NSPS Interim Review Guidance

Below are the steps which must be performed in order to complete the NSPS Interim Review 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 Interim Review.
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 Interim Review 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]Employee Creates  Interim

 
[image: image4.emf]Manager Creates  Interim


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

	3. 
	Rating Official Conducts Interim Review Conversation with Employee, making any necessary adjustments to job objectives, if needed.

[image: image5.emf]Interim Review  Conversation Guidance



	4. 
	Rating Official Transfers Electronic Appraisal to Employee for Employee Acknowledgement of the Interim Review (Optional for Employee).  Employee then Transfers Appraisal to Supervisor;


[image: image6.emf]Employee  Acknowledges Interim


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

	5. 
	Rating Official seeks HLR Approval for Interim Review (required by Army);

[image: image7.emf]Document HLR  Approval



	6. 
	Rating Official Approves Interim Review and Retains Possession of Electronic Appraisal.

[image: image8.emf]RO Approval of  Interim


(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); 


 
 







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. 
 


 


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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Create an Interim Review:


For Employees -
Interim Review


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 Interim Reviews.


4.  Select the Create Interim Review button to view the Update Performance Plan:


Overview page.


5.  Scroll down again to Interim Reviews and enter information into the Employee Self-


Assessment for Interim Review field.


6.  Select the Save button to view the Update Performance Plan: Overview page.  The


Interim Review is now in a PENDING status.


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.


Update an Interim Review Self-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 Interim Reviews.


4.  Select the pencil icon in the Update column for your Interim Review to view the Update


Performance Plan: Overview page.


5.  Scroll down again to Interim Reviews.


6.  Enter information into the Employee Self-Assessment for Interim Review field.


7.  Select the Save button to view the Update Performance Plan: Overview page.  The


Interim Review remains in a PENDING status.
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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.


Acknowledge a Completed Interim Review:


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 Interim Reviews.


4.  Select the pencil icon in the Update column for your Interim Review to view the Update


Performance Plan: Overview page.


5.  Scroll down again to Interim Reviews.


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.


Employees - Interim Review
 Fall 2007
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Create an Interim Review:


For Rating Officials -
Interim Review


Before beginning the process, you must have an approved Performance Plan.


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 Interim Reviews.


4.  Select the Create Interim Review.


5.  Scroll down again Interim Reviews where fields are now available and enter information


into the Rating Official Assessment for Interim Review field.


6.  Select the Save button to remain on the Rating Official Review page.  The Interim


Review is now in a PENDING status.


7.  Select one of the following:


• Select the Transfer to Employee to obtain the employee's self-assessment for the
Interim Review.


• Select the Return to Main Page link in the bottom left corner of the page to view the
Performance Appraisal Application Main Page.


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


Update an Existing Interim Review:


1.  Begin at the Performance Appraisal Application Main Page.


2.  Select the pencil icon in the Update column to the right of the Employee's name to view


the Rating Official Review page.


3.  Scroll down to Interim Reviews.


4.  Select the pencil icon in the Update column under Interim Reviews.


5.  Scroll down again to Interim Reviews where fields are now available.
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6.  Enter information into the Rating Official Assessment for Interim Review field.


7.  Select the Save button to remain on the Rating Official Review page. The Interim Review


remains in a PENDING status.


8.  Select one of the following:


• Select the Transfer to Employee button.  Note:  The employee will be able to view
any information found in the Rating Official Assessment for Interim Review field.


• Select the Return to Main Page link in the bottom left corner of the page to view the
Performance Appraisal Application Main Page.


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


Document Completion of an Interim Review:


1.  Begin at the Performance Appraisal Application Main Page.


2.  Select the pencil icon in the Update column to the right of the Employee's name to view


the Rating Official Review page.


3.  Scroll down to Interim Reviews.


4.  Select the pencil icon in the Update column under Interim Reviews.


5.  Scroll down again to Interim Reviews where fields are now available.


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


7.  Use the popup calendar to select the date the Interim Review was communicated.


8.  Select the blue down arrow inside the right side of the Communication Method field.


9.  Select the method you used to communicate the Interim Review to the employee.


10. Select Complete on the right side of the page, across from the communication method.


11. Select the Save button to remain on the Rating Official Review page.  The Interim


Review is now in a COMPLETED status.


12. Select one of the following:


• Select the Transfer to Employee button.


• Select the Return to Main Page link in the bottom left corner of the page to view the
Performance Appraisal Application Main Page.


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


Note: Employee acknowledgement is not needed to complete the Interim Review.
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Create an Interim Review:


For Employees -
Interim Review


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 Interim Reviews.


4.  Select the Create Interim Review button to view the Update Performance Plan:


Overview page.


5.  Scroll down again to Interim Reviews and enter information into the Employee Self-


Assessment for Interim Review field.


6.  Select the Save button to view the Update Performance Plan: Overview page.  The


Interim Review is now in a PENDING status.


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.


Update an Interim Review Self-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 Interim Reviews.


4.  Select the pencil icon in the Update column for your Interim Review to view the Update


Performance Plan: Overview page.


5.  Scroll down again to Interim Reviews.


6.  Enter information into the Employee Self-Assessment for Interim Review field.


7.  Select the Save button to view the Update Performance Plan: Overview page.  The


Interim Review remains in a PENDING status.


Employees - Interim Review
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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.


Acknowledge a Completed Interim Review:


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 Interim Reviews.


4.  Select the pencil icon in the Update column for your Interim Review to view the Update


Performance Plan: Overview page.


5.  Scroll down again to Interim Reviews.


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.


Employees - Interim Review
 Fall 2007



M0HR9CST

Highlight






_1268631929.pdf


Requesting / Documenting HLR Approval of Interim Review 
 
 


1. Login to the PAA tool and click “NSPS Appraisals;” 
 
2. Click “Update” next to the employee electronic appraisal; 


 
 
3. Scroll down to the “Interim Reviews” section and click the icon under 


“Request HLR (Optional)”  (see graphic below). 
NOTE:  Army requires HLR approval for interim reviews; 
 
 
 
 
 
 
 
 
 
 







4. HLR approval can occur either within the PAA tool or outside of the 
tool.  There are two options to document the HLR approval to 
accommodate either method.  Please choose the appropriate method as 
agreed upon by you and the organizational HLR (see graphic below); 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
OPTION A:   This option will submit the electronic appraisal to the HLR for their 
approval of the Interim Review.  If you choose this method, ensure that the HLR is 
correctly listed on the appraisal and click the “Transfer to HLR” button. 
 
 
OPTION B:   This option will allow you to document the HLR approval on behalf of the 
HLR.  To utilize this method, you should first seek the HLR’s approval of the interim 
review outside of the PAA.  If you choose this method, input the appropriate information 
in the “Review Date” and “Method of Review” boxes and click the “Save” button. 
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Create an Interim Review:


For Rating Officials -
Interim Review


Before beginning the process, you must have an approved Performance Plan.


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 Interim Reviews.


4.  Select the Create Interim Review.


5.  Scroll down again Interim Reviews where fields are now available and enter information


into the Rating Official Assessment for Interim Review field.


6.  Select the Save button to remain on the Rating Official Review page.  The Interim


Review is now in a PENDING status.


7.  Select one of the following:


• Select the Transfer to Employee to obtain the employee's self-assessment for the
Interim Review.


• Select the Return to Main Page link in the bottom left corner of the page to view the
Performance Appraisal Application Main Page.


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


Update an Existing Interim Review:


1.  Begin at the Performance Appraisal Application Main Page.


2.  Select the pencil icon in the Update column to the right of the Employee's name to view


the Rating Official Review page.


3.  Scroll down to Interim Reviews.


4.  Select the pencil icon in the Update column under Interim Reviews.


5.  Scroll down again to Interim Reviews where fields are now available.
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6.  Enter information into the Rating Official Assessment for Interim Review field.


7.  Select the Save button to remain on the Rating Official Review page. The Interim Review


remains in a PENDING status.


8.  Select one of the following:


• Select the Transfer to Employee button.  Note:  The employee will be able to view
any information found in the Rating Official Assessment for Interim Review field.


• Select the Return to Main Page link in the bottom left corner of the page to view the
Performance Appraisal Application Main Page.


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


Document Completion of an Interim Review:


1.  Begin at the Performance Appraisal Application Main Page.


2.  Select the pencil icon in the Update column to the right of the Employee's name to view


the Rating Official Review page.


3.  Scroll down to Interim Reviews.


4.  Select the pencil icon in the Update column under Interim Reviews.


5.  Scroll down again to Interim Reviews where fields are now available.


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


7.  Use the popup calendar to select the date the Interim Review was communicated.


8.  Select the blue down arrow inside the right side of the Communication Method field.


9.  Select the method you used to communicate the Interim Review to the employee.


10. Select Complete on the right side of the page, across from the communication method.


11. Select the Save button to remain on the Rating Official Review page.  The Interim


Review is now in a COMPLETED status.


12. Select one of the following:


• Select the Transfer to Employee button.


• Select the Return to Main Page link in the bottom left corner of the page to view the
Performance Appraisal Application Main Page.


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


Note: Employee acknowledgement is not needed to complete the Interim Review.


Rating Officials - Interim Review
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Interim Review Conversation 
(extracted from the NSPS Handbook) 


General Information 


 Managers/supervisors and their employees must conduct at least one Interim Review 
during the rating cycle which must then be documented in the Performance Appraisal 
Application (PAA) tool. The primary purposes of the Interim Review are to check the 
employee’s progress toward achieving his or her objectives, to acknowledge what is 
working, and to make course corrections as needed. 


 The Interim Review is also an important time for second line managers/supervisors to 
monitor how the managers/supervisors who report to them are doing with their 
supervisory responsibilities. If the manager/supervisor is doing well, acknowledge that. If 
the manager/supervisor is not doing well, provide feedback and support as needed to help 
the manager/supervisor get back on track. 


Conversation Purposes 


 To provide feedback so the employee has the direction needed to achieve objectives. The 
Interim Review presents an opportunity for you to ensure your employees understand 
how their work contributes to the organization’s mission objectives. If you have been 
engaged in ongoing dialogue with your employees, the Interim Review is another 
opportunity for you to ensure that expectations are leveled and that performance is on the 
right track. 


Conversation Outcomes 


 Confirmed performance plan and/or development plan. In revisiting the employee’s 
performance plan and development, adjustments may or may not be necessary. In either 
case, the end result of the Interim Review is that these plans are reaffirmed. 


 Optional outcomes. A revised performance plan and/or development plan are listed here 
as optional because adjustments to the existing plans may not be necessary. Adjustment 
may occur before, during, or after the Interim Review. 


 Another optional outcome is a Performance Improvement Plan (PIP). While this remains 
an option, no formal improvement plan is required, unlike under the GS system. 


Employee Preparation 


 Write a self-assessment. The employee should be ready to present examples of progress 
made toward achieving objectives, and to cite instances where his or her actions reflected 
those listed in the Benchmark Descriptors for the selected Contributing Factors. Though 
not required, employees are encouraged to write a self-assessment for the Interim 
Review. More instruction on how to write a self-assessment follows later in this lesson.  







Manager/Supervisor Preparation: 


 Review your own notes regarding previous feedback given. Feedback should be ongoing, 
as should your notes on that feedback. In preparing for the Interim Review, you should 
review these notes as well as the employee’s self-assessment (if submitted). 


 Create an agenda and plan your feedback. If you have been providing feedback on an 
ongoing basis, this conversation will feel somewhat like an extension of your previous 
conversations. Still, it is best to plan what specific feedback you will give the employee 
during the Interim Review. Having an agenda may help you stay on track. 


Conversation Topics: 


 Topics that must be discussed include: progress made toward achieving objectives; new 
or changing organizational goals and work priorities; and adjustments to the performance 
plan and/or development plan. 


 Topics that may be discussed include: areas for improvement; problems solved, problems 
needing solutions. 


Conversation Tips: 


 Distinguish this conversation from the “everyday” feedback you give employees. While 
your aim may be to make this conversation feel somewhat like an extension of previous 
feedback conversations, it should not be exactly like your previous feedback 
conversations. Let the employee know that this meeting will be more structured. 


 Note problems, but avoid problem-solving. It is important that you be clear about the 
purpose of this meeting: to check the employee’s progress and to determine if any course 
correction is needed. In order to do this, you may need some detail about any problems he 
or she may be encountering, but it is likely you do not need every detail. Listen carefully. 
Let the employee know you understand and want to help. Do not risk derailing the review 
by turning the meeting into a problem-solving session. Instead, note the problem, and 
immediately schedule a follow-up meeting to address the employee’s issues. 


 Provide feedback that is specific and supportive. All feedback should be helpful, even 
when the feedback is negative. 


 Provide examples of the employee’s performance. Provide specific examples of what the 
employee has accomplished to date. 


 Do not say, “If I were to rate your performance today…” This may be a challenge. Your 
employee may lack confidence in his or her performance, and so may be insistent. 
Remind him or her that the Interim Review is not about rating performance, but about 
checking progress. Suggesting any rating at this time would be a disservice to the 
employee and to the performance management process. That said, if your feedback has 
been specific, descriptive, and supportive, the employee should leave the review with a 
clear understanding of how well he or she is doing. 
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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. 
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2 Log into the Employee Portal using your AKO user ID and password (or your CAC 
login).   
• If you are logging in with your AKO user name and password, you will be 


prompted to enter them. 
• If you are logging in with your CAC, you will be prompted to enter your PIN 


number. 
 


 
3 Click on the “Employee” tab at the top of the screen. 
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4 Click on the “Open” link on the Employee Data portlet. 


 
5 Click on the “MyBiz” link (or the “My Workplace” link if you are accessing the 


appraisal application in your supervisory role).   
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6 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: 
• User ID:  Enter your social security number (with hyphens, e.g., 123-45-6789). 
• Password:  Construct your initial temporary password as follows: 
• Upper case first letter of first name 
• $ (dollar sign) 
• Lower case first letter of last name 
• $ (dollar sign) 
• Fourth digit of social security number 
• $ (dollar sign) 
• Fifth digit of social security number 
• $ (dollar sign) 


• 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. 
 


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


 
 
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




