DoD Performance Management

Appraisal Program

Appraisal Process - Rating Official View

Log into MyBiz+ at: https://compo.dcpds.cpms.osd.mil/

Under Key Services, Manager Functions select Performance Management and Appraisal

Manage Key Services
MyPerformance

Manager Functions

@ Management and@-

Select an employee by pressing the Go button next to Update on that record

(If Action column says View, use drop down menu to select Retrieve)
You must have ownership of the approved performance plan to make any changes.

MyPerformance Main Page  Provide Guest Feadtack

Rating Official/Higher Level Reviewer

MyPerformance Main Page

Heed Helg?
Warning: This application is designed for sensitive unclassified personnel information anly. Do NOT enter classified information in this system. Unautharized release of classified
information is { and may lead to prosecution,
From the Main Page. you can create, update and view smployes Performance Plans: change the Rating Ofcisl andior Highar Level Reviewer view and prnt part or an entirs plan afer it s created: close & plan, and rack the stalus of a plan.
You can akso search for complated plans by seiecting the ‘Show Completed Pians/Appraisats ink lacated at the botiom of this page
To creste a Perfommance Plan: To complete olher actions descibed sbove
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* Salnct Ay
- Seiectme ‘Go bation
- Selact tha G’ b
Inportant: To be 3¢ VD 1he CoRTI, Selct he ‘Nieed Hes? Ik
Plans/Appraisals In Progress
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Acknowledge Supervisory Commitment Statement

DoD Performance Management

Appraisal Program

—
, Confirmation .

Sapervisory Commitment Starement

| ackmaowledge my eole 53 & supervisor i vital In fostering s fak, credible. snd Fansparent pedomance system_ I is bnporian fhal | sraurs poromance shements are Inked b srganizsional pariormance gasls; estabiivh opan communication: monkor
it #vahsane empioyin parfermance; recogeire and iwand persmance. and ipprprisiely asdres. deficenl perfoomasce

-

To initiate Employee Input, use dropdown menu at the top of the screen to select Transfer to
Employee then hit Go

Pian | Progress Revews. | Anmwat Appraisal | Namatve Stasements. | ViewPrnt Form | Manage Guest Parscipants

Assessments and Ratngs  Rating of Record  Approvas and ACknowsragments

Employee Information

ype  Annual Appraisal - DeD
e O1-Jun-2047

ate  O1-Apr-2018

I Mar-2017

Pertormance Eiement Rabngs

et v

HqH= 5@

Order Pertormance Element e Status Pertormanc e Exement Type Rateg

Pertormance Element 1 Agproved Craca 3 ™
Pee Aggeoves Crcal 5 v
#e Aoprcvea ea 3 >

Rating of Record

Save and Go Back  Save and Contmue

Rating Official Notification to Employee - EHRIS Bwraox, Wzhjkuw G

Cancel ] Transfer to Employee without E-mail Notification  Transfer 10 Empioyee with E-mail Notific ation

Once Employee Input received (or if Employee chooses not to provide input)

Go to Annual Appraisal tab and Narratives and Ratings subtab

Plan Progress Reviews | Annual Appraisal | Narrative Statements  View/Print Form  Manage Guest Participants

Narratives and Ratings = Raling of Record  Approvals and Acknowledgment:

~ Choose an Actlon — ~| Go

Employee Information
Review Employee input and draft narrative assessment in Rating Official Narrative box

Select element rating from the drop down menu next to Element Rating (5=Outstanding, 3=Fully
Successful, 1=Unacceptable)
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Employes Input

| AN AWMVESOME

Rating Official Narrative

Add Input here.

{Limit 1 2000 characters) SpellCheck  Counter 15

Performance Element Rating '
Element Rating [

Go to Next Performance Element Go Back to Top of Page

Save and Continue

Go to next Performance Element and repeat

Performance Elements

Hebaym
Order  Performance Element Title Status Performance Element Type Rating
O 1 ELEMENT 1+ Approved Critical
® 2 ELEMENT 2 Approved Critical
(@] 3 ELEMENT 3 Approved Critical
O 4 ELEMENT 4 Approved Critical
AFPC/DP3FS/Feb2019

\7/ my Pers

®,
v

myPers.af.mil



4|Page

Enter narrative and rating for each element, then hit Save and Continue button

Rating Official Narrative

Add input here]

Limit to 2000 charactars)

Spell Check Counter 14
Performance Element Rating

Element Rating 3 Fully Successiul ﬂ )]

Go to Next Performance Element ~ Go Back to Top of Page

Save and Continue

Once all narratives and ratings have been entered screen will show the summary element ratings, the
average score and the rating of record

Performance Element Ratings

Sl n Tl
Ho G m

Order  Performance Element Title Status

Performance Element Type Rating
1 ELEMENT 1+ Approved Critical 5 Outstanding K|
2 ELEMENT 2 Approved Critical 3 Fully Suwesslutﬂ
3 ELEMENT 3 Approved Critical 5 Outstanding ﬂ
4 ELEMENT 4 Approved Critical

3 Fully Successiul[ v |

Rating of Record

Average Score 4.0

Rating of Record 3 Fully Successiul
Save and Go Back  Save and Continue

Select Approvals and Acknowledgements tab

Plan  Progress Reviews | Annual Appraisal = Narrative Statements  View/Print Form  Manage Guest Participants

Narratives and Ratings ~ Rating ol Record | Approvals and Acknowledgments

~ Choose an Action - ] e

AFPC/DP3FS/Feb2019
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Click Start button at Step 1 to request HLR approval

(This step is required IAW DoDI1400.25V431_AFI36-1002, 2.5j)

He 69
Show All Details | Hide All Details

Details Tasks A
[ 3 Step 1: Rating Official - Request or Document Higher Level Review (if required) Not Started

[ ] Step 2: Higher Level Reviewer - Review (if required) Not Started Step 1 must be completed
[ 2 Step 3: Rating Official - Document Communication to Employee Not Started Start
[ 2 Step 4: Rating Official - Document Employee Acknowledgment Not Started Step 3 must be completed

Section option A to transfer to HLR or option B to document for the HLR

[
Ho S0

Shoee Al Details | Hice Al Deinis
Details Tasks Action
a Sep 1: Rating OMcial - Request of Documesnt Higher Level Riovies' (T requined) Mo Stamed Start
TP There aie bwo oplions. available i complele (his sten. I you ane bolh Bhe rafing afficial and higher leved reviewer, use Oplion B to document the aperoval
* Cption A - Transter 10 the Highsr Livel Rovieser
Name Title
Eeating Official

Higher Level Reviewer
# TIP Ploase st rene HUR om st of values, I nequired

Change Highss Laved Raviswsr
Cancel Transfer to Higher Level Reviewer without E-mail Motification

* Cyption B - Document the higher level review has takon place by snbering the following information

Higher Leval Reviewer 1 Mo Of Raview | |
Review Date T Oiher Mathod Cancel Save

Once HLR approval received — Select Start button at Step 3 to document communication to employee

He oty
Show All Details | Hide All Details

Details Tasks Action
> Step 1: Rating Official - Request or Document Higher Level Review (if required) Completed Step 1 completed
[ 2 Step 2: Higher Level Reviewer - Review (if required) Completed Step 2 completed
> Step 3: Rating Official - Document Communication to Employee Not Started
[ 2 Step 4: Rating Official - Document Employee Acknowledgment Not Started Step 3 must be completed
AFPC/DP3FS/Feb2019
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Fillin Communication date and method information, then transfer to employee to acknowledge

H2O@v @
Show All Details | Hide All Details

Details Tasks Action
3 Step 1: Rating Official - Request or Document Higher Level Review (if required) Completed Step 1 completed
[ ] Step 2: Higher Level Reviewer - Review (if required) Completed Step 2 completed
¥ | Step 3: Rating Official - Document Communication to Employee Not Started Start

(dd-mmm-yyyy)
ommunication Method [v]
Other
Rating Official Name Q

Cancel Save and Transfer to Employee for Acknowledgment Save and go to Step 4

Je Step 4: Rating Official - Document Employee A Not Started Step 3 must be completed

CRITICAL: The appraisal does not finalize or transfer to the employee’s record in DCPDS until the
employee acknowledges receipt — follow up to ensure this step is accomplished as performance
awards will reject if no appraisal is on file in the employee record in DCPDS. If employee is
unavailable or unwilling to acknowledge follow the steps below.

If employee is unavailable or declines to sign, go to Step 4 to acknowledge on behalf of the employee

HeS&tem

Show All Detalls | Hide All Detalls

Details Tasks Action

| 2 Step 1: Rating Official - Request or Document Higher Level Review (if required) Completed Step 1 completed
b Step 2: Higher Level Reviewer - Review (if required) Completed Step 2 compleled
| 3 Step 3: Rating Official - Document Communication to Employee Completed Step 3 completed
[ 3 Step 4: Rating Official - D t Employ g Pending Empl Acknowledgment Start

Acknowledgement options: unable to sign, other, no system access, or employee declined

HoEg M

show All Details | Hide All Details

Jetails Tasks Action

b Step 1: Rating Official - Request ar Document Higher Level Review (if required) Caompleted Step 1 completed
p Step 2: Higher Level Reviewer - Review (if required) Completed Step 2 completed
3 Step 3: Rating Official - Document Communication to Employee Completed Step 3 completed
| Step 4: Rating Official - Document Employee Acknowledgment Pending Empl Acknowledgment Start

@ TIP These fields are auto-populated at the time of employees sdgauent. If the empl Is not ilable or refuses to ackr dge, you may
update this area accordingly.
nowledgment
Other Method
Date
{d-mmmeyyyy)
Cancel Save

AFPC/DP3FS/Feb2019
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Once acknowledged on behalf of the employee this message will appear — select yes to finalize

& Cenfirmation No  Yes

This appraisal will be removed from your P A i in g on the MyPer Main Page. An official copy will be placed under the 'Completed Plans/Appraisals' found on the bottom
of the MyPerformance Main Page. Select the " Print Appralsal Form' button if you wish to print the form prior to exiting this appraisal.

Do you want to continue?

Once finalized you can print the form or exit

Lsolie ] ]
HoSivm

Show All Details | Hide All Details

Details Tasks
[ 2 Step 1: Rating Official - Request or Document Higher Level Review (if required) Completed
[ 2 Step 2: Higher Level Reviewer - Review (if required) Completed
[ 2 Step 3: Rating Official - Document Communication to Employee Completed
b Step 4: Rating Official - Document Employee Acknowledgment Completed

Print Appraisal Form

Print Appraisal Form

WARNING NOTES:

Employees must have a minimum of 90 days under an approved plan to be eligible for a rating of
record. If less than 90 days on an approved plan this error message will appear:

& Confirmation No Yes

Annual reviews should occur after 90 days of the start of the appraisal period and after any progress reviews. Do you wish to continue? Yes or No

AFPC/DP3FS/Feb2019
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