copy and paste any self-assessment infarmation

Midpoint Reviews Mumber 1

Meed Help
Iy Journal

Performance Elements

Select Number Performance Element

s 1 Accountability for Results

o 2 Comrmunication

s 3 Critical Thinking

s 4 Engagement and Collaboration
s 5 Personal Leadership and Integrity
o B Technical Expertise

Performance Element

Defense Intelligence employees are expected to acquire and apply knowledge, subject matter expertise, tradecraft, and/or technical competency necessary to
achieve results.

Employee Self Assessment

Employee self - assessment for performance element =]

Press the Return to Midpoint Reviews icon at top right.




Transfer to Rating Official

DEIPS  performance Appraisal Application (PAA)

ICE MyBiz [ICE PAAYS Hame Logout Preferences Personalize Pace

DCIPS PAA Employee

(Transtet ta Rating Official | Track Progress )| Return ta Main Page

Employee Infoermation
Employee Mame Elridge, Delmer N
B Show Employes Details

HEW Midpoint Review Performance Evaluation ReportsiForms |

Midpoint Review

Meed Help?
@ TIP Midpaint Reviews are a review of an employee's pefarmance which typically occurs midway through the performance cycle. (Mote: Mot 2 Closeout Assessment or Perfarmance Evaluation)
Number Created By Creation Date  Higher Level Review Date Status  Communication Date Communication Method Employee Ack Date Action  Delete
1 Eltidge, Delmer N 30-Dec-2009 Initiated Mpdate ) T

Click the Transfer to Rating Official icon. And then transfer with email notification
if email address is on file otherwise transfer w/o email.




Login as Rating Official

Department of Defense

Mavigator

L3 My Bi
Sy Workplace

—
=
—

y Workplace

Al Actions Awaiting Y our Attention
Perormance Appraisal Application (PAS)

by Ermployee Information

Update by Inforrmation

SUSpenses

Apply Action(s) to Multiple Employees (PAS)
hManage PAA Trusted Agent Authorization

TN IR R R PR PR

SPS Performance Management Reports
| iew/Print Performance Management Feports
| Wiew Previous Requests

[ =

Click on My Workplace
Performance Appraisal Application
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Rating Official PAA Main Page

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 information in this system. Unauthorized release of classified information is a violation of law and may lead to
prosecution.

Fram 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, 3
track the status of a plan.

fou can also search for completed plans by selecting the 'Show Completed Plans/Appraisals’ link located at the bottam of this page.

To create a Performance Plan: To complete other actions described above:
o Select Thoose a Plan Type' o Select an option from the Action colurmn
o Select Appraisal Plan Type' o Select the 'Go' button

e 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 he IAII Appraisals j Appraisal Year IALL 'I I--Choose 2 Plan Type—- j o)
Table Size |1D 'l

Employee Name |Cu||em Owner |Rming Official Name |App|aisa| Year |Appraisal ID |Plan Approval Date IType |PI.1n Status ICuuem PAA Status |Action /

Elridge, Delmer N VWalley, Tasia F - Walley, Tasia F 2010 22 01-Mow-2009 DCIPS Approved  Midpoint in Progress | Update K x| (&)

Rater -Press Go
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Midpoint Review Tab

DCIPS PAA Rating Official

( Transfer to Employee )| Track Progress )| Return to Main Page )

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

Plan MUGHGTHAREAETEN Performance Evaluation | ReportsfForms | Manage Guest Participants

Midpoint Review

Meed Help?
@ TIP Midpoint Reviews are a review of an employee's perfarmance which typically occurs midway through the performance cycle. (Mate: Mot a Closeout Assessment or Perfarmance Evaluation)

Number Created By Creation Date  Higher Level Review Date Status  Communication Date Communication Method
1 Elridge, Delmer M 30-Dec-2009 Initiated

Employee Ack Date Action
[ Update )

Rater -Navigate to Midpoint Review tab, press Update

12




Rater Objective Assessment Input

Create/Update Midpoint Review

Employee Information
Employee Marme Elridge, Delmer N
B Show Employee Details

Midpoint Review Information

& TIP A Midpoint Review should acknowledge achievements to date and suggested areas for improvernent. It should facilitate meaningful dialogue and exchange of accomplishments and areas for improvernent.

Midpoint Review Initiator  Elridge, Delmer N
Midpoint Review Status  Initiated

Performance Objective Assessments Ferfarmance Element Assessments

Approvals & Acknowledgments

|_Back To Midpoint Reviews |

Midpoint Review Number 1

Performance Objective Assessments

Performance Objectives
Select Number Performance Objective Title

Meed Help?

Status
—

« 1 Program Evaluation OWED
[ 2 Management Analysis H ONED
T =" Use Radio buttons to move

inancial Management OWED

Performance Objective

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

to next objective

two inefficient processes by the

Employee Self Assessment

imporovernents of which 2 were submitted to HQDA for use by all commands.

Excoeted Objociive_Managed Ine Test-One Acsount_Anaivzed saiaiom 1| RAter to review employee’s E—
self-assessment, then input
rater’s assessment for each
objective. Identify if meeting
or exceeding objective

arter.

Insert ‘met’ or
‘exceed’ objective

Rating Official Assessment

Concur. Exceed objective by . .

=l

|@ Auta saving in about 14 minukeds)

T T[S @ rstedstes

13




Rater Element Assessment Input

Midpoint Review Information
@ TIP A Midpoint Review should acknowledge achievernents to date and suggested areas for improvernent. It should facilitate meaningful dialogue and exchange of accomplish

Midpoint Review Initiator  Elridge, Delmer N
Midpoint Review Status  Initiated

Performance Objective Assessments Performance Element Assessments Approvals & Acknowledgments

Midpnoint Review Mumber 1

Use Radio
buttons to
move to next
objective

Performance Element Assessments

Performance Elements N . h ‘ P f
Select Number Performance Element aV|gate tO t e errormance
= 1 Al tability for Result ’
ARG o Gl Element Assessments’ tab
s 2 Communication
o 3 Critical Thinking
o 4 Engagement and Collaboration
o 5} Personal Leadership and Integrity
o 6 Technical Expertise

Performance Element

Defense Intelligence employees are expected to take responsibility for their wark, setting and/or meeting priorities, and organizing and utilizing time and
resources efiiciently and effectively to achieve the desired results, consistent with their arganization's goals and objectives. In addition, IC supervisors 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

Employee self- assessment for performance element.

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

Rating Official Assessment

14



Transferring to Higher Level Reviewer

Create/Update Midpoint Review

| Back To Midpaint Reviews |

Employee Information
Employee Marme Elridge, Delmer N
P=Show Employee Details

Midpoint Review Information
& TIP A Widpaint Review should acknowledge achievements to date and suggested areas for imffrovement. |t should facilitate meaningful dialogue and exchange of accomplishments and areas for impravement.

Midpoint Review Initiator - Elridge, Delmer N
Midpoint Review Status  Initiated

Ferformance Objective Assessments Perfarmance Element Assessments  @UITT RSN EN T TS

Midpoint Review Number 1

Approvals & Acknowledgments

Meed Help]
Show All Details | Hide All Details
Details Tasks Status o
B=Show Step 1: Rating Official - Request or Document Higher Level Review (If Required) - NOTE: If not required, Go to Step 3 Mot Stane
B Show
B Show Step 3: Rating Official - Document Communication to Employee Mot Started \ﬂ)
P Show

e Navigate to Approvals & Acknowledgements tab.
e (lick Start on step 1.

15



Transfer to Higher Level

Midpoint Review Initiator  Elridge, Delmer N Midpoint Review Mumber 1
Midpoint Review Status  Initiated

Ferormance Objective Assessments Ferformance Element Assessments Approvals & Acknowledgments

Approvals & Acknowledgments

Show All Details | Hide Al Details
Details Tasks

W Hide

Status Action

Option A - Transfer to the Higher Level Reviewer (HLR) inthe PAA.

Date

Rating Official
Higher Level Reviewer

Hame

Walley, Tasia F

Shonkwiler, Chuck W

& TIP Please select new HLR from list of walues, if required.

Change Higher Level Reviewer ISthkWiIEr, Chuck W ,,;?

Message to Higher Level Reviewer

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

| Cancel ‘1 Transfer to Higher Level Reviever without E-mail Motification ,1

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

Review Date Approver IShonkwiIer, Chuck W ,,g?
Method of Review hd Other | ((Cancel ] ( Save )
B Showe
B=Show Step 30 Rating Official - Document Communication to Employee Mot Started Start
B =how

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).
16



Rater Returns to PAA Main Page

El Confirmation

The appraisal has been submitted to the Higher Level Reviewer.

Rating Official/lHigher Level Reviewer

Performance Appraisal Application Main Page

Meed Help?
Warning: The Ferformance Appraisal Application is designated for sensitive unclassified personnel information only. Do MNOT

enter classified information in this system. Unauthorized release of classified information is a violation of laww and may lead to
prosecution.

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

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

To create a Performance Plan To complete other actions described above:

s Select 'Choose a Plan Type' e Select an option from the Action column
s Select ‘Appraisal Plan Type' e Select the 'Go’ button
» Select the 'Go' button

Important: To become familiar with the columns, select the ‘Need Help?' link.
PlansfAppraisals In Progress
@ TIP Only Employees that have a plan in progress are listed below.

Create Mew Plan
Show Me IAII Appraisals ;I Appraisal Year IALL 'I |——Choose = Plan Type-- LI (&a)
Table Size |1D 'I
Employee Rating Official Appraisal FPlan Approval
Name Current Owner Hame Year Appraisal ID|Date Type |Plan Status|Current PAA Status Action
Elridge, Delmer M E\.',m”kw"er' CIHUEX  oveflon, Tosia & 2010 22 01-Mov-2009 DCIPS Approved L”'}'Jif;‘":l IPremilig IR [view =l =)

Assuming Option A was done on previous screen, Midpoint is now with the
higher level reviewer (HLR).

17



Higher Level Reviewer Logs In

Department of Defense

Mavigator

—
=
—

[ cIv Pay Pool Adrministrator
[ DCIPS Petformance Appraisal Administrator

£ My Biz
SlMy Worlpiace

y Workplace

Pedormance Appraisal Application (PAS)

by Ermployee Information

Update My Information

SUspenses

Apply Action(s) to Multiple Employees (PAA)
hanage PAA Trusted Agent Authorization

1T T FFE N A

iew/Print Reports
Wiew/Print Pedformance Management Feports
Wiew Previous Begquests

(U =

Click on My Workplace , then Performance Appraisal Application

18



Higher Level Reviewer —-PAA Main Page

Rating OfficiallHigher Level Reviewer

Performance Appraisal Application Main Page

Meed Help?
Warning: The FPerformance 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.

Fram the Main Page, you can create, update and view employee Perfarmance Plang, change the Rating Official andfor Higher Level Reviewer; view and print part ar an entire plan after it is created; close a plan, and
track the status of a plan.

Yfou can also search for completed plans by selecting the 'Show Completed Plans/Appraizals’link located at the bottom of this page.

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

« 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 |AII Appraisals j Appraisal Year IALL 'I |--Choose 2 Plan Type- ﬂ (Go)
Table Size |1EI "I

Employee Rating Official Appraisal Plan Approval

Name Current Owner Name Year Appraisal ID|Date Type |Plan Status|Current PAA Status Action

Elridge, Delrmer M \S,\?U”kw"er' BB iy Tl B 2010 22 01-Mov-2009 RS fzed) b [Femeig L [Update o S

Approval

Select Go

19




HLR —Midpoint Review Tab

DCIPS PAAHLR

( Track Progress ) Retum to Main Page |

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

Plan @ELHLTSCETE Perfarmance Evaluation Reports/Farms Manage Guest Participants Mack Pay Poal Info

Midpoint Review

Meed Help?

@ TIP Midpoint Reviews are a review of an employee's performance which typically occurs midway through the perfarmance cycle. (Note: Mot a Closeout Assessment or Perfarmance Evaluation)

Number Created By Creation Date  Higher Level Review Date Status Communication Date  Communication Method ~ Employee Ack Date ¢lete
1 Elridge, Delmer N 30-Dec-2003 Initiated \Update )

Navigate to Midpoint Review tab, press Update

20




HLR —Midpoint Review Tab

DCIPS

—=—==—=-Performance Appraisal Application (PAA)

ICE MyBiz ICEP&A Y3 Home Logout Preferences Personalize Page

Create/Update Midpoint Review
Back To Midpoint Reviews )

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

Midpoint Review Information
@ TIP A Midpoint Review should acknowledge achieverments to date and suggested areas for improverment. It should facilitate meaningful dialogue and exchange of accomplishments and areas for improverment.

Midpoint Review Initiator  Elridge, Delmer N Midpoint Review Number 1
Midpoint Review Status  Initiated

Performance Objective Assessments Ferformance Element Assessments Approvals & Acknowledoments

Performance Objective Assessment

“w

Meed Help?
Performance Objectives
Select Number Performance Objective Title Status
o 1 Prograrn Evaluation APPROVED
& 2 Management Analysis APPROVED
& 8 Financial Management APPROVED

Performance Ohbjective

Evaluate program effectiveness of the Test -One Account. Run reports to determine variances in program. Eliminatefimprove two inefficient processes by the
end of the third guarter.

Employee Self Assessment

Exceeded Objective. Managed the Test-One Account. Analyzed data from 10 histarical quarters.  Ran data pojections for losses. Submitted 3 process
imporovements of which 2 were submitted to HQDA for use by all commands. Process improvements were implemented MEDCOM wide by 2nd quarter.

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.

21



Higher Level Approval

E%DCIPS Performance Appraisal Application (PAA)

|CE MyBiz ICEPAA Y3 Home Logout Preferences Personslize Pade

Create/Update Midpoint Review

 Back To Midpoint Reviews |

Employee Information Navigate to the ‘Approvals
Emplayee Name  Elridge, Delmer N

4
B> =how Emplavee Details & Acknowledgements’ tab.

Midpoint Review Information

@ TIP A Midpoint Review should acknowledge achievements to date and suggested areas for impravement. It

te meaningful dialogue and exchange of accomplishments and areas for improvement.

Midpaint Review Initiator - Elridge, Delmer N Midpairt Review Number 1
Midpaoint Review Status  Initiated

Perfarmance Objective Assessments | Performance Element Assessments  @TTTEE AL GG T CIES

Approvals & Acknowledgments
Shaw All Details | Hide All Details

Details Tasks Status Action

b= Show (Sten 10 Rating Official - Request or Document Higher Level Review (If Reguired) Completed

B Show Step 2: Higher Level - Review Panding Appraval .\ Return for Change )
b= Show |Step 3 Rating Oficial - Document Communication to Employee Mot Started afeiittt e completed

b= Show |Step 4 Rating Official - Document Employee Acknowledgment Mot Started Step 3 must be completed

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

22



Transfer back to Rating Official

DCIPS . S
$‘=:=——__—,-— Performance Appraisal Application (PAA)

ICE MyBiz ICEP&AS NS Home Logowt Preferences Personalize Page

-

Higher Level Reviewer Notification to Rating Official - Walley, Tasia F
| Transfer to Rating Official without E-mail Kotification J

/

[ Cancel )

The recipient does not have an e-mail 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-rail Motification )

DCIPS . -
# E Perfurmance Appralsal Appllcatmn (PM) ICE MyBiz |CE PAS WS Home Lodgout Preferences

(i) Information
Do you wish to approve the Midpoint Review for Elridge, Delmer N?

ICE hyBiz | ICE PAAYT | Home | Logout | Preferences |

Ahout this Padge

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

23



Rating Official Logs In

Navigator Favorites
: . EditFavarites |
i M% Bz By Workplace —
My Workplace g Perumance Apaisal Appcaton [PAA) After using your browser to access DCPDS, close al of your
= My Employee fomaton browser winduws and restart a new browser session,
= Untite My famation Sometimes the browser can hold that infarmation in memory
o Suspenses . (6.0, cache, etc) and sorne web sites know where to loak to find
L] AWW AC“UH(S] fn MLI|IIH|E EmD|EIvEES (PA&-] t. For mare mformation Click here
] Manage PAA Trusted Agent Authonzation
View/Print Reports
= ‘\/!ew/F'nnt Peronace aragemen Repots Add/Delete Your Cettification/License Via My Biz
=] View Previous Requests

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

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 MOT

enter classified information in this system. Unauthorized release of classified information is a violation of law and may lead to
prosecution.

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

‘fou can also search for completed plans by selecting the 'Show Completed Flansffppraisals' link located at the bottam of this page.

To create a Perfarmance Plan: To complete other actions described above:
s Select Thoose a Plan Type' * Select an option from the Action column
+ Select ‘Appraisal Plan Type' * Select the 'Go' button

s Select the 'Go' button

Important: To become familiar with the columns, select the ‘Need Help?' link.
Plans/Appraisals In Progress
& TIP Only Employees that have a plan in progress are listed below.

: . Create MNew Flan

Showe he |AII Appraisals j Appraisal Year IALL 'l Choose a Plan Type- j (3a)
Table Size I'ID 'l

Employee NamelCuuem DwnellRming Official Name'ﬁppmisal Year|Appraisal ID|Plan Approval DmelType |lel Status|Current PAA Status IAction

Elridge, Delmer M YWalley, Tasia F Walley, Tasia F 2010 22 01-MNow-2009 DCIPS Approved  Midpoint Review Approved by HLR IUPdatB

Select Go
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Rating Official Midpoint Review Tab

s‘,.?_;______nmps Performance Appraisal Application (PAA)

ICE hyBiz |[CE P&A Y3 Home Logouwt Preferences Personslize Pa

DCIPS PAA Rating Official

( Transfer to Employee ) Track Progress || Return to Main Page

Employee Information
Employee Mame Elridge, Delmer N
P Show Employee Details

HEE" Midpoint Review Performance Evaluation Reports/Farms Manage Guest Participants Mock Pay Fool Info

Midpoint Review

Ieed Help
@ TIP Midpoint Reviews are a review of an employee's performance which typically occurs midway thraugh the performance cycle. (Mate: Mot a Closeout Assessment or Performance Evaluation)

Number Created By Creation Date  Higher Level Review Date Status  Communication Date

1 Elridge, Delmer M 30-Dec-2009 02-Feb-2010 Initiated

Communication Method Employee Ack Date elete

i

Action

[ Update |

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

E:__—?'-_DCIPS Performance Appraisal Application (PAA)

ICE MyBiz ICE P&as Y3 Home Logout Preferences Personalize Page

Create/lUpdate Midpoint Review

[ Back To Midpoint Reviews |

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

Midpoint Review Information
@ TIP A Midpaint Review should acknowledge achievernents to date and suggested areas for improverment. It should facilitate meaningful dialogue and exchange of accomplishments and areas far improvernent.

Midpoint Review Initiator - Elridge, Delmer N
Midpoint Review Status  Initiated

FPerformance Ohjective Assessments Ferformance Element Assessments Approvals & Acknowledgments

Midpaint Review Number 1

Approvals & Acknowledgments

MNeed Help?
Show All Details | Hide A1l Details
Details Tasks Status Action
B Show
B Show
B=Show Step 3: Rating Official - Document Communication to Employes Mot Started
B Show

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

Back To Midpaint Reviews |

Employee Information

Ermployee Name Elridge, Delmer N
B Show Employee Details

Midpoint Review Information

@ TIP A Midpoint Review should acknowledge achievements to date and suggested areas for improvernent. It should facilitate rmeaningful dialogue and exchange of accomplishrents and areas for irmprovernent,

MWidpaoint Review Initiator  Elridge, Delmer N Midnoint Review Murnber 1
Widpoint Review Status  Initiated

FPerformance Ohjective Assessments FPerformance Element Assessments Approvals & Acknowledgments

Approvals & Acknowledgments

Meed Help?
Show All Details | Hide All Details
Details Tasks Status Action
B Show
B Show
¥ Hide
Communication Date  |02-Feb-2010
Communication hethod |Face to Face 'l
Cither |
Save and Transfer to Employee for Acknowledgrment )| Save and 0o to Step 4 )
P Show

Rater inputs midpoint date/method of communication with employee, then
press Save & Transfer to Employee to Acknowledge.
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Employee Log-in

Navigator Favorites

m My Biz | Edit Faarites |

bty Infarmation

D Update My Infortmation
15 Peromnance Appraisal Anplication [PAA)

After using your browser to access DCPOS, close all of your
browser windows and restart a new browser sessian.
Sametimes the browser can hold that information in memory
(e.0. cache, etc) and some web sites know whers ta look to find
1. Far rmore infarmation Click here

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

Performance Appraisal Application (PAA) ICE hiyBiz |CE PAMWE Home Logout Preferences Cracls Help Personalize Page

Version 3.0
TV CETEENTEMN Provide Guest Feedhack | My Journal

Employee
Performance Appraisal Application Main Page

Meed Help?

Warning: The Performance Appraisal Application s designated for sensitive unclassified personnel information anly. Do NOT
enter classified information in this system. Lnauthorized release of classified information is a violation of law and may lead to
prosecution.

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

To create a Performance Plan: To complete other actions described above:
o Select Choose a Plan Type' o Select an aption from the Action column
e Select Appraisal Plan Type e Select the 'Go' button

e Select the 'Go' button

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

Appraisals of Elridge, Delmer N
Create MNew Flan

|--Choose a Plan Type-- j 1 Go )

Table Size I‘ID 'I

Employee Name |Cu||em Owner |Rating Official Name |[Appraisal Year |Appraisal ID [Plan Approval Date |Type |Plan Status |Cu||em PAA Status |Action
Elridge, Delmer W Elridge, Delmer M Walley, Tasia F 2010 22 01-Mov-2009 DCIPS Approved  Midpoint in Progress | Update | (&)

Select Go
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Employee —Midpoint Review Tab

E%_DCIPS Performance Appraisal Application (PAA)

ICE MyBiz |CEPAS WS Home Logout Preferences Personalize Pace

DCIPS PAA Employee

[ Transfer to Rating Official )| Track Progress )| Return to Main Page )

Employee Information

Ermployee Mame Elridge, Delmer N
B Show Ernployee Details

Plan Midpoint Review Performance Ewvaluation Eepoarts fFarms Maock Pay Pool Info

Midpoint Review

Meed Help?
@ TIP Midpoint Reviews are a review of an employee's peformance which typically occurs midway through the performance cycle. (Mote: Mot a Claseout Assessment or Performance Evaluation)

Number Created By Creation Date Higher Level Review Date Status Communication Date Communication Method Employee Ack Dafe  Action ete
1 Elridge, Delmer W 30-Dec-2009  02-Feb-2010 Pending Empl Acknowledgment  02-Feb-2010 Face to Face [ Update )

Employee —Midpoint Review Tab/press update.
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Employee —Acknowledge Receipt

Return To Midpoint Reviews )
Employee Information

Erployee Marne  Elridge, Delmer N
B> Show Employes Details

Midpoint Review Information

Midpoint Review Initiator - Elridge, Delmer N
Midpoint Review Status  Pending Empl Acknowledgment

Performance Ohjective Assessments Performance Element Assessments gl G EEAL T EG T

Approvals & Acknowledgments

Midpoint Review Mumber 1

Meed Help?
Details Tasks Status Action
B Show
B Show
B Show
B> Show Step 4: Employee - Acknowledgment Pending Empl Acknowledgment Acknowledge Receipt |

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

About this Pace

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

Return to Midpoint Reviews tab/Return to Main Page/Logout.
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Print and/or Saving Desktop Copy

Employee
Performance Appraisal Application Main Page

Meed Help?

Warning: The Performance Appraisal Application is designated for sensitive unclassified personnel information only. Do MNOT
enter classified information in this system. Unauthorized release of classified information is a violation of law and may lead to

prosecution.
Fram 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 PlansfAppraisals' link located at the bottomn of this page.

To create a Performance Plan: To complete other actions described above:
e Select an option from the Action column

e Select Thoose a Plan Type'
e Select the 'Go' button

e Select Appraisal Plan Type
e Zelect the 'Go' button

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

Appraisals of Mccotter, Beaulah X
Create New Plan

|—-Choose a Plan Type-- j (Ge )
Tahle Size |1D 'l
Employee Name |Cu|‘|‘em Owner Rating Official Name |Appraisal Year |Appraisal ID |Plan Approval e |Type |Plan Statuleurrem P atus |A¢tion
DCIPS Approved  Plan Approved Update x| (&)

2009 1 21-Jul-2009
Update

Mcootter, Beaulah ¥ Mccotter, Beaulah ¥ Walley, Tasia F

| Transfer to Rating Official
[Fep S
Track Progress

Select the link to search for completed plans.
B>Show Completed Plans/Appraisals

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

—

DCIPS . . .
===———Performance Appraisal Application (PAA)
ICE MyBiz ICE PAS WS Home Logout Preferences  Personalize Page
DCIPS PAA
Return to Main Page |
Meed Help?

Employee Infermation
Employee Mame

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 ["1 Perfarmance Evaluation of Record
Perfarmance Objectives Only

Perfarmance Objectives with Midpoint Review Assessments

Performance Objectives with Performance Evaluation Assessments

Performance Elements with Midpoint Review Assessments

Performance Elements with Peformance Evaluation Assessments

[ S

ViewlPrint Selected Section(s) J

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

i_DD2906_55[1].PDF - Adobe Reader

Wiew Document Tools ‘Window Help

Jvl-,|1_;'1u & ® [ - = ] [ -

For Official Use Only
Personal Data - Privacy Act of 1974

s‘%’ CIPS _ performance Appraisal Application (PAA)

Performance Appraisal Form (Selectable Sections)

Employee Name Employee Number Position
] GG-0080-12, SECURITY SPECTALIST
(PERSONNEL)
Base Salary as of Appraisal Period Start Date Base Salary as of 30-SEP-2009
: o~
Rating Official Pay Band Range
Walley. Tasia F
Appraisal ID Appraisal Period
1 19-JUL-2009 to 30-SEP-2009

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