DoD Performance Management

Appraisal Program

Appraisal Process — Higher Level Review

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

To access MyBiz+/HR application, select Smart Card Log In
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e The Department of Defense (DoD) civilian workforce holds a unigue mission focused posture that can benefit *important ** I you received a new Smart Card with no changes to your
information (Full Name or EDIPI) select Smart Card Log In.
the DoD Expeditionary Civilian Workforce (DoD-EC) program. The talent and experience that DoD civilians have to ( ) 9
offer are representative of how our mission success Is defined.
Smart Card Log In
The added value for employees who volunteer to deploy include: professional development, opportunity to
pariicipate in a diverse workforce of DoD and coalition pariners, financial incentives, and ultimately making a

difference in the Depariment of Defense mission. DoD civilians interested in learning more about the DoD-EC may
do so using the following link - hitps:/www cpms_osd.mil/expeditionary/home_html

Register your Smart Card for the First Time.
Re-register a newly issued Smart Card (e.g., you had a Name Change).
Convert from a Non-Smart Card User to a Smart Card User

Q Thank vou for all of vour feedback durina the first vear of MvBiz+! We aporeciate the time and effort vou took to

Under Key Services, Manager Functions select Performance Management and Appraisal

Manage Key Services ¥
MyPerformance
Manager Functions

Performance Management and Appraisal
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Select an employee by pressing the Go button next to Update on that record

MyPertormance Main Page  Frovide Guest Feodback
Rating Official/Higher Level Reviewer

MyPerformance Main Page

reed Heip?
Warning: This application is designed 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.
From the Main Page, you can create, Update and view employee Periormance PIans; change the Rting OMcial andior Highar Level Reviewer, view and prnt part or an entire plan 3fer it 5 created. ciose & pIan, and irack th Status of a pian
You can alsa search for completed plans by selecting the ‘Show Completed Plans/Appraisais’ ink located at the batiom of ihis page
To creste a Perfomance Pian: To compiete other actions described above
- Select Thoose a Fian Type + Ssect an DN 1o the ACON CouMn
- Select ‘Appraisal Fian Type'
+ Select the ‘Go’ batian
= Selact the 'Ge’ bution
Important: To beceme farmilar with the courmns, select the ‘Need Help? Ik
Plans/Appraisals In Progress
STIP Only Emioyees progress are lsted below
ShowMe Al ADpraisals ~  AppraisalYear ALL Crate Hew Plan ~Choase a Pian Type~ v 6o
Recoras Displayed 10~ | 3] 2 F v @&
Employee Name Current Owner Rating Official Name Appraisal Year Appraisal ID Plan Approval Date - Type Plan Status. Current Status Action

| 2019 02-0ct-2018 DoD Approved Progress Review Completed Update v 6o
' 2019 01-May-2018 DoD Approved Progress Review Compleled View ~ 6o
1 201 23-A0r-2018 DoD Aocroved Proaress Review Comuleted View v Go

Acknowledge Supervisory Commitment Statement

DoD Performance Management

Appraisal Program
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Go to Annual Appraisal tab and Narratives and Ratings subtab to review Employee and RO input

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

Narratives and Ratings = Raling of Record  Approvals and Acknowledgments

~ Choose an Actlon — ~| Go
Employee Information
Select Approvals and Acknowledgements subtab
Plan  Progress R Annual Ap Narrative Statemen View/Print Form  Manage Guest Participants
Narratives and Ratings ~ Rating ol Record | Approvals and Acknowledgments
— Choose an Action — v] 6o

Select Finalize to approve or Return for Change if changes to narrative or element ratings are needed

Hzoay m
Show All Details | Hide All Details
Details Tasks Action

b Step 1: Rating Official - Request or Document Higher Level Review (if required)  Completed Step 1 complete

» Step Z: Higher Level Reviewer - Review (if required) Pending Approval ¢ Finalize Ratings or Return for Change
b Step 3: Rating Official - Document Communication to Employee Not Started
| Step 4: Rating Officlal - Document Employee Acknowledgment Mot Started Step 3 must be completed

Save and Go Back
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Transfer back to Rating Official — warning message will appear based on approval or return for change
selection

Higher Level Reviewer Approval Notification to Rating Official -

Cancel  Approve and Molfy Bating Offical withcout E-mad
Message to Rating Official

T secperd does not fave an eamal address Gn e Pliease ot Fa nadeviuad deecly . Deied Approve ol hickly Ralmg CHcis wihaed Eomael o compeeds fhe e
Fiv e (pasaie ool Mesd Hugp?
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