DoD Performance Management
Appraisal Program

MyPerformance

Rating Official (RO) — How to Create a Performance Plan

All data contained within this simulation is fictional and does not represent any real person, position,
or other record of any type.

1



MyBiz+ for Managers and Supervisors

Oher DCPOS Appications W Favocites Customer Support O Melp Logout

Az

MBize .
(<]

Notifications

Road / Usevad Titke Ssart Date
* 20-Feb-2016

LR BB RN LRl
Welcome, The Rater *
#* You have 1 unread notiScations.
Home fRisSe L1404
*
22 Koy Services 4 Last Personnel Action
Edecation
Trainisg
»Fe
= Contification/Licenses
Detail Pages

H O

a]s




MyPerformance Main Page

MyPerformance Main Page

e benl

Information & a viclation of law and may lead to prosecution,

Fapem thee Min Page, jwou tan create, apdate and vies your Perioneance Plan vevs and print part or an entine plan after it s oested; and Srack The st of a plan. You an she ssarch for completed plars by selecting the Show Completd Pl Sppraisals’ bnk locabed at the bottom of ths page.
To rreate & Performance Pl To compiste oiher st described above:

= Selet "Choose a Plan Type' » St o OpU0n from th ACDon cofumn

= Sefet Apprasal Plan Type » St T G button

& Gact the 'Go' Bulitoey

Impartand: To bdoms Tl with the cofursm, skt this e Hels? bnk

Croals Mivw Plan

Mo resit Toaand

Select o Bk b search for complebed plara.
1 Show Conpiened PareApor g

Create New Plan

—Choose a Plan Type-—-

DoD Performance Management Appraisal Program

Defense Civilian Intelligence Personnel System
National Guard (Title 32)

—




People in Hierarchy

Poopi in Histarchny

The MyParfnrmance tool 5 onby swslable b employess and -puperisors whose posttion & cowered by Bhe new Dol Maragement Policy contsered in Do08 1900L35 Version S, deted Sugust &, 013, ard whise ogancafion i scheduled For immediate: fransiion io the nes parformane progrem:

Epgred 4 | olagne 1

Orei, Ermglioyent Vil Bl arabvm | D40
Ty, Lmphopss LA Secretary WTILY}

GAREISON FT STEVARRT ) ARSI

'S AR GARAISON IT STEWART WO ARAAINNARA 1




Supervisory Commitment Statement
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Creale Ferformancs Plan

Frrphrprer Inlornalien

D560 Busdgeet nabysis [0544]

BEADEABUDGET ANALYST, 165772 ARRANPFR

U S AREY GARE]SON FT STEWART Hq ARRLNNMTTARA &
Tort Stewart, U

Fudl- Toese

Betive Appotimeat

4041183

dmghsimn

e One, [

Safupl Dtk

* Incheates raguined Fuld

* &ppracsal Type | Annual Appraisal - DoD v
< TIP The kppraisal Perioed Start Disbe represents the start of the smployes’s performance svahustion penicd under ths plan, Plass review and changs this date, I nacessary.

* Apprsesal Period Start Date | 21-Apr-2016
™ Appraacal Period End Date | 31-Mar-2007

Appraisal Effectre Dpde | -bun-BT

" Rating Official Name  Raber, The 4

* bigher Level Reviewer Name  Reviewer, Higher Level



Create Performance Plan
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Step 1: Plan Details

LELN Reports Forms

Slep 1: Plan Dababls

Stisp 2: Mitssion Goals  Step 3: Performance Elements and Standards  Step 4: Approvals and Admowdedgments

[ Chioose an Action = Go

Employes Hame  Onee, Emiployes

This stroen allows. you 10 view and chemge the detalls of your employed’s performance plan,
Step 1: Man Detals

» Verify the appratsal dates and higher level reviewer name is cormect, and, if applicable, make the necessary changes.
= Select Save and Continue button at the bottom right comer to move to Step 2: Misslon Goals

TIP: Choose an Action = located at the bop right comer = allows for sedection of other actions throughout the performance oycle

For additional guidance, sedect Nesd Help?

= Apprsikal Type [Annual Appraisal - DoD v Perfernane Pian Approval Dele
= Plan Last Modifled Date

* Appesisal Pariod Start Date  NL-Agr-2016 | Created By Rater, The
* Appralsal Period Erd Dote [31-Mar-2007 | (5
* Appraisal Effective Date [01-Jun-2017 | [

Rating Odfficial Name Raber, The
Higher Level Reviewsr  Reviewer, Higher Level

Change Ratlng Official or Higher Level Rewewer
Transfer to Employee

Track Progress

Return to Main Page




Step 1: Plan Details

SECR R UEUR T RIIN  Siep 2: Mission Goals  Step 3: Performance Elements and Standards  Slep 4: Approvals and Admowdledgments

[ Creose an Action ¥ Gao

Employee Information

Employes Mame  Oue, Emiployes

This stroen allows. you 1o view and change the detalls of your employes's performance plan
Step 1: Man Detals

= Verify the appratsal dates and hagher level reviewer name is cormect, and, if applicable, make the necessary changes.
= Salart Save and Contine button at the battom right comer to move to Step 2 Mission Goals

TIP: Choose an Action = located at the bop raght comer = alliows for sedection of other actions throughout the performance oycle

For add®tioral guidance, select Meed Help?

* Appeaisal Type | Annual Appraisal - Do v Perfoernance Pian Approwal Date
i = Plan Last Modifled Date
Appeaisal Period Start Date  pOL-Apr- 2016 Created By Rater, Tha

* Apprakal Period Erd Dabe _3-1 Mar- 017 ._
* Appraisal Effective Date [01-Jun-2017 | (3

Rating Official Name Raber, The
Highes Lewel Reviewer Reviewer, Higher Level
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Step 2: Mission Goals
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Step 3: Performance Elements
and Standards
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Add Performance Element and Standards
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Step 3: Performance Elements
and Standards

Step ) Man Detalls  Sbep 32 Hisshon Goals
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Step 4: Approvals and Acknowledgments

Step 11 Man Detalls  Step 3 Misslon Goals  Step 3 Perf, o E s Stansdard:

Step 4: Approsals and Acknowdedgments

|+ Cheose an Action | | Go

Employee Kame  Ones, Employes

£ Showy Empigres Dethils

This: serens (e ovices: information. neganding the detasied status of your empioyee’s piviomance plan

Diese Hedo?
= Selert Show' ink o see appeovals and acknowledgments information for each shep.
& Sebect the "San’ button 1o complse & step,
Shew A Defas | b AN ety )
+ S0 Step 1 Rating Offciad - Rioguesst or Dooument Higher Lo Review ot Started Start
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1 Show Rep X Fating Offcyl - Document Communicaion o Employee hat Started Shep & mus be o e
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Change Ratlng Offltlal or Higher Level Reviewer
/| Transfer to Employee

Track Progress
Return to Main Page
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Rating Official Notification to Employee
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Step 4: Approvals and Acknowledgments

1 Phan Detalls  Sep 22 Misslon Goals  Sep 3 Perfomeance Elements and Standards

|+ Ot an Action w| | Go
Empioyee hame  One, Emglipns
+ Shonw Erpicves Detils

Thes srreaen. e owices nformaton. negardng the detadied stans of your employes’s pirformance plan

= Selert Show' ink o s
& Solact the A" uiion 1

bieed Hedo?
approvals and acknowledigments information for sach step.
G COMpicte & e,
Shows Al Detads | pide A Deapls
Dectadls. Tashks.

+] STHAY Shep 1 Foating Officind

STk
Roquest o Document Hagher Lol Revaesw
T

= 2 Pigher Ll anviewer - Revieew
& e 3. Rt
3] Show Sep 4:

Hot Started

Rt Sradted
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Step 1: Rating Official — Request or
Document Higher Level Review

Option A — Transfer to the Higher Level Reviewer

ﬁlati_m! A - Trarnser t_q_;l thei |_|II‘1"|H?'F 1 l""!ﬂ"| R eviewes =

Title

Rating Official
Reviewer, Higher Lewvel Higgheer Lesvie] Rieviewes
* TIP Please select new HLR from st of values, if requined

Change Higher Lovel Reviewer | Réviewer, Higher Lovel

Message to Higher Level Reviewer

This screen provides space for you to send a Higher Level Reviewer a message regarding an employes’s Performance Plan, After writing the message, select
fo send the message,

Pease review this performance plan and take the
(Acknowledgments tab

the Transfer to Higher Level Risviewer with E-mail Motification” button

ropriale action under the Approvals and

Spell Check
nformation in YO e-mail

Motice: You are about to contact Reviewer, Higher Level by e-mail, Due to the unencrypled nature of this e-mail commumication, please do not include any - public Infiocematson such as social security numbers or privacy act

Cancel Transfer to Higher Level Reviewer without E-mail Notification

Transfer to Higher Level Reviewer with E-mail Notification
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Step 1: Rating Official — Request or
Document Higher Level Review

Option B - Document the higher level review has taken place

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

Higher Level Reviewer  Reviewer, Higher Leved 4 Method of Review el
Review Date [20-Apr-2016 | [ Other Method | Cancel

Confirmation
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Step 3: Rating Official - Document
Communication to Employee

Step 1: Plan Delails  Step 2 Mission Goals  Step 3: Performance Elements snd Standsnds S0 R T Ce R 0BT KPS 508 T iyl
Emgiloryes Information

Ermghopes Mame  One, Emphoyse
£ Showy Ernplonest Dednis

Thes riesh provides information reganding the detalisd @ahs of your empliyes’s perfoimance plan.

» Sl Show nk o 96 approvals and ackndwiadgments informmation for aadh step.
& Sobect the 'Start’ bulfion to complets 3 slep.

v Al Oty | Hidr Al Doty

Details Tasks

= Showr Step 1 Rabing Efficial - Reguest or Document Higheer Lirvwd Rsviera
4 Show Siep 2: Higher Leval Revievwer - Review

[Saaitus Action
Complefod Shep 1 cormplsted
Completad
HER Shep 3: Bating Official - Daoument Commuricabon to Empioyes

hep 7 compiebed
p— | stant |

Commurication Datn 1-Apr-2016

Commncanon Method  [Eolides | <_|
Other |

= Srow Shep 4! Fating Oficlal - Dooument Employes Admowtadoment

Saveat and Transier to Emphoyes for Adcnowledgment Imrﬂuﬂtnﬂml I

Shen 3 st be oonmpletod
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Step 4: Rating Official Document
Employee Acknowledgment

WyBes FAD Logook

|H.|n Frogress Reviews. | Aanual Appraiaal | Marrative Statemends | Beporis/Fomms | Hanage Guesd Parfscipanis
Simp 4: Approvals and Acknowbedgments

Step 1: Man Defads  Step 1 Mosion Goals  Slep 1o Parfoemance Elements and Standards

iy T

w St Show’ bk b
et [ ST By

Show A8 Dty | tide 53 Cviah

Detaibs Tasks
41 Sy D 17 Rat WO = et O DRt i H Rl
O W T EfedmCrin WP i
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Choose an Action — Track Progress

Step 11 Mlan Detalls  Step 30 Misslon Goals  Step 3t Perfomance Elements and Standards

Shep 4z Approvals and Acknowhesdgments

|- Choose &n Action

Employee hame O, Emglogpes
£ hiny Errplcs Detils

This screen peovides information neganding the detaied status of your emplioyee’s povformance plan,

» Select Show” ink fo see approvals and acknowledgments. inforemation for each step.

Dol Hedp?
o SEeh the “SIA Dughon 15 comgiee & shep,
Show A Do | e AN Detis
+ Shin Step 1: Rating Cfficial - Roguest or Docsment Higher Ll Besview ot Started Start
3 St Soisp 2 Highes Ll Rendewer - Review hot S rep | s be e
1] Shiwi Step 32 Risting Offecial - Diodiamier® Commimnicilion o Emplopes Tt Sharted Shep 2 el be sl
3 Show Step 4: Rating Oficial - Dooament Erployee: Acnowdiedgmend fiot Stated <tep 1 muns ¥ ormpleted

St vl o B

ating Official or Higher Level Reviewer

Change
Transfer to Employee

=> Track Progress

Return to Main Page
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Track Progress

Track Progress

Limnprhinpee Infosmaation

Empaoyed Hame  Ona, Employes
= Sy Enpityds Dy

Shoy, s princeet, ot g B it of the el plandimreisd oot e poramants oyils.

» Riveewy the porfonmance plan/sporamal status st select Go B butine a8 100 Night Conmer min Tirshed.
® i Pt button i iocatid af the top rght comer, i o weoulkd oy B st Tissk Progrees

[ Plan [ Date [ tser |
Diralted 01 -Apr- 2016 Raber, The L
Raviiraod by Highor Lovel Riovitwe 20-Apr-2016 Rater, The L
Approved 21-Ape-2016 Rater, The Ll
Cicammiinicated to Employess by Rating Official 29-Ape-2016 Rater, The vl
Acknowiisdged by Empliopes

| Progress teview 1

Empioyes Input

Rty HYicial - Ssmrswmend

Pareapysnd By Higfor Lasesl Hipveisve - T Ragrarad

Etwmrrnarne Mo B [rmgkon by FLatirey Oy

ket ey Efygskinpes |
[ Appraisal |

Ermpiorges [ngat

R Official - Assswment

biighu Lyl Birwsrver Apgroeved

Lt bl B [mgidryssd by Rlireg il
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Choose an Action — Return to Main Page

Step 11 Man Detalls  Step 3 Misslon Goals  Step 3 Perf, o E s Stansdard:

Step 4: Approsals and Acknowdedgments

|+ Cheose an Action | | Go

Employee Kame  Ones, Employes
£ Showy Emplose Dot

This: serens (e ovices: information. neganding the detasied status of your empioyee’s piviomance plan

Diese Hedo?

= Selert Show' ink o see appeovals and acknowledgments information for each shep.

= St the "San” button 1o comphse & shep,
Shew A Defas | b AN ety )
+ S0 Step 1 Rating Offciad - Rioguesst or Dooument Higher Lo Review ot Started Start
# Shdrey St 2 Highes L] Resviiwisr - Review Rl Sraded it | il b ot
11 Show Rep 3: Rating OfFcial - Document Communicaion o Emplopes ot Stared e 2 Mt be complifid
4] Show Fep 4 Rating Offcial - Doooment Employs Adkncededgrmiend Hiol Srasted Shép 1 murd LeiTeplited

o Sarve andll G B

Change Ra

t Official or Higher Level Reviewer
Transfer to Employee
Track Progress

=> Return to Main Page
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MyPerformance Main Page

Rating CificiaHigher Lavl Reviewar

MyPerformance Main Page
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A i, Bed (rack The Status of & plar
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¥ou can sk ssarch for complieted plare: by selectng the “Show Completed Plans/Apprasslk’ ink located of the boffom of this page.

To ceabe a Performance Plan: To compisie oither actions described abowee:
= Select an optson from the Action coluenn

o Selext ‘Chooee a Plan Type
& Sedect the "Go’ Button

& Selext “Apprasal Plam Type'
& Select the 'Go' bulion

Tmposrtant: To become famillar veth the columns, seiect the Heed Help™ hinic

Creafe Mew Plan

« TEP Onily Erploniss (hal Tures & plan 5 progiess ane g Dekow.
[rtcnse & Plan Type

Shive M Im Apcresal Yeur JALL W
Raceeds Displayed [107+]
T T T T kT b T L R L v
< W G

£3 FAp-HLE Dy Appereend P Aporcased | U e

e, el P, Tha P, The ST

Spiect the bink o seaech for Compieted Mars.

=1 Show Compisied Plars!Apor s
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