Performance Management

Ohio TPR 430
&
Using the PAA



Overview

* Performance Cycle & Employee
Engagement

* Plans & Objectives
* Interims

* Appraisals

* Reports



Responsibilities

« Adjutant General-Program owner & final appeal authority
. HRO-Oversight and training

Supervisors

—  Executing Performance Mgmt requirements-plans, interims,
closeouts, annual ratings

—  Training technicians in the program

—  Communicating plans & holding technicians responsible
— Aligning plans & development with mission

—  Providing constructive feedback

—  Ensuring techs have the opportunity do a self assessment
—  Fostering & rewarding excellent performance

—  Addressing poor performance

—  Making meaningful distinctions based on contributions

«  Technicians-Understand and participate



Performance Management Cycle

31 Mar /1 Apr

20 Apr:

1 Mar: Appraisal Due /
Self Assessment- Plan Input

Appraisal

1 May:
Supervisor-Primary Plan Due
Technician-Active Participant
Reviewer-Oversight

1 Dec: 120 Day 31 Jul: 120 Day

Mark

Mark

X Model of
Employee Engagement

1 Aug: Self
Assessment-
Interim

30 Sep:
Interim Due



http://www.youtube.com/watch?v=gZ3wxgog4nc
http://www.youtube.com/watch?v=gZ3wxgog4nc
http://www.youtube.com/watch?v=gZ3wxgog4nc

Performance periods

Appraisal Period: 52 weeks 1 Apr-31 Mar

Minimum Period 120 days: Non-pay status does not count; Temps excluded
Tenure 1. 1 Apr-31 Mar or until 120 days reached
Tenure 2: Day of Hire thru 1 year, then on to the standard cycle
Tenure 3: Initially day of hire thru 1 year, then on to the standard cycle.

Temporary Details

<120 days-Primary supervisor responsible-May add an objective to plan, but for
annotation only, not enough days to rate (NR)

>120 days-Temporary supervisor drafts a plan based on the temporary assignment &
rates the technician at the end of the assignment

Reassignments or Promotions
Rate if 120 days completed in cycle
If not, administratively close from the Main Page (use the drop down by Update)
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Mar-End Tech Status Rate as of 31 Mar
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Days
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Action/Status
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Plans & Objectives

Performance Plans
Built in the PAA , aligned with mission
Expectations based on goals, requirements, procedures, or other instructions

Communication: must be ongoing and two-way between supervisor and technician.

Objectives:
3-5 recommended, may be weighted.

Written at 5 levels so that supervisor and technician understand what is expected,
and how performance will be evaluated into a rating

1000 character limit
Objectives may be modified/reapproved if there are 120 days left in the rating period

May not be based on non-critical aspects of the job

20



Mandatory Supervisory Objective
Strategy Map Obj 2.8

5 Outstanding

For 3 or more manners of performance: results were far superior in quality, quantity,
and/or impact to the stated objective to what was expected; overcame significant
obstacles; demonstrated the highest standards of personal and professional conduct;
represented the organization effectively

4 Excellent

Meets the fully acceptable standard and, in addition, meets the requirements for
outstanding in at least 1 manner of performance

3 Fully Successful

Administer the performance management process in a timely and effective manner;
ensure effective administration and compliance with laws, regulations and policies
concerning merit system principles, prohibited personnel practices, EO/EEO, and
Safety

2 Marginal

Following formal counseling, fails to follow any 1 manner of performance shown in the
fully acceptable standard

1 Unacceptable

Following counseling, fails in any 2 or more fully successful manners of performance
standard

21



Customer Service Objective:
Strategy Map Obj. 2.4

5. Consistently achieved results that were far superior in quality, quantity, and/or impact
than what would ordinarily be expected. Persisted in overcoming obstacles.
Represented the organization effectively.

4. Meets the level 3 standard, intermittently achieves level 5 results, & continuously
improves processes.

3. Establishes and maintains strong employees/customers relationships; understands
their priorities; balances their interests with organizational demands and
requirements; effectively communicates necessary actions to them and
employee/customer satisfaction is conveyed

2. Following formal counseling, falls short of meeting the level 3 standard in any area

1. Following counseling, fails to meet the level 3 standard in multiple areas such that
customers are negatively impacted in a significant manner.

22



Process: Performance Plan

Rating Technician
S Official | provides Rating Official
I Initiates plan feedback on finalizes plan
in PAA objectives
Higher Level Ra_ttlng UlileiEl
R ) | provides a copy of
> Reviewer > End
approves plan U5 2Ll
PP P technician

23



Performance Appraisal Application

Features:

— Copy performance plans to multiple technicians
— Copy Plans from Year to Year

— Copy and paste for individual entries

— Flexibility for plans, reviews & appraisals to be sent back
and forth electronically, or for supervisor to certify on
behalf of other individuals

— Character Counter for text entries
— Track Progress Page

— Reassigning raters for one or multiple technicians when
position moves take place (doesn’t change hierarchy)

— Archived copies of old plans and appraisals completed
under this system

— Assessment by Objective, with or without weighting **



Establishing a Performance Plan - Employee

ﬁ Performance Appraisal Application (PAA)
Wersion 3.0

KE Mty i L F-E Pas WD F-E PaA VI Home m3cml Frg!grglr -] Cuaiadii

=275 The Need Help link will
give you information on
what is available on the

page where you are

Employee

Performance Appraisal Application Main Page

Nesd Help? located.
Waming Thie Perf ance Appraisal Applicaton 15 designated for sensitive unclassified parsonn =]
rformation onky. Do f-."." ::-'..'=.';. sified informatic tF em. Unauthonzed release of
“lassifiad information 1s & volahon of lay irosecubor
1 Thie ol ¢ [l arid 1 t
ad al
. an T4 . iar ol To create a new Performance Plan:
. n Tyg . Select Choose a Plan Type
: ' Select National Guard (Title 32)
Important: To become familiar with the columns, select the Meed Help?' link Select Go
Appraisals of Blomme, Domingoe X Then you will see all your Techs
Creata Mew Flan
This table includes information on the status of existing plans [ Chaose a Plan Type- | o)
only. From thls screen you can view and update existing plans. the

Nalu:-nal Securly Per snnnel System
Employes |Cl|r|eul |R11|||_| Crificial |Fl.pp| aisal |

Dafense Cralian Inelhgence Personne] System
Appraisal [Plan Approval Pla Natu:-nal L ward (Title 32)
MHame L Hams LCED 1] Dt Type|Sta | RTRIET
Blomma, Frad, Abdul Rhynes, Conrad Plan in Wik =| oo
Domingo X N z 1 i NG Pending  prograss | -

ICE MyBiz | ICE PaA NS | ICE PAA YT | Home | Logowl | Prefergnces | Qracle Help

From the Main Page the employee can create and review the Performance Plan
transfer a plan in progress to the Rating Official, view and print the entire 25
plan after it is created and track the status of the plan.



Plan Details-Employee

Transfer to Rating Official | Track Progress J, Retwn o Main Page |

Employee Information
foyes Mame  Blamme, Demingo X

m Reportsf oms

Flans Dhad s

Change the
dates.

Standard 1
Apr-31 Mar

AT Missicn Geals | Job Objecives | Approvals & Acknowlodgments

ary. Important Note: The Agpraisal Perno
' radn and

hange Rating OMigial or Higher Lavel Reviewer |

Mead Halp?

Performance Plan Approval Date

Appransal Type [.ﬂ.llnlual Appraisal - NG :l i ;
lan Lasi Modiled

= Appraizal Period Star Date  [01.0e1 2008 E Created By Blommie, Domings X

= Appragal Poriod End Date  [30-Sep-2003 El

= Appraisal Effective Date  [01.0ct 2009 E

Rating Cfcial Name  Rhynes, Conrad £
Highar Lewal Reveser  Fred, Abdul M

MNEXT=

Tk =L

CE MyBiz | ICEPAANT | Homi | Legow | Prafrances

You can change your

Rating Official, Higher

Level Reviewer or both
with one click.

When you are done,
select the Next button
or the Mission Goals
tab to build your plan.

From this page the employee can transfer the plan to the Rating Official for review
once it is established, track progress of the plan, change the appraisal type and 26
date and change the Rating Official and/or Higher Level Reviewer.



Approving a Performance Plan — Rating
Official

( ) Performance Appraisal Application (PAA)
Ty CEMyEGE KEPASNYD KEPAAVE Home LoDoUl Preferences
Update Job Objective

G and Lipdale Anomer Job Objecive | | Save and Retum o Job Objecives Tab |
Mesd Help?

Save

Ohbjecting Mumbier 1

= Objecive Title |':"-'3"'-T Conbiod

= Starl Date ﬁ1-0:|-m E

Change Date = Plan Start Date

Job Objectre Stalus FEMNDING

Date Las1 Modihied 27-Feb-2009

Jod Oibjectv

The is whine you ype your job obpscineg

-
Counter [0

Save Save and Lipdale Another Job Objectve | | Sawe and Returmn loJob Qbjectives Tab |

52 | ICE PAAY | Home

On this page the Rating Official may copy and paste or type a job objective. When
the Rating Official is done he may Save it, Save and Update Another Job
Objective, or Save and Return to the Job Objectives Tab. The process is repeated
until all job objectives have been reviewed. Select the Save and Return to Job
Objectives Tab to continue.




Approving a Performance Plan — Rating
Official

: peﬁormance Appraisal Applicatinn {PM} ek KEPALVY Home Lopoul Praferences [Ssanostios

‘ : |Ii i. G sl Pamcipant

Transfer o Employes ), Track Progress | Rahun o Main Page |

MG PAA - Rating Official

Employes Information
Employes Mame  Blomme, Demingo X

mmbarimﬁwm Anniual Apprassal Other Assesements | Repodsf ems

Plan Details | Mission Goals | Job Objectives LT E DR LR LA T LT

Approvals & Ackowlodginments

Datalls Tasks Status BActlon
b

[~
=
= Stop 4: Rating Oficial - Document Emgloyes Acknow adgmisnt Mot Stared Srart
“PREVIOUS
Main Piad | Guest Padicipant | GE MyBiz | KEPAAYS | Home | Legout | Preferences | Riagnostics
Ealeedl 13 Poos

The Approvals and Acknowledgments Tab displays details about the approval steps of
the employee's Performance Plan. Select the Start button to continue. 28



Track Progress

4
I

9 Performance Appraisal Application (PAA)

CEMeEZ CEPAANT KEFASNWS Home Loood Prefertnces

Track Progress

Employes Information
Ermplayes Mame  Blemme, Daminga X
B Chow Emplovie Diediels

This screen provides information regarding the stalus of your pedorrmance plan thg aghout the perdormance cycle

Whan you are dong resiewing your stalus, select the “Retiam 1o Prevous” button 1o resums your ity

L
| :I:Ir:ﬂ-rd 1’
[ ,'Henmd by Higher Level Reveser o
| [epproved v
| [Acknowledged by Employen W
enimn R

:Ernph:-gr“- SelhAssessmen
| [Rating Official - Azsessment
| [Renewed by Higher Level Revew - I Requred ] |
I_:Eorru'nunn::!nd to Employes by Rating Official
| [Acknowledged by Employes
[Pppr atsal
| [Employee - SelkAsseasmen
| [Rating Official - Assessment
[ igher Level Riiewer apgrovd ]
| Comenunicated to Employes by Rating Official

ICE MyBiz | [CE PAAYD | ICE PAAYS | Homs | Logout | Prefarences

Retum o Previous |

Meed Help?

Riesturn 80 Prévious |

i

This page displays the status of the Performance Plan throughout the cycle.

29



Chapter 2 Monitoring

Developing Performance

Training, mentoring, time management, goal setting, ongoing feedback,
and the X Model of engagement

Deficiencies

Proactive assistance is required when a technician is at or below Level 2
Marginal performance

Options include counseling, increased supervisory assistance, additional
training, etc...

Supervisors will consider the circumstances surrounding the deficiency

Once beyond on the spot corrections, supervisors shall present
performance deficiencies in writing to their technician

Performance Improvement Plan (PIP)
Required with Level 1 performance; Optional with Level 2 performance

Normally for 90-120 days, and identifies the deficiency and what must be
done to attain a Level 3 rating

Uncorrected unacceptable performance will result in reassignment, change
to lower grade, or removal

30


http://www.youtube.com/watch?v=gZ3wxgog4nc

Reviews

Self-Assessment: Optional technician input to evaluation. 2000 characters
max. Describe progress made to date, obstacles overcome, difficulties to
be faced, resources needed to succeed. Also an opportunity to request
modification of objective; STAR-Situation, Task, Action, Result

Interim Review: between 1 Aug & 30 Sep
Self assessment
Narrative evaluation; no rating--Start-Stop-Continue is a recommended
structure
HLR approval
Communication to technician

Closeout Assessments similar to Interim. Used to document supervisor change
or extended absence.

31



Process: Interim Review

e

Technician initiates
Self Assessment in
PAA (optional)

A 4

assesses performance
to date, but does not

Rating Official

give a rating

A 4

Higher Level
Reviewer
approves

Interim Review

Rating Official goes
over Interim Review
with technician, then
identifies next steps

A 4

e

32



|®

KCE WhviSix PASWE [Msonosfics Home Loogod Fredererces

| Transfer to Rating Official || Track Progress | Fetum to Main Page

Employee Information
Employee Name Blemme, Domingo X

P=Show Emplayes Defails

__Plan YT Annual Appraisal | Other Assessments | ReportsiForms

Irtet i Beviews

Interirn Reviws are conduciad 1o 4SSess YT |:'n'*|1'r-||"| ance 1 :.'|=|-_|hl'll|| the |:'ll'-|‘.'|'.|'r'| ance cycle A1 least one Interim Bevew is regquired and is Typecally Al Help*
conducted at the mid-pont of the cycle. From this streen you can creale an Intenm RHewew, update an Inenm Réwvew that has nol been approved, and wiew a
completed Intarim Review

» To create an Interirn Review, select the ‘Creale Intenm Review” button
e TO carmplete olher aclons descnbied above, select the bullon under the Action colemn

& TIP Intarirm Reviews are 3 review of an employee's pedformance which typically occurs midway through the performance cycle. (Mote: Net a ¢l oul Assessment
or Annual Appraisal)
| Create [nbarirm Review |

Created  Creation Higher Level Rewview Communication Communication Employee Ack
Humber By Date Date Status Date Methad Date Action Delete
No results
fowaredl
ICE MyBiz | ICE PAANVTG | Disgnostics | Home | Logout | Preferences
Sboud this Poge

From this page the employee can create an Interim Review by selecting the 33
Create Interim Review button.



Interim Review- Employee

Intenirn Rewiew Intiator  Blomme, Domingo X Intesim Review Mumber 1
Int@rirm Reaiw S1alus liitiated
Objactive ASSessmants Approvals & Acknowledgments
Objective Asseassmeants
= el the Ty Jovrmal’ lnk ta réfer 1o or copy and paste any sall-a i mant AlarmeEalian
i it Help?
Jals Cibhjectnes
Weaighis
"0
Select Order ObjectiveTitle Stalus (O ptional)
LC 1 Eest APPROYED
L 2 bt AFPRONED
deb Objective
estar —
-~ |
Einnplvyee Sall Assesganaent —_——
Tomdey o™ I
This is where the employee’s Self Assessment is input. /

4 L3

This is the place where the employee would input the Interim Review Self Assessment

for each one of the job objectives. 34



Interim Review- Employee

Performance Appraisal Application (PAA)

L by ELFAS WD egnostos Homes Lopod Proderences

Employee Motification to Rating Official - Rhynes, Conrad Z
Carcal | | Transfer io Rating OfMickal withow E-mail Notification | Transiar o Fating Oficiad with E-mad Nodfica®on |

Message to Rating Official

Cancal | | Transfgs o Rating Official withgut E-rmiail Mobification | Trangier o Ratireg Crificial with E-rmaail Migtification |

£ MvEiz | CE PAs G | Dmgnoslics | Home | Logowl | Ereferences
Aboul Brig P

From this page the employee transfers the Interim Review to the Rating Official for
review and approval. If the employee sends it using the Transfer to Rating Official with
Email Notification option, the text box appears in the body of an email delivered to
his/her email. The email address must be updated in My Biz or My Workplace for this
functionality to work. 35



Interim Review- Rating Official

Performance Appraisal Application (PAA)

KCE Wefip CE P W3R Disgreoics Home Loood Praferances

MG FAA - Rating Official

Transfer to Employes || Track Progress ), Retum by Main Fage |

Employee Information

Employes Name  Blomme, Domingo X
b,. i w Ciak

_ Plan JCTTRRECN | Annual Apprassal | Ofer Assessments | ReporlsFoms

Irier i Fandewss

benm Renews are conduwcted to asiae srmployes pefarmancs theoughout the pedarmancs cycle. A% least ane Intenm Féwde 15 raquanesd and 1

ypically conducted at the mid-poind of the cycle '_".'.!'l'." B BCreen you been approved, 3

can create an Interim Review, update an Inenm Review that has nol
a complibid Irlenmm R e

- o crgate an Intenm Henaw
-

I Larir Terwlirw, 5 11 gate Intarim Fewview” button. This bution is anly avanlable whan the Plan Stalus is Spproeed
o complate odker aclions described showe, gelact the button under the Action Colunnr

& TIP knlerim Reviews are a réview of an employes's pefomsance which typically seours midway through the peformance cyele (Mate: Mot a
¥ =
or Annual Appraisal)

Creation Higher Level Review Communication Communication Employes Ack
Humber Created By [hate Diate Status Date Method Date Actlon Delete
1 Blommme, 20-bar- 20003 Initiated pdate | o
Cramingo &
ICE MyBir | ICE PAasa YT | !Hﬁ]rgc“.l;i | Home | | pipou] | Prefarences
i jhws B

From this page the Rating Official can update or delete the Interim Review, transfer to the
employee, track progress or return to the Main Page. Select the Update button to continue.

36



Interim Review- Rating Official

Performance Appraisal Application (PAA)

ICEMyBiz ICEPAA VS Disonostics Home Logout Praizffnces

Create/Update Interim Review

(_Retum To Intetim Reviews Tab
Employee Information
Etnployse Name  Blomme, Domingo X
B Show Emnployee Details

Interim Review Initiator  Rhynes, Conrad Z
Interim Review Status

M feprovals and Acknowledgments

Assessments =

Interim Review Number 1

This screen allows you to view your smployes's Job Objective and self-assessment, and to type or copy and paste your evaluation

« Select the Radio’ button next ta the Job Objective you want ta evaluate
= Once you have completed your assessment for each Jub Objective, select the Apprevals and Acknowledgments' button to begin the approvals process

Impartant Note: If you transfer to the smployee after you have entered your assessmant and befare the approvals process has been comnpleted, your emplayes will be abl

- 1o view your assessment.

@ TIP an interim review should acknowledge achievements ta date and suggested areas for improvement. It should facilitate meaningful dialogue and exchange of
Ennph ssmont and areas for
-] Meed He
Job Objectives
Weigh
%
Select Order ObjectiveTitle Status. {Option
(c 1 test APPROVED
o 2 test APPROVED
Job Objective Text
test
« 1
Fating Official Assessment
Thiz iz whete the rating official would put his assessments in =]
e Counter [63
Retum to Top of Page
£ | Diagnostics | Home | Logout | Preferences
wiihiz Page

This is where the Rating Official would put in the Interim Review Assessment and 37
then select the Return to Interim Reviews Tab at the top of the page.



Interim Review- Rating Official

Performance Appraisal Application (PAA)

KEMyEiz KEPAS WS [isgrostcs Home Loomd Prafacsnces

Create/lUpdate Interim Review

Return To Interirn Reviews Tab |

Employee Information

Employee Name Blomme, Pomings X
D=k Emploves Datgils

Interirn Review Intiator Blomme, Domingo X Interinn Review Mumber 1
Intarim Review Status  Initiated

ASSRsSamMents Appiorsals and Ackivowledgimeits

Approvals and Acknowledgments

Meed Halp?
This screen provides infornation regardeng the status of your employee’s Inteqm Feview

Select Show' 1o se@ The dedailled mformation aboyt the stalus of your employess Intenrm Rigvbine:,

SFie - | 35
Details Tasks

Status Actiam
b Show S18p 1: Rating Official - Request or Document Higher Level Review (f Requared). NOTE: H net required, go Mot Start |
= o Step 3 Stared
D- ho ¥
b= Show Step 3: Rating Official - Docwment Communication 1o Employee g:t“ d S3ar |
are
P ¥
ICE MyBiz | ICE Pas W3 | Diagnestics | Home | Logoul | Preferences
Thare P

The Approvals and Acknowledgments Tab displays details about the approval steps of
the employee's Interim Review. Select the Start button to continue. 38



Track Progress

Ty
g
Y

_ , Performance Appraisal Application (PAA)

EEMyEE KEPAAND [Seoroafoy Homs Loo0l Proforences

e

Track Progress
Return b Prévious |

Meed Halp?
Emplayee Infarmation

Employee Mame Blomme, Demingo X
BShow Emnployes Details

This screen provides infomnatscn regarding 1he £13fus of your pedformance plan theowghowt the perdormance cycle
Whean you ang dong revigwing your sfatus, select the "Retum 10 Prewigus® button 10 regsume your &cl iy,

Flan
Dreafted
Fewieeed by Highaer Level Reviewer
Approed
SAucknowledged by Employes
fnterim Rmdow
Employes - SeltAssessmant
Rating Crifscial - Assessment
Fenewed by Higher Leval Review - § Requred
Cammurscalted to Employes by Rating Official
Acknowledged by Employee

Ernplayes - Sali-Assecament
Frsting Offcial - Assassmenl
Highier Leve]l Rewiiener Appaaved
Commuracated to Employes by Ratireg Official

CEPTSSRRIS [Sss

|_Retum o Previows | —
KE MyBiz | ICE PAAYWS | Disgnoslics | Home | Logoul | Peeferences

Abecaif s Faoe o

This page displays the status of the Performance Plan throughout the cycle. 39



Appraisal

Annual Appraisal: Due 20 Apr
Self assessment
Narrative evaluation + 1-5 rating for each job objective.
The PAA calculates the overall rating.
HLR approval,
Communicate the rating to the technician.

Postponements—authorized to get to the 120 day mark
New assignments, extended details after 1 Dec

Deployments or absence due to work related injury-rate at end of
cycle if 120 total days under plan; otherwise postpone

How do you postpone a rating? Go into PAA and change the end
date and effective date of the plan

40



Ratings and Appeals

The PAA will generate a summary rating. If the objectives are weighted, the weights
must equal 100% when added together.

Summary Ratings:

1 on any Objective Level 1 Unacceptable-no WGI, possible termination
2.00 to 2.50 Level 2 Marginal-no WGI, remediation only

2.51to 3.50 Level 3 Fully Successful

3.511t04.50 Level 4 Excellent

4.51 to 5.00 Level 5 Outstanding

A Special Purpose Rating (PIP) shall be accomplished when a Level 1 rating improves to
Level 2 for at least 30 consecutive days

Final Appellate Authority: The Adjutant General is the final authority. Technicians must
choose whether they will appeal through this process or with a grievance—they
can’t use both

Appeals of 5-4-3 Summary Ratings: Accomplished by a supervisory chain of command
review

Appeals of 2-1 Summary Ratings: Accomplished by a State Review and Appeals Board41



Process: Annual Appraisal

Technician initiates
< Start >——* Self Assessment in
PAA (optional)

Rating Official rates

A 4

record

performance for each Job
Objective for rating of

Higher Level Reviewer

A 4

A 4

Rating Official provides

approves appraisal finalized appraisal to
rating technician
Rating of record is Technician may appeal /
» basis for Performance > a rating 1AW =\
Based Awards Ohio TPR 430




Annual Appraisal- Employee

LEMyDip KE PAS VS [Megnosficy Home Loood Proferences

NG PAA

|_Trangfer o Rating OMcial | Track Progress ) Retum to Main Page |

Employee Information

Employes Mame Blomme, Domings X
P Show Employee Details

Inerim Feviews | Annual Appraisal | Other Assessments || Repords/Foms
MEEIEET) Mission Goals | Job Objectives | Approvals & Acknowledgments

Plan Daetails
Thas

screen prowvides information abouwt the status of your performance plan P Halp?

Update your Appraisal Type and Appraisal Dates, if necessary. Imporant Mete: The Appraisal Penod Start Date represants the start of your parformance

evaluation penod wnder this plan. Certain infoermation such as youwr pay grade and step will be populated on your apprassal forrm based on this date. For
additional guidance select the Meed Help? link

s Change the Rating Officeal andfor Higher Level Reviewsr
= Transfer the plan 10 your Rating Official

To change a Rating Official andfor Higher Level Resiewer or both, select the ‘Change Rating Official andfor Higher Level Reviewer button, ‘When done, select the Mex”
button or the Mission Goals” tab

[_Change Rating OMlicial or Higher Live) Revigwer |

Appraisal Type  |Annual Appraisal - NG =| Performance Plan Approval Date  15-Mar. 2003
Appraisal Period Start Date  01.0.c1.2008 Flan Las! Modiied
Agpraissl Period End Date  30.Sep. 2009 Crested By Blomme, Domingo X

Appraizal Effectiee Date  01-0ct-2009
Ratng Official Name  Rhynes, Conrad £
Higher Level Reviewer Fred, Abdul H

ICE MyBiz | ICE PAAYWT | Diagnostics | Home | Logoyt | Preferences
Abca this Page

The employee would then select the Annual Appraisal Tab.



Annual Appraisal- Employee

Flan Intarim Resirws m:m har Assessmants R apnrtsiF ormns

Aeaessliveils
e "

ok Ol e s
Waights
'

Select Ouder OhjectiveTile Status |'l.“:||.-:|-:-||-'|-|}

L] 1 LLE ] APPROVED

L 2 L[5 APPROVED
Juods Oiljacibes

tesher

Employes Sell Ascessames ] /

This is where the employee inputs the Self Assessment. /

This is where the employee would input their Annual Appraisal Self Assessment for each
one of their job objectives.
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Annual Appraisal- Employee

Performance Appraisal Application (PAA)
\ E bR KEPASND  (Degoreas Homs Looodl Froloronces

MG PAas

Trangsier ko Rabing Cfcial . Teack Progress |, Rebam b Main Fage |

Emplayee Infarmation
Employes Mame  Blomme, Demingo X

Plan | Inbicim Féviews m Other Assetements || Reponai cams

Assossineiis

Sebecd the By Joumal’ ink 1o refer 10 or copy and pasie any self-assessment informalngn
ke CEljeC b
Wiaigh
II
Select Owder ChjectiveTitle Siaius {0 et o
= 1 tast APPROVED
~ 2 test APPROWED
Hinle el Erae
1] &
-
Ll 3

After completing the Self Assessment for each job objective the employee selects the
Transfer to Rating Official button.
45



Annual Appraisal- Rating Official

Performance Appraisal Application (PAA)

ICEMyBIZ ICEP&4 Y3 Disonastics Home Lowout Preferences

NG PAA - Rating Official

(Transferto Employee ) Track Pragress ) Return to Main Page )
Employee Information

Employee Mame Blomme, Domingo X
B Show Employes Details

Plan | Interim Reviews SENHTERDETEEINY Other Assessments | Reporis/Forms
Rating of Record || Approvals & Acknowledgments
Assessments and Ratings
This screen allows you to view your employee’s | eotives and self-assessment and wite your evaluations Meed He
Higployen Soll Assessmat
s Select the ‘Radio’ buttan next ta the Job Objective you want to evaluate ]
ThIS IS Where the employee Inputs the Self Assessment s Once all Assessments and Ratings have been assigned toJob Objectives, select the Rating of Record tab.
* Appraisal Type | Annual Appraisal - NG ~ Appraisal Period Start Date 15-0¢t-2008
Appraisal Effective Date  24-Sep-2009 Appraisal Period End Date  [23-Sep-2009 =
Job Objectives
Weights
% Adjusted

Select Order ObjectiveTitle Status (Optional} Weight Rati
& 1 test APPROVED
o 2 test APPROWED

Job Objective
15t =]

Raling Dalicial Assessineil
This is where the Rating Official inputs the assessment
« vl
Countar |55
Dt Faling
Optienal Weight Job Objective Rating |3 =]
Adpsted Weight hl
Reduin by Top of Page

-

This is the location for the Rating Official to input the Annual Appraisal Assessment and
the Job Objective Rating. Click on the Rating of Record Tab to continue. 46



Annual Appraisal- Rating Official

Performance Appraisal Application (PAA)

KE MyEE KEPAAYD Dieoroghcy Home Loooul Prolfereroog

MG PAA - Rating Official

Transiar bo Emploves | Track Progress
Emplayes Infarmaticamn

Fatam io Main Fags |
Employes Mame Blomase, Dembngoe X

b=t

Bian | inberim Reviews CAhar AL eSS menis
Asspsements and Ralings

i paartsai T o s
Rating of Record Approwals L Ackowilcdgmerns.

HApga oveals & Acknossbedgment s

etails Tasks

Srates =i 1
b= Step 1: Rating Cfcial - Request or Docurment Highar Level Revewser Mot Staded | _Slard |
P-Sho
[
=E MixBiz | ICEPASNYT | Diagoosics | Home | Lesoul | Boferences
A s F

From the Approval and Acknowledgments Tab the Rating Official selects the Start button
after the Annual Appraisal Assessments are put in for each job objective.
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Annual Appraisal- Rating Official

-
Approvals & Acknowledgments

This screen provides information regarding the status of your employee's performance plan.

= Select the "Start’ button to complete a step.
= Select 'Show' to see detailed information about an approval (date, method of review, etc.).

Show All Details | Hide All Details
Details Tasks Status Action
W Hide

@& TIP There are two aptinns availahle to complete this step If you are bath the Rating Official AMND Higher Level Reviewer, use Option B to dacument the apprn
Option A - Transfer to the Higher Level Reviewer (HLR)

Name

Dobles, Titus K

Topps, Donella ©

& TIP Please select new HLR fram list of values, if required.

Change Higher Level Reviewer ITUppS, Donella © ,,5?

Title
Rating Official
Higher Level Reviewer

Message to Higher Level Reviewer

This screen provides space for you to send a Higher Level Reviewer a message regarding an employee's Performance FPlan. After writing the message, se
Reviewer with E-mail Motification’ button to send the message.

Please review this performance plan and take the appropriate action under the Approvals and =
Acknowledgments tab.

Motice: You are about to contact Topps, Donella © by e-mail. Due to the unencrypted nature of this e-mail communication, please do not include any nor
security nurmbers or privacy act information in your e-mail.

Sancel | [ Transferto Higher Level Reviewer without E-mail MNotification ) |_Transfer to Higher Level Reviewer with E-rmail Motification )

=
<

| v
From the Approvals and Acknowledgments tab, using Option A, the Rating Official can
transfer the plan to the Higher Level Reviewer for review,

48



Annual Appraisal- Rating Official

Cancel | | Transfer to Higher Level Reviewer without E-mail Notification | | Transfer to Higher Level Reviewsr with E-mail Notification |

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

Higher Level Reviewer |Tupp9_ Donella C (? Method of Review -

Review Date | Other Method | Cancel | | Sa

ICE MyBiz | ICE PAANT | Diagnostics | Home | Logowt | Preferences

Using Option B, the Rating Official can document Higher Level Reviewer concurrence. The
Rating Official completes this step once they have reviewed the plan and are ready for

second-level review.
49



Performance Appraisal Application (PAA)

EEPAS Y] Diearogbcys Home Looocd

Annual Appraisal- Rating Official

a d o Ll

MG PAaL - Rating Official

Emplayes Infarmation

Employes Mame Blomme, Demingoe &
p_ ¥ Emnnlnyee it

Pian | Inberem Freviews Oher Assessments
Arsosements and Ratings

R pacrt i F germis

Teack Progress

Radam o Main Fages |

Rafing of Record Appr owals & Ackneowilcdgmerts
Hpga ovrals B B cBnosesbedgnment s

£ jarding ihe 3 JE yEUr ermployee s SpRianis
v 1o see detaled informaticn about 1# 138 ol

I - sl | =
Dietails Tasks

B S
b.- -
B % Step 3: Rating Cficesl - Dobument Comemusricalson to Employes
=E WixBhiz | IGE PAAYT | Riagoostics | Heme |
& s B

Liatuis

Hol Starbed

Logoul | Praferences

Bcrizm

Slard |

At this point the Rating Official will begin documenting communication to the
employee and the acknowledgment of the Annual Appraisal Rating by selecting the

Start button.
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Archived Plans-Main Page

Sl =Sl T MMM TT TR TR T oF 1L LITT L0 1w ol 1.1 1 Iy ISl LU TR =L -
From the Main Page, you can create, updale and view your Performance Plans; view and prnt part of an enting plan after it is created; and track the status of & plan. You
can also search for completed plans by selecting the Show Completed PlansfAppraisals” Bnk located at the bottom of this page
To creale a Peformance Plan To complete other actlions descabed above
- lan Type’ = Select an option frorm the Acton colurmn
. I an Type = Select the o' buttor
o Sedect the Go' bulton
Important: Ta becarme farmliar with the colurmng, Select the T™ead Hil & v
Appraizals of Willette, Morgan M
Create MNew Flan
[-Chonse a Plan Type-- =l (6o
Table Size |1[| *-'I
Employes Mame Cuiient Owiner Rating Official Mame Appraisal Year Appraisal ID Plan Appioval Date Type Plan Statis Curfent PAA Staties Action
Mo ressults found.
Select the Ik to search for completed plans
W Hide Completed Plans/Appraizals
Completed Plans/Appraizals
1. Begin with emering search crleria, The folleosang fields can be enered in any combination, & g, Appraisal Year only or Appraisal Year and Even
2 Select the Find button, Your results will be based on your search critena. f there is no search crlena entered, your resulis walll be all Completed PlansfAppraisals
Appraizal Year |2‘I]]El *-'I
Event  |[MENEENOTI
Fined | [ Chear |
Table Size |1Il 'I
Appraisal YVear I.ﬂ.p praisal 10 Type |Ewnl |E\re-|1'r Completion Date [ R pon s
200 3 MG MG Pedforrmance Evaluation S0-Sep-2003 h
PAA Main Page | Provide Guest Fepdback | My Jowrnal | ICE MySiz | ICE PAAYD | Home | Logowt | Preferences | Qragls Help | Disgnostics
Ak i bt Focye
-

In order to view or print completed appraisals, select Show Completed Plans and
Appraisals from the Main Page. From this area you can search by Appraisal Year

and print by selecting the printer icon.
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Ohio TPR 430 Appendices

References
Terms and Definitions

Creating Performance Plans and Conducting the
Appraisal

Mandatory Critical Element for Supervisory Leadership
Sample Performance Improvement Plan Memo

Sample Notice of Written Decision Based on
Unacceptable Performance

NGB Form 430
Ohio National Guard Performance Management Cycle
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Performance Management Reports

How to get a status report when
you want it



Getting

TAGNet
Office of Performance Excellence

Office of Performance Excellence Directory

Director (Deputy CoS, Strategic Plans-G5)
COL Tom Ahrendt, %4313 (Rm C217)
thomas.w.ahrendt. mil@mail.mil

Strategic Data Manager
CW4 Lee W. Scott, x7431 (Rm C217)
lee.w.zcott mil@mail.mil

Plans Officer
LTC Jennifer Mitchell x7460 (Rm C217)
jennifer.r.mitchell.mil@mail.mil

Knowledge Manager
CW3 Stephen Ahrens, x6300 (Rm C217)
stephen.a.ahrens.mil@mail.mil

NCOIC
55G Nena Slate, x7437 (Rm C217)
nena.r.slate.mil@mail.mil

Focus Areas
Focus Areas

OPE Mission, Vision, Values

OPE Conference Room Calendar

TPE Site Visit

Cat 1-Leadership | Cat 2 - Strategic Flanning | Cat 3 - Customer Focus | Cat 4 -
Measure, Analysis, & KM | Cat 5 - Worlforce Focus | Cat 6 - Operations Foous | Cat 7 -
Results | TPE Site Visit Document Reguest | 2012 Submission for TPE | Opening

Presentation | Closing Presentation

a Status Update From
TAGNET

This topic

v

POC for site permissions:

Contact:
Ahrens, Stephen A CW2 MIL US NG OH
ARNG

Links

Mational Guard Professional Education Center
(ORTC) Website

Ohio National Guard ActiveStrategy Site
ActiveStrategy Support Rosters (FRCP)

ActiveStrategy Support Rosters (Warrant Officers)
OPE Customer Survey (We want to know how we are doing.)
ActiveStrategy Support Rosters (FTUS)

OPE File Share

OPE Documents by Category ActiveStrategy Account Tracking

Deputy Director Meeting Strenath Numbers

Ghnician Performance Appraisal Appl@

MilBook

Standing (Sub)Committees
Sub-Committee on Personnel (G-1) | Sub-Committee on Training (G-3) | Sub-Committe

on Logistics (G-4) | Sub-Committee on Force Structure | Sub-Committee on Info
Technology (G-6) | Sub-Committes on Facilities & Construction | PBAC I | Sub-
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By Name Listing

[ Tacet |y Emplyee | (8yR0] [ymia | [ tumbers | RO PAA Statts POC: MAJ Den Roche, 7269, Data As OF 04202014
Y Tenure: ALL ¥ Bargaining Unit: ALL ¥

POSITION |  LAST APPRAISAL INTERIM
EMPLOYEE UNIT TENURE STATUS START | APPRAISAL === PLAN STATUS | APPRAISAL RATING OFFICIAL HIGHER LEVEL REVIEWER

DAE  par | DLOAR DATE

Component; ALL ¥ Directorate/MSC/Wing/GSU: AL

ABBOTT NATHAN THOMAS 180 MAI 50 1 |ACTIVE APPOINTMENT | 07/08/2013 EJk3VRIOLITRS FpL KA T2 (NO RATING QFFICIAL ASSIGNED) | (NO HIGHER LEVEL REVIEWER ASSIGNED) |

ABDALLA DOMONIQUE C UTES 1 |ACTIVE APPOINTMENT | 10/20/2013 03/31/2014| APPROVED SCOTT JR EDWARD WILLIAN LEMASTER D RONALD l
ABDUL-RARIM IBRAHIM STEVEN 200 CEH 5Q 1 |ACTIVEAPPOINTMENT | 07/08/2013 [EfEithlok ZETZER JEFFERY G HRYNCIW MICHAEL ANTHONY I
ABRAHAM ERIC MATTHEW 180 AMX 50 1 |ACTIVE APPOINTMENT | 07/08/2013 [EJEa VRIS WATSON DAVID ANTHONY DUTY JAMES ALLEN I
ADAMS JEREMY RAMON 180 MAT 30 2 | ACTIVE APPOINTMENT | 03/18/2014 03/31/2015| APPROVED (NO RATING QFFICIAL ASSIGNED) | (NO HIGHER LEVEL REVIEWER ASSIGNED) |
ADAMS JESSICA LEE 179 CAR FT 1 ACTIVE APPOINTMENT | 07/08/2013 HOLSQPPLE KENT T HOWARD MICHAEL JEROME I
ADAMS SHANE JEFFERY 179 055 FT 1 |ACTIVE APPOINTMENT | 10/06/2013 [EJEiTRIIE (NO RATING OFFICIAL ASSIGNED) | (NO HIGHER LEVEL REVIEWER ASSIGNED) N

ADKINS GARY SCOTT ARSF 1 1 |ACTIVE APPOINTMENT | 07/08/2013 [RJE3 VRIS WHITNEY JOHN KENNETH DIGIACOMO ANTHONY PAUL
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Reports from PAA

Department of Defense

Navigator

] AGR MGR OHHRO0004944
"1 My Workplace
] PER_OHHRO00049

=
<
=
=]
=
-3
=
2
w

Performance Appraisal Application (PAA)
My Employee Information

Update My Information

Suspenses

Apply Action(s) to Multiple Employees (PAA)
Manage PAA Trusted Agent Authorization
CIV Fill Request Status

Management Reports

View Management Reports

— View/Print Performance Management Reports
View Previous Requests

"My Biz and associated web pages are web-based tools created by the Department of Defense (DoD) as part of the Defense Civilian Personnel Data System (DCPDS)
to allows DoD personnel access to and management of their personal personnel records. The DoD My Biz and associated tools can be accessed only by authorized DoD
personnel within a .mil or dodea.edu network. The DoD My Biz tool has no association with any private or other enterprise using "My Biz" in whole or in part as a title
or logo."

Starting from MyWorkplace, select View/Print performance Management Reports



My Performance

Report Request

* Indicates required field

PRIVACY ACT INFORMATION

The information accessed through this system must be protected in accordance with the Privacy Act of 1974. Personal information contained in this s
disclosure or misuse of personal information may result in criminal and/or civil penalties.

How to request a report: (Step 1 of J)

Report Name: Type the report name you wish to request. If you don't know the name of report, select the search icon to begin the sea
will be presented. Choose the applicable report from the list.

Request Name: Enter information that will assist in doing a search on this request at a later time. Select 'Next' button to continue.

* Report Name | |G —

Request Name |
The name can leter be used to search for this reqguest

Use the lookup icon to find the report you want



§x

@ https://potter.dcpds.cpms.osd.mil/?_t=fredRC&enc=WINDOWS-1252&_minWidth=7508&_minHeight=5508&conf - Windows Interne... | =F|

Search and Select: Report Name

Search

L=

3 Select the 'Quick Select' icon next to your selection.

Search By Program Name ~ |

Select]| Quick Select
No search conducted.

6o

|Pm-g ram Hame |Appicaﬁun. Hame

Cancel | Select |

Select a field to 'Search By'. Mext, enter a value in the text field. Partial searches must begin with the first few characters of the search
field followed by the "%'; e.g., Smi% or 02%. The most common naming convention for Full Mame is last name, first name, and middle
initial. For best results, enter last name followed by the % and firstname followed by the %, e.g. Smith%John%. Select the "Go" button.

Cancel Select

L

L

-

& 100%

Select “Go” for a list of reports

Bl & | Eg Te

nis sy
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2

;

L=

Search and Select: Report Name

Cancel | Select |

Search

Select a field to 'Search By'. Next, enter a value in the text field. Partial searches must begin with the first few characters of the search
field followwed by the '%'; e.g., Smi% or 02%. The most common naming convention for Full Name is last name, first name, and middle
initial. For best results, enter last name followred by the % and firstname followwed by the %, e.g. Smith%alohn%. Select the "Go" button.

Select the 'Quick Select' icon next to your selection.

Search By Program Name ~ | ﬂ
T
Select| Quick Select |Pro-gram Hame |Appicaﬁon Hame

F * Closeout Performance Evaluation Status Report (Rating Official) - DCIPS CIVDODHR
* Interim Review Status Report (Rating Official) - NG CIVDODHR
* Interim Review Status Report (Rating Official) - NSPS CIVDODHR
* Midpoint Review Status Report (Rating Official) - DCIPS CIVDODHR
> Performance Appraisal Status Report (Rating Official) - NG CIVDODHR
* Performance Appraisal Status Report (Rating Official) - NSPS CIVDODHR
* Performance Evaluation Status Report (Rating Official) - DCIPS CIVDODHR
* Performance Plan Status Report (Rating Official) - DCIPS CIVDODHR
* Performance Plan Status Report (Rating Official) - NG CIVDODHR
* Performance Flan Status Report (Rating Official) - NSFS CIVDODHR
Cancel Select |
You can only choose from “NG”-National Guard
4 n | »

H100% -

— =
: @ https://potter.dcpds.cpms.osd.mil/?_t=fredRCBenc=WINDOWS-12528_minWidth=7508_minHeight=5508conf - Windows Interne... | =N NCIN E‘;
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: @ https://potter.dcpds.cpms.osd.mil/?_t=fredRCEBenc=WINDOWS-12528 minWidth=7508._minHeight=5508conf - Windows Interne...

A

Search and Select: Report Name

g

L=

b Select the 'Quick Select' icon next to your selection.

Search By Program Name ~ | Go

Select| Quick Select |[Program Name

3 Closeout Performance Evaluation Status Report (Rating Official) - DCIPS
— © 5 Interim Review Status Report (Rating Official) - NG

3 Interim Review Status Report (Rating Official) - NSPS

5 Midpoint Review Status Report (Rating Official) - DCIPS

B Performance Appraisal Status Report (Rating Official) - NG

5 Performance Appraisal Status Report (Rating Official) - NSPS

5 Performance Evaluation Status Report (Rating Official) - DCIFS

5 Performance Plan Status Report (Rating Official) - DCIPS

5 Performance Plan Status Report (Rating Official) - NG

5 Performance Flan Status Report (Rating Official) - NSPS

Interim Review Status

Cancel | Select |

Select a field to 'Search By'. Mext, enter a value in the text field. Partial searches must beqgin with the first few characters of the search
field followwed by the '%'; e.g., Smi% or 02%. The most common naming convention for Full Name is last name, first name, and middle
initial. For best results, enter last name followed by the % and firstname followed by the %, e.g. Smith%John%. Select the "Go" button.

|Appicat'|on Name
CIVDODHR

CIVDODHR
CIVDODHR
CIVDODHR
CIVDODHR
CIVDODHR
CIVDODHR
CIVDODHR
CIVDODHR
CIVDODHR

Cancel | Select |
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e —
: @ https://potter.dcpds.cpms.osd.mil/?_t=fredRC&enc=WINDOWS-1252&_minWidth=7508_minHeight=5508&conf - Windows Interne... | Bl 23 E |

rb Search and Select: Report Name
F cancel | | Select |
Select a field to 'Search By'. Mext, enter a value in the text field. Partial searches must begin with the first few characters of the search
field followed by the '%'; e.g., Smi% or 02%. The most common naming convention for Full Name is last name, first name, and middle
i initial. For best results, enter last name followed by the % and firstname followed by the %, e.g. Smith%John%. Select the "Go" button.
p Select the 'Quick Select' icon next to your selection. .
Search By Program Name ~ | Go
Select| Quick Select |Pro-gram Hame |Appication Hame |
F = Closeout Performance Evaluation Status Report (Rating Official) - DCIPS CIVDODHR e
| B Interim Review Status Report (Rating Official) - NG CIVDODHR I
& Interim Review Status Report (Rating Official) - MSPS CIVDODHR
| (3] & Midpoint Review Status Report (Rating Official) - DCIPS CIVDODHR
) o > Performance Appraisal Status Report (Rating Official) - NG CIVDODHR ,
o Performance Appraisal Status Report (Rating Official) - NSFS CIVDODHR
& Performance Evaluation Status Report (Rating Official) - DCIPS CIVDODHR
& Performance Plan Status Report (Rating Official) - DCIPS CIVDODHR
B Performance Flan Status Report (Rating Official) - NG CIVDODHR
= Performance Plan Status Report (Rating Official) - NSPS CIVDODHR
Cancel |  Select | i
Appraisal Status
1 | mn | »
#100% -




I — e
(=) https://potter.dcpds.cpms.osd.mil/?_t=fredRC&enc=WINDOWS-12528&_minWidth=7508._minHeight=5508conf - Windows Inteme... | =RRCIN Eé

¢ Search and Select: Report Name
’j cancel | | select |
Search
Select a field to "Search By'. Mext, enter a value in the text field. Partial searches must begin with the first few characters of the search
field followed by the '%'; e.g., Smi% or 02%. The most common naming convention for Full Name is last name, first name, and middle
i initial. For best results, enter last name followed by the % and firstname followed by the %, e.g. Smith%John%. Select the "Go" button.
p Select the 'Quick Select' icon next to your selection.
Search By Program Name ~ | Go
Select| Quick Select |Pr0-gram Hame |Appicaﬁon Hame
F 3 Closeout Performance Evaluation Status Report (Rating Official) - DCIPS CIVDODHR
| 2 Interim Review Status Report (Rating Official) - NG CIVDODHR
2 Interim Review Status Report (Rating Official) - NSPS CIVDODHR
2 Midpoint Review Status Report (Rating Official) - DCIPS CIVDODHR
= Performance Appraisal Status Report (Rating Official) - NG CIVDODHR
= Performance Appraisal Status Report (Rating Official) - NSPS CIVDODHR
3 Performance Evaluation Status Report (Rating Official) - DCIPS CIVDODHR
3 Performance Plan Status Report (Rating Official) - DCIPS CIVDODHR
@ 3 Performance Flan Status Report (Rating Official) - NG CIVDODHR
- = p g
2 Performance Flan Status Report (Rating Official) - NSPS CIVDODHR

Cancel ‘ Select |

Plan Status /

nis




mn Mavigator ™

Report Request

* Indicates required field

PRIVACY ACT INFORMATION

The information accessed through this system must be protected in accordance with the Privacy Act of 1974. Personal information contained in this syst
disclosure or misuse of personal information may result in criminal and/or civil penalties.

How to request a report: Step 1 of 3)

Report Name: Type the report name you wish to request. If you don't know the name of report, select the search icon to begin the searcl
will be presented. Choose the applicable report from the list.

Request Name: Enter information that will assist in doing a search on this request at a later time. 5Select 'Next' button to continue.

* Report Name |Per‘ﬁ:|rmance Appraisal Status Report (Rating Official) - NG | Q

) Rcquest Name |Appraisa|s_2ﬂ14031?
The name can lzter be used to ssarch for this request

Enter a name for the report you can remember and track



mn Mavigator ™

B Favorites

Report: Parameters

* Indicates required field
How to complete Step 2 of 3:

All required data fields must be entered before selecting the 'Next' or 'Back’ buttons.

If you select the 'Cancel’ button, your current data will not be saved, and the system will take you back to the

"View Previous Request” page.

Report Name Performance Appraisal Status Report (Rating Official) -
NG

* Appraisal Effective Year [YYYY)

* Rating Official

Higher Level Reviewer

Current PAA Status EQUALS

PAA Status DOES NOT EQUAL
Performance Plan Status EQUALS

Perf Plan Status DOES NOT EQUAL
Appraisal Assessment and Rating Status
Employee Name

Employee Mumber

Organization Name

Use the lookup icon to select the Year

P PP




‘@

——————
é https://potter.dcpds.cpms.osd.mil/?_t=fredRCEenc=WINDOWS-12528_minWidth=7508._minHeight=5508conf - Windows Interne... | Bl 23 | Eg

Search and Select: Appraisal Effective Year (YYYY)

Cancel | Select |

Search
Select a field to 'Search By'. Mext, enter a value in the text field. Partial searches must begin with the first few characters of the search
field followwed by the '%%'; e.g., Smi% or 02%. The most common naming convention for Full Name is last name, first name, and middle

i initial. For best results, enter last name followed by the % and firstname followed by the %, e.g. Smith%John%. Select the "Go" button.
3 Select the 'Quick Select' icon next to your selection. I
Search By Appraisal Effective Year (YYYY) ~ | Go —
Select| Quick Select |Appraisal Effective Year (YYYY)

Mo search conducted.

Cancel Select

4 T

-

#100% ~

The “Go” button will list the years for selection



: @ https://potter.dcpds.cpms.osd.mil/?_t=fredRC8enc=WINDOWS-12528._minWidth=7508__minHeight=5508conf - Windows Interne... | Sl 2 | E

? ,A. {
&

ij‘. A Search and Select: Appraisal Effective Year (YYYY)

Cancel | Select ‘

Search

Select a field to 'Search By'. Next, enter a value in the text field. Partial searches must begin with the first few characters of the search
field followed by the '%%'; e.g., Smi% or 02%. The most common naming convention for Full Name is last name, first name, and middle
initial. For best results, enter last name followed by the % and firstname followred by the %3, e.g. Smith%John%. Select the "Go" button.

! Select the 'Quick Select' icon next to your selection. 0
Search By Appraisal Effective Year (YYYY) ~ | ﬂ
 Resuts |
<) Previous 1-10 * Next 10 (2
Select] Quick Select |Appraisal Effective Year (YYYY)
P > 2007
> 2008
* 2008
* 2010
* 2011
> 2012
® * 2013
—) 3 2014
> 2015
* 2016
<) Previous 1-10 * Mext 10 (=
Cancel Select
Right now, we are working 2014 appraisals
L L ¥
#100% -




S — e
2 httpsy/potter.depds.cpms.osd.mil/?_t=fredRCAenc=WINDOWS-12528,_minWidth=7508._minHeight=5508&conf - Windows Interne... i Bly,. 2 | E o

Search and Select: Appraisal Effective Year (YYYY)

Cancel | Select |

Search

Select a field to 'Search By'. Next, enter a value in the text field. Partial searches must begin with the first few characters of the search
field followed by the '%'; e.g., Smi% or 02%. The most common naming convention for Full Name is last name, first name, and middle
initial. For best results, enter last name followed by the % and firstname followed by the %, e.g. Smith%John%. Select the "Go" button.

'lj Select the 'Quick Select' icon next to your selection. b
Search By Appraisal Effective Year (YYYY) ~ | ﬂ
<) Previous 1-10 ~ MNext 10 =
Select| Quick Select |Appraisal Effective Year (YYYY)

‘ £ 2007

3 2008

3 2009

* 2010

3 2011

3 2012

® * 2013
) & * 2014
3 2015

3 2016

<) Previous 1-10 * Mext 10 (=

Cancel Select

“Select” to move ahead

4 1 | »

#100% -




n Navigator v BE Favorites

Report: Parameters
* Indicates required field

How to complete Step 2 of 3:
All required data fields must be entered before selecting the 'Next' or 'Back’ buttons.

If you select the 'Cancel’ button, your current data will not be saved, and the system will take you back to the
"View Previous Request” page.

Report Mame Performance Appraisal Status Report (Rating Official) -
NG

* Appraisal Effective Year (YY) (2014 Q
* Rating Official

Higher Level Reviewer

Current PAA Status EQUALS

FAA Status DOES NOT EQUAL
Performance Plan Status EQUALS
Perf Plan Status DOES NOT EQUAL

L PP

Appraisal Assessment and Rating Status

Employee Name

Employee Mumber

Organization Name

Lookup the rating official-mandatory field*



Report: Parameters

* Indicates required field
How to complete Step 2 of 3:
All required data fields must be entered before selecting the "Next' or 'Back’ buttons.

If you select the 'Cancel’ button, your current data will not be saved, and the system will take you back to the
"\iew Previous Request” page.

Report Name Performance Appraisal Status Report (Rating Official) -

NG
= Appraisal Effective Year (YYYY) aQ
— Rating Official |Roche | &
Higher Level Reviewer [Raling official |Empl0yee ll|.lnher|Person Type|0rganizalion
Current PAA Status EQUALS | Roche, Daniel E 183887 Employee OH ANG HQ NGAFI32IFMHS01

[
PAA Status DOES NOT EQUAL | 4 1-1
[
|
|
|
|
|

Performance Plan Status EQUALS
Perf Plan Status DOES NOT EQUAL

Y-y

Appraisal Assessment and Rating Status

Employee MName

Employee Number

L PP

Organization Mame

Select the rating official from the options



—————————————————————————————————————————————————————————————————————fP———P—PE———————————————————————————————————————————————————
Report: Par t

* Indicates required field Step 2 of 3

How to complete Step 2 of 3:

All required data fields must be entered before selecting the "Next' or '‘Back’ buttons.

If you select the "Cancel’ button, your current data will not be saved, and the system will take you back to the
"\iew Previous Request” page.

Report Name Performance Appraisal Status Report (Rating Official) -

NG
= Appraisal Effective Year (YYYY) |2014 Q,

* Rating Official |R0che, Daniel E

Higher Level Reviewer

Current PAA Status EQUALS

PAA Status DOES NOT EQUAL
Performance Plan Status EQUALS
Perf Plan Status DOES NOT EQUAL

L PP

Appraisal Assessment and Rating Status

Employee Name

Employee Number

Organization Name

The “Next” button moves you ahead. Other search parameters are optional.



Report Request: Review

How to complete Step 3 of 3:

Verify the information located within the 'Parameters’
If the information is correct, select the 'Submit’ button to continue. C—
If you wish to cancel this request, select the "Cancel’ button.

Report Name

Performance Appraisal Status Report (Rating Official) - NG

Appraisal Effective Year (YYYY) 2014

Rating Official Roche, Daniel E

Higher Level Reviewrer

Current PAA Status EQUALS

PAA Status DOES NOT EQUAL

Performance Plan Status EQUALS

Perf Flan Status DOES NOT EQUAL

Appraisal Assessment and Rating Status

Employee Name

Employee Number

Organization Name

Confirmation of search parameters



N Navigator v B Favorites

(@ Information
Your request for Performance Appraisal Status Report (Rating Official) - NG has been scheduled. The Request ID is 11770390

ICE My Biz ICE PAAV3 FAQ Home Logout Preferences

Privacy Statement

Enjoy a brief break while your report is processing



Requests

Refresh Button: Select to update the Phase of the process execution
Details Icon: Provides a summary that includes, but not limited to name of report, status, phase, request ID and parameters
Qutput Icon: Review report information

To exit this page, select the 'Home' link or select 'Logout’ to exit the system.

Reguests Summary Table

TI]': Click "Refresh” to update the phase of the process execution

Process Name Phase
Appraisals_20140317 (Performance Appraisal Status Report (Rating Official) - NG) Completed
Interim_Roche_20140317 (Interim Review Status Report (Rating Official) - NG) Completed
Appraisal Stat_Roche-20140317 (Performance Appraisal Status Report (Rating Official) - NG) Completed

Your report is ready

Request ID|Status
11770390 Mormal

11770356 Mormal

11770338 Mormal



Expand this top
row to view the

full column
e Performance A isal Stat
g = - -
er Most Appraisal Period p p ral S a a u S
Start and End dates will
be 1-Apr to 31 Mar.
Common mistakes are
A b L U . J f, L ¥l i U F U R 3
1 Sy th_e acto raisal Status | 1 N€ Appraisal
2 populated Fiscal year Pp! Effective Date is .
This is the dates and not updating always the day Any Performance Plan which
: _currentstatus | | Job Objective approval _ | after the Appraisal is not “Approved” or
RIV: of the plan information provided in - dates in each Job acy Actof 1974, B Period End Date nur| “Reapproved” will not proceed
4 I_Objective : q"mriun 3y resulf n crmmal and/or el penalties. o1 when completing an Interim
E =1 I Review or an Annual Appraisal
Appraisal Employ [ | Performane]Ferformane Higher
Assessment g8 Appraisal | Appraisal | Appraisal ePlain | ePlan | Date Level
Organization | and Rating | Current Numbe [Apprais| Rating  |HigherLevel| Performance | Period |PeriodEnd| Effective | Performance | Approval | Modified | Entered | Review |Communicat|Communicat
i Name Status | PAAStatus| Employes Name r | allD | Offiial | Reviewer | Planowner (StartDate| Date Date | PlanStatus | Date Date NG Date | ionDate | iomMethod
g OHANG InPropress  [Intenm  [John, Jimmy 103696| 469940]Boss] Uberboss  [lohn L-Apr-L3| 3LMar-14]  L-Ape-14|Approvas 8-Nov-13] 26-Nov-13|UJ-AFR-03
0 OHANG InPropress  [Infenim smith, Basry 40633| 371881 |Bossl Uberboss  [Bossl L-Apr-L3| 3LMar-14]  L-Ape-14|Approvas L3-Apr-13 03-500-
0 [0H ARG InProsrass  [Interim  |Tentper Tommy 236306] 336821 [Superluy UberBoss  [UberBioss T-pe-13] 31 Mar-14] T-Apr-14] Approved H-hpr 1 [2-APR-4
1 |OHARNG TnProzress  |Imenm  |Baz U Donuts, Johmny | J00259| 203900 [SuperCal Uberboss  [Superzal I-dpe-13] 31-Mar-14]  1-Apr-14| Approved [1-5ep-13 210CT-
] -

These are the dates each
milestone was accomplished in
the PAA Appraisal cycle and the
method used to communicate the

Annual Appraisal

A snapshot of the report--these are the appraisals you need to finalize!




Send this report to your supervisor or director as documentation
of your progress in completing annual appraisals and
administering new performance plans

HRO POC for the Performance Appraisal Application:

SFC James Cunningham, james.c.cunningham8.mil@mail.mil or 614-
336-7438

OR

Mr. Don French, donald.e.french2.civ@mail.mil or 614-336-7388



mailto:james.c.cunningham8.mil@mail.mil
mailto:donald.e.french2.civ@mail.mil

Questions

76



