NSPS Closeout Assessment Guidance
(PAA v2)


Below are the steps which must be performed in order to complete the NSPS Closeout Assessment in the Performance Appraisal Application (PAA) tool.

Each step denotes who must take the appropriate action (Rating Official or Employee) for that step.  For instance, the Rating Official or Employee can complete Step 2, the Rating Official completes Step 3, and so on.  Please use this as a guide to complete the appropriate steps for the NSPS Closeout Assessment.
Each step in the table below contains an associated PDF document which describes in detail the actions to be performed in the PAA tool for that particular step.  Please print the documents for the steps you must perform, paying special attention to the annotations noted within each document.
	STEP
	ACTION

	1. 
	Access MyBiz/MyWorkplace and click the “NSPS Appraisals” link;

[image: image1.emf]How to Access MyBiz/ MyWorkplace

    
[image: image2.emf]How to Reset  Password



	2. 
	Rating Official  -OR-  Employee  Creates Closeout Assessment and Inputs Rating Official / Employee Assessment.  Whoever creates should transfer appraisal to other party for input of their assessment.   Rating Official should have possession of plan at completion this step;

[image: image3.emf]Rating Official  Creates Closeout

 
[image: image4.emf]Employee Creates  Closeout


(NOTE:  Complete only Highlighted Steps in the Attached!!!)
(NOTE2:  Employee Self Assessment is Optional but Highly Recommended!!!)


	3. 
	Rating Official Transfers Electronic Appraisal to Employee for Employee Acknowledgement of the Closeout Assessment.  Employee then Transfers Appraisal to Supervisor;


[image: image5.emf]Employee  Acknowledges Closeout


(NOTE:  Complete only Highlighted Steps in the Attached!!!)

	4. 
	Rating Official Approves Closeout Assessment and Retains Possession of Electronic Appraisal.


[image: image6.emf]Rating Official  Approves Closeout


(NOTE:  Complete only Highlighted Steps in the Attached!!!)

	5. 
	Rating Official may need to Transfer Ownership of Electronic Appraisal to Employee’s New Rating Official if this is the reason for the Closeout.  Otherwise, existing Rating Official should Retain the Electronic Appraisal in the PAA. 

[image: image7.emf]Changing Rating  Official.pdf


(NOTE:  Complete only Highlighted Steps in the Attached!!!)
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Instructions for Submitting a My Biz Password Reset
Request

1. Access the CPOL website: http://www.cpol.army.mil

2. Under the “Employee Portal” option, please click on your preferred option for

logging into the CPOL Portal (requires AKO username/password or CAC
authentication);

3. Click on the EMPLOYEE tab;
4. Click the GO button next to the “Employee Data” option;

5. Click the “Enter a New Ticket” link located under the “Helpdesk” option (see picture
below);
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6. This will open the “Enter a New Ticket” window (see picture below). In the “Select
Ticket Type” box, click the “Enter A New Ticket” option, and then click the “DCPDS
— My Biz — My Workplace” link in the sub type box that will open to the right.

HelpDesk E] El

Help Desk - Enter New Ticket

Select Ticket Type (and Sub Type if applicable):

(+)Foreign Local Mational Employees
(+)My Biz Reqguest Correction to your Personnel Record
=~ Hierarchy

(FIRequest Password Reset

LMRS - LNYAB

Enter a New Ticket

Please select the Ticket Type from the st box above. Ifthe Ticket Type has a Ticket Sub Type
(designated by () in front of selection) then you must select Ticket Sub Type from the right hand
box above. Once you have made your selection(s) please complete the remaining portions of the
Enter a Wew Ticket Screen. Click Submit when you have completed all felds on the Enter a MNew
Ticket screen. Ticket respenses are sent to the email address you provide helow.

NOTE: Please DO NOT at anytime enter vour Social Secwrity Number (SSN).

Ticket Type: Fequest Password Reset

Ticket Sub Type: DCPDS - My Biz - My Workplace
Problem Description: {(Limit 2000
Characters) Please reset my MyBiz password
Work Phone Number: 999-999-3399
Your Email Address: iy fpnail address@us army.mil

Subrmit Cancel I

7. Enter your problem into the Problem Description text box (i.e. “Please reset my
MyBiz password”);

8. Input your work phone number and email address into the fields provided;

9. Click the Submit button at the bottom of the web page. If successful, a message with
the ticket tracking number will be displayed, for example:
"New ticket inserted, tracking number is 5873673."

10. Click the “X” button at the upper right corner of the window to close the web page
and return to the Employee Data portlet;

11. Please make sure that you keep the ticket number handy as you will receive an email
once the password is reset. The ticket number on the email should coincide with the
ticket number generated at the time the ticket was created.

Know that it can take up to 24 hours to receive a response containing your default
password, so please refrain from submitting multiple tickets as this will generate
multiple requests for your account.

Once email is received try logging in with new password. You will be prompted to
change password at first login.

New password must contain at least two upper case letters, two lower case letters, two
numbers, two special characters and must be at least 10 characters in length.
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For Employees.

oseout Assessment

Create Your Closeout Assessment:

1. Begin at the Performance Appraisal Application Main Page.

2. Select the pencil icon under the Update column to view the Update Performance Plan:
Overview page.

3. Scroll down to Closeout Assessments.

4. Select the Create Closeout Assessment button to view the Update Performance Plan:
Overview page.

5. Scroll down again to Closeout Assessments.

6. Enter information into the Employee Self Assessment for Closeout Assessment field.

7. Select the Save button to view the Update Performance Plan: Overview page. The
Closeout Assessment is now in a PENDING status.

8. Select one of the following:

. Select the Transfer to Rating Official button.
- Selectlegoutatthe toprightsideof the pageteoexits

Update Your Self-Assessment for a Closeout Assessment:

1. Begin at the Performance Appraisal Application Main Page.

2. Select the pencil icon under the Update column next to the Closeout Assessment to view
the Update Performance Plan: Overview page.

3. Scroll down to Closeout Assessments.

4. Select the pencil icon under the Update Column to view the Update Performance Plan:
Overview page.

5. Scroll down again to Closeout Assessments and enter information into the Employee Self
Assessment for Closeout Assessment field.

6. Select the Save button to remain on the Update Performance Plan: Overview page. The
Closeout Assessment remains in a PENDING status.
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7. Select one of the following:
- Select the Transfer to Rating Official button.
- Select Logout at the top right side of the page to exit.

Acknowledge Your Closeout Assessment:

1. Begin at the Performance Appraisal Application Main Page.

2. Select the pencil icon under the Update column to view the Update Performance Plan:
Overview page.

3. Scroll down to Closeout Assessments.

4. Select the pencil icon under the Update column next to the Closeout Assessment to view
the Update Performance Plan: Overview page.

5. Scroll down again to Closeout Assessments to review the Rating Official Assessment for
Closeout Assessment.

6. Select the Acknowledge button.

7. Select the Save button.

8. Select one of the following:
. Select the Transfer to Rating Official button.
- Select Logout at the top right side of the page to exit.
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For Rating Officials -

Retrieve or Transfer a Performance Plan/Appraisal

Retrieve a Performance Plan or Appraisal:

1. Begin at the Performance Appraisal Application Main Page. Note: You can only
retrieve when you are not the current owner of a Performance Plan/Appraisal and the
Appraisal status is not Pending PPM Approval.

2. Select the details icon in the View column next to the employee’s name to view the
Details: Rating Official page.

3. Select the Retrieve Appraisal button to transfer ownership to yourself and view the
Performance Appraisal Application Main Page. Your name now appears in the Current

Owner column of the retrieved Performance Plan/Appraisal.

Change the Rating Official:

Note: You will not be able to retrieve a Performance Plan or Appraisal after you have
finalized a change of the Rating Official.
1. Begin at the Performance Appraisal Application Main Page.
2. Select the pencil icon in the Update column next to the employee’s name to view the
Rating Official Review page.
3. Select the Change Rating Official button to select the new rating official and view the
Change Rating Official page.
e Enter the last name of the new Rating Official in the Rating Official field.
o Select the flashlight icon.
o Select the quick select icon next to the name of the new Rating Official.
4. Select one of the following buttons:

<

e Select the Save button to continue the transfer to a different Rating Official and view

the Information page.

DCPDS“
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5.

° Enter your notification message and select the Yes button to finalize your
transmission.

Select Logout at the top right side of the page to exit.

Transfer to the Employee:

1.

Begin at the Performance Appraisal Application Main Page. Note: After completing a

transfer, you will no longer be the current owner of the Performance Plan/Appraisal.

Select the pencil icon in the Update column next to the employee’s name to view the

Rating Official Review page.

Select the Transfer to Employee button to view the Rating Official Notification to

Employee - (Employee’s Name) page.

Select one of the following buttons:

o Select the Cancel button to retain ownership of the performance plan and return to
the Rating Official Review page.

e Enter your notification message and select the Transfer to Employee button to
finalize your transmission.

Select Logout at the top right side of the page to exit.
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For Employees.

oseout Assessment

Create Your Closeout Assessment:

1. Begin at the Performance Appraisal Application Main Page.

2. Select the pencil icon under the Update column to view the Update Performance Plan:
Overview page.

3. Scroll down to Closeout Assessments.

4. Select the Create Closeout Assessment button to view the Update Performance Plan:
Overview page.

5. Scroll down again to Closeout Assessments.

6. Enter information into the Employee Self Assessment for Closeout Assessment field.

7. Select the Save button to view the Update Performance Plan: Overview page. The
Closeout Assessment is now in a PENDING status.

8. Select one of the following:
- Select the Transfer to Rating Official button.
«  Select Logout at the top right side of the page to exit.

Update Your Self-Assessment for a Closeout Assessment:

1. Begin at the Performance Appraisal Application Main Page.

2. Select the pencil icon under the Update column next to the Closeout Assessment to view
the Update Performance Plan: Overview page.

3. Scroll down to Closeout Assessments.

4. Select the pencil icon under the Update Column to view the Update Performance Plan:
Overview page.

5. Scroll down again to Closeout Assessments and enter information into the Employee Self
Assessment for Closeout Assessment field.

6. Select the Save button to remain on the Update Performance Plan: Overview page. The
Closeout Assessment remains in a PENDING status.
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7. Select one of the following:
- Select the Transfer to Rating Official button.
- Select Logout at the top right side of the page to exit.

Acknowledge Your Closeout Assessment:

1. Begin at the Performance Appraisal Application Main Page.

2. Select the pencil icon under the Update column to view the Update Performance Plan:
Overview page.

3. Scroll down to Closeout Assessments.

4. Select the pencil icon under the Update column next to the Closeout Assessment to view
the Update Performance Plan: Overview page.

5. Scroll down again to Closeout Assessments to review the Rating Official Assessment for
Closeout Assessment.

6. Select the Acknowledge button.

7. Select the Save button.

8. Select one of the following:

. Select the Transfer to Rating Official button.
. Select I oht side_of th -
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For Rating Officials.

Closeout Assessment

Create a Closeout Assessment:

1. Begin at the Performance Appraisal Application Main Page.

2. Select the pencil icon in the Update column next to the employee’'s name to view the
Rating Official Review page.

3. Scroll down to Closeout Assessments and select the Create Closeout Assessment button.

4. Scroll down again to Closeout Assessments, and you will see that the Closeout Assessment
fields are now available.

5. Enter information into the Rating Official Assessment for Closeout Assessment field.

6. Select the Save button to remain on the Rating Official Review page. The Closeout
Assessment is now in a PENDING status.

7. Select one of the following:
- Select the Transfer to Employee button.

- Select Logout at the top right side of the page to exit.

Update an Existing Closeout Assessment:

1. Begin at the Performance Appraisal Application Main Page.

2. Select the pencil icon in the Update column next to the Employee's name to view the
Rating Official Review page.

3. Scroll down to Closeout Assessments.

4. Select the pencil icon in the Update column under Closeout Assessments.

5. Scroll down again to Closeout Assessments, and you will see that the Closeout Assessment
fields are now available.

6. Enter information into the Rating Official Assessment for Closeout Assessment field.

7. Select the Save button to remain on the Rating Official Review page. The Closeout
Assessment remains in a PENDING status.
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8.

Select one of the following:
. Select the Transfer to Employee button.

- Select Logout at the top right side of the page to exit.

Document Completion of a Closeout Assessment:

. Begin at the Performance Appraisal Application Main Page.

Select the pencil icon in the Update column next to the Employee's name to view the
Rating Official Review page.

3. Scroll down to Closeout Assessments.

Select the pencil icon in the Update column under Closeout Assessments.

5. Scroll down again to Closeout Assessments, and you will see that the Closeout Assessment

fields are now available.

6. Select the calendar icon to the left of the Communication Date field.

10.

11.

Use the popup calendar to select the date the Closeout Assessment was communicated to
the employee,

Select the blue down arrow inside the right side of the Communication Method field and
select the method you used to communicate the Closeout Assessment to the employee.
Select Complete on the right side of the page, across from the communication date and
method.

Select the Save button to remain on the Rating Official Review page. The Closeout
Assessment is now in a COMPLETED status.

Select one of the following:

- Selectthe Transferto-Employee-buttens

. Select Logout at the top right side of the page to exit.
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For Rating Officials.

Closeout Assessment

Create a Closeout Assessment:

1. Begin at the Performance Appraisal Application Main Page.

2. Select the pencil icon in the Update column next to the employee’'s name to view the
Rating Official Review page.

3. Scroll down to Closeout Assessments and select the Create Closeout Assessment button.

4. Scroll down again to Closeout Assessments, and you will see that the Closeout Assessment
fields are now available.

5. Enter information into the Rating Official Assessment for Closeout Assessment field.

6. Select the Save button to remain on the Rating Official Review page. The Closeout
Assessment is now in a PENDING status.

7. Select one of the following:

- Select the Transfer to Employee button.
- SelectlLogeoutattheteprightsideof the page-to-exit:

Update an Existing Closeout Assessment:

1. Begin at the Performance Appraisal Application Main Page.

2. Select the pencil icon in the Update column next to the Employee's name to view the
Rating Official Review page.

3. Scroll down to Closeout Assessments.

4. Select the pencil icon in the Update column under Closeout Assessments.

5. Scroll down again to Closeout Assessments, and you will see that the Closeout Assessment
fields are now available.

6. Enter information into the Rating Official Assessment for Closeout Assessment field.

7. Select the Save button to remain on the Rating Official Review page. The Closeout
Assessment remains in a PENDING status.
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8.

Select one of the following:
. Select the Transfer to Employee button.

- Select Logout at the top right side of the page to exit.

Document Completion of a Closeout Assessment:

. Begin at the Performance Appraisal Application Main Page.

Select the pencil icon in the Update column next to the Employee's name to view the

Rating Official Review page.

3. Scroll down to Closeout Assessments.

Select the pencil icon in the Update column under Closeout Assessments.

5. Scroll down again to Closeout Assessments, and you will see that the Closeout Assessment

fields are now available.

6. Select the calendar icon to the left of the Communication Date field.

10.

11.

Use the popup calendar to select the date the Closeout Assessment was communicated to
the employee,

Select the blue down arrow inside the right side of the Communication Method field and
select the method you used to communicate the Closeout Assessment to the employee.
Select Complete on the right side of the page, across from the communication date and
method.

Select the Save button to remain on the Rating Official Review page. The Closeout
Assessment is now in a COMPLETED status.

Select one of the following:

. Select the Transfer to Employee button.

. Select Logout at the top right side of the page to exit.
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Step by Step:

Log into CPOL, MyBiz (or My Workplace), and the
Performance Appraisal Application

Employee or Supervisor?

In the instructions below, employees access MyBiz to get into the NSPS Appraisal tool. This
allows them to view their performance plan and enter their self-assessments.

Supervisors use the same steps but access My Workplace to get into the NSPS Appraisal tool.
This gives them access to set up the performance plans for their employees, document the
interim review conversation, review employee self-assessments, enter their assessments of their
employees’ performance, and enter ratings at the end of the year.

Accessing the Performance Appraisal Application

The appraisal tool is located under MyBiz, which is accessed through the CPOL Portal.
Supervisors follow these same steps, but access My Workplace to work on the performance
appraisals of their employees.

Step Action

1 Open your web browser and navigate to http://cpol.army.mil.






Log into the Employee Portal using your AKO user ID and password (or your CAC

login).

e If you are logging in with your AKO user name and password, you will be
prompted to enter them.

e If you are logging in with your CAC, you will be prompted to enter your PIN
number.
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Click on the “Employee” tab at the top of the screen.
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Click on the “Open” link on the Employee Data portlet.

& My SF50 Information Open —|

This allows you to view your SF50 Information.

it Employee Data (Access to My Biz click Open) —|

This allows you to view your own personnel informati rough
the My Biz application within the Defense Civilian Pe |
Data System(DCPDS).

by Youcam: 4. Click on Open
@ _:-'] = Access yvour personnel inform .
o Access it 24 hours a day/7T days 3 week from any workstation,
» Access tab information for Appointment, Position, Personal, Salary,
Benefits, Awards/Bonuses, and Performance information,

Click on the “MyBiz” link (or the “My Workplace” link if you are accessing the
appraisal application in your supervisory role).

4 Employee Data

4} view Information

5. Click on My Biz
Wert mL&_,Z//’

« My Biz

* My Biz Helpdesk

Request Password Reset
Request Correction to your Personnel Record
My Biz field descriptions

My Biz User Guidance

View status of your Helpdesk tickets @

My Biz & My Workplace Marketing Material
Frequently Asked Questions (FAQs)






On the Oracle login screen, enter your DCPDS user ID and password if you have
one.

If you do not have a DCPDS user ID:
e User ID: Enter your social security number (with hyphens, e.g., 123-45-6789).
e Password: Construct your initial temporary password as follows:
e Upper case first letter of first name
e $ (dollar sign)
o Lower case first letter of last name
e $ (dollar sign)
e Fourth digit of social security number
e $ (dollar sign)
e Fifth digit of social security number
e $ (dollar sign)
e Example: John Smith, 123-45-6789 would enter J$s$4$5$.
¢ You will be prompted to change this constructed password. Keep track of the
new password that you enter. Password rules: at least 9 characters,
containing 2 upper case letters, 2 lower case letters, 2 numbers, and 2 special
characters.

Please refer to the “Problems” section on page 5 should you require a password
reset.

OFFICIAL U.S. GOYERNMENT SYSTEM FOR AUTHORIZED USE ONLY
** *WARNING * * *WARNING * * * WARHNING * * * WARMNING * * *

Unauthorized access to this US Government computer system and software is prohibited by Title 18, US

Code, Section 1030, "Fraud and Related Activity in connection with Computers " Unauthorized useis a

felony, which is punishable by a $10,000 fine and up to ten years in jail. Do not discuss, enter, transfer,

process, or transmit data of greater sensitivity than sensitive-unclassified. Using this system constitutes

consent to security testing and maonitoring.

Privacy Act Statement

Authorities: 5 USC 301, Department Regulations; Title 5, USC Chapters 11,13, 29, 31, 33, 41, 43, 51,
53,585, 61,63, 72,75, 83, and 99; and Executive Order 9387

Purpnses: e 1q guthenticate the identity of individuals seeking access to their personnel data far
purposes of ensuring that only authorized persons may process applications and
wie data peraining to them.

* To permit authorized individuals to viewe their data for purpose ofverifying its accuracy
and to update the datawhen it is not current or is inaccurate.

* To audituser access to ensure that access is only granted to users that are
authorized access to the information.

Routine To a Federal, state, or local agency, as necessary and when the intended disclosure is for

Uszes: a purpose compatible with the purpose forwhich the information was collected, on
personnel and related matters involving the individual about whorm the information
perains.

Disclosure:  Woluntary. Failure to provide the requested information will result in a delay or termination
ofyour request. Ifyour request is terminated, you will not he able to view and verify your
data and you will not be able to update your data via this wehsite.

M A

Username  |123-45-6789

Password o.......|

(Login |

Click on the “My Biz” link (or the “My Workplace” link if you are accessing the
application as a supervisor).






8 Click on the “NSPS Appraisals (My Biz)” link (or the “NSPS Appraisals (My
Workplace)” link if you are accessing the application as a supervisor).

Hawvigator
2 G Fay Pool AQministratar My Bz
B i e
& MEES —;nl\m
7. Click My Biz 8. Click NSPS Appraisals
(supervisors click My (My Biz) isupervisors click NSPS
Workplace Appraisals (My Workplace))

You are now in the Appraisal application.

You are now logged in to the Performance Appraisal Application.

Problems?

If you need to have your MyBiz or MyWorkplace password reset, please click the following
link for instructions on how to do this:

MyBiz / MyWorkplace Password Reset Instructions

A temporary password will be sent to you via email once the request has been processed.



http://www.swf.usace.army.mil/swd-cpac/NSPS/PerfAppraisalResources/MyBizPasswordReset.doc




