Steps to Completing an Annual
Recommended Rating of Record

Performance Appraisal Application (PAA) Version 2

Notes:

e Actions that you need to take on the various screens are shown with red arrows or red-lettered callouts.
Non-action items are identified with blue arrows or blue-lettered callouts.

e Plan status must be “Approved” or “Ongoing” before beginning.

e The “Submit Recommended Ratings” button, referred to in this guide, will not be available until after 1
Jul 2008. Rating officials will not be able to complete this process until after that date. If you need to
do this earlier than that, you will need to use the “Change Rating Official” button to transfer appraisal(s)
to another rating official in your organization, or to your Higher Level Reviewer, who can complete the
process after 1 Jul 2008.

Rating Official Action

Transfer appraisal to employee for input of self-assessment (if employee already
has ownership, skip this section).

Step Rating Official Action
1 Log in to Self Service - Navigator screen: Click “My Workplace” = “NSPS
Appraisals (My Workplace)”:

Department of Defense

MNavigator
(3 My Biz My Workplace
| m h dA.II Actions Awaiting Your Attention

NSPS Appraisals (Wy Workplace)
Iy Employee Information
Update My Information
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Step

Rating Official Action, continued

Performance Appraisal Application Main Page: Click the “Update” icon (blue pencil):

: % Performance Appraisal Application (PAA) MyBiz Suggestions Home Logoud Preferences Oracle Help Diagnostics

Notifications 4

Built-in help throughout

Filter on type of appraisals to list
and control the number of recards
displayed (up to 25)

ance Appraisal Application Main Page

Mew and re-named Meed Help?
calumns! (current Quick Guides
OWiNEr, APPF year, etc )

PlansiAppr s in Progress
Show Me | All Appraisals v Appraisal Year |ALL
Table Size |10 »

Employee Appraisal Plan Approval Plan Appraisal

Name Created By Current Owner Year Date Status Status View Update Delete Close Print
Labombard, Emil Labombard, Emil J  Schellman, Eamest 2008 Approved  Ongoing "2 3
J A E / =]

 Performance Plan v | | Create )

Murri, Dante G Schellman, Earnest  Schellman, Eamest 2008 21-0ct-2006 Approved  Ongoing % &
A A £ ]

P-Show Completed Plans/Appraisals

Rating Official Review screen: Click the “Update Plan/Appraisal” button:

% Performance Appraisal Application (PAA)

Rasen s l bz Seguestions Home Looout Preferences Perscrsize Pags

Rating Official Review
Change Rating Official ) ( Transfer to Emplayee |

Update Planippraisal ) ( Submit Recommended Ratings | | Retum 1o Main Page |

Update Plan/Appraisal screen: Change the Appraisal Type to “Early Annual — NSPS”
and change the Appraisal Period End Date to the day before the event that is causing
the early annual rating (supervisor leaving or employee leaving):

P=Show Employee Details
PShow Placement in Pay Band

Setup Details
# Indicates reguired field
Appraisal Type | Early Annual - NSPS ™ « » Appraisal Effectve Date  |01-Jan-2009
* Appraisal Period Stan Date  |01-Oct-2007 Performance Plan Approval Date  10-Sep-2007

(example; 20-Jun..

2008)
# Appraisal Period End Date e

Update Plan/Appraisal screen: Click the “Save and Continue” button:

@ Performance Appraisal Application (PAA)

Version 2.0 MBIz Suogestions Home Logout Preferences rut.—;u;: Page
Update Plan/Appraisal

Cancel | (Save | (Sawve and Continue |
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Step

Rating Official Action, continued

6 Rating Official Review screen: Click “Transfer to Employee” (the employee will
provide their self-assessment for the Early Annual appraisal):
4 Performance Appraisal Application (PAA)
Version 2.0 MyBiz Sugoestions  Disgnostics Home Loaout Preferences
Rating Official Review
(Change Rating Official ) | Transfer to Employee ) ( Update PlaniAppraisal ) | Submit Recommended Ratings )
Employee Information R
Employee Mame Dante Murri
P-Show Employee Details
P Show Placement in Pay Band
7 Rating Official Notification to Employee screen: Click “Transfer to Employee™:
) Performance Appraisal Application (PAA)
/  Version 2.0 MyBiz Suggestions Diagnostics Home Logost Preferences
Rating Official Notification to Employee - Murri, Dante
(Cancel ) (_Transferto Employee )
Notification Message to Employee
Enter your message, and click Transfer to Employee to share the appraisal with the employee.
(Cancel ) TransfertoEmpIuyse}
8 PAA Main Page: The appraisal status equals “Transferred” (pencil is grayed out); the

employee now has ownership of the appraisal:

Performance Appraisal Application (PAA) MyBiz Suggestions Home Lomou Preferences Qracle Help Disanostics
/ Version2.0

Confirmation natice Notifications UTHEEEIE

Main Appraiser

Confirmation

|

The appraisal has been transferred to the employee.

Performance Appraisal Application Main Page

Need Help?
Status is " Transferred,” Cluick Guides

Plans/Appraisals in Progress update pencil is grayed out
Show Me | All Appraisals v | Appraisal Year ALL
Table Size [10 v

Employee Appraisal
Name Created By Current Owner (e ar

Labombard, Emil Labombard, EmilJ  Schellman, Eamest 2008
J A

erormance Plan v ( Create )

Plan Approval
Date

Plan Apprais:
Status Status

Approved  Ongoing

View Update Delete Close Print
/1 xS

Murri, Dante G Schellman, Eamest  Murri, Dante G 2008 21-Oct-2006 Approved  Transferred @ > | % &
A £ [
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Employee Action

Provide self-assessment for early annual appraisal.

Step Employee Action
1 Employee logs into Self-Service: “My Biz” = “NSPS Appraisals (My Biz)”
#) Department of Defense
MNavigator
My Biz S My Biz
by Information
Update My Information
NSPS Appraisals (My Biz) h
2

Performance Appraisal Application Main Page: Click “Update” icon (blue pencil):

A\ Performance Appralsal Appﬁcation (PAA) MyBiz Suggestions Home Logout Preferences Owacle Hely Disgnosfics
Y Version2.0

Motifications TV ETEETH

Performance Appraisal Application Main Page

Mew and re-named Meed Help?
columns! {current Cluick Guides

OWHEF, 3ppr year, ete.)

My Appraisals

Appraisals of Murri, Dante G

Perfarmance Plan V:l Create )
Table Size |10 »

Current Rating Official Appraisal
Employee Name|Created By Owner Appraisal Year|Name Event Status View Update Delete Print
Murri, Dante G Schellman, Earmest  Murmi, Dante G 2008 Schellman, Earnest A Eady Annual - Transferred b
A E 7 =

P Show Completed PlansfAppraisals
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Step

Employee Action, continued

Update Performance Plan: Overview screen: Scroll all the way down to get to the
Employee Self-Assessment for Annual Appraisal area (see next box):

4 Performance Appraisal Application (PAA)
! Version 2.0

fions Disgrostics Home Logout Preferences

Overdew  Review

Update Performance Plan: Overview
(Save ) ( Transfer o Raling Official ] | Gontinue )
Meed Halp?
2d in this section will print on the “official® DD Form 2906 Test, March 2006, Department of Defense NSPS Peformance Plar
sment Annval Pe

& TIP ADVI

S0
( il Performance Appraisal

Employee Information Scroll down to
Employee Name Dante Murri hottom of page

B=Show Employes Daetajls R
B=Show Placement in Pay Band Sections of the
appraisal are hidden
{less scrolling)

B Show Setup Details

Relevant Organizational Mission/Strategic Goals

Con’t

Update Performance Plan: Overview screen: Enter your self-assessment in the block
provided (you can copy and paste from another document or type it in). When done,
click the “Save” button.

e Note the character counter. Limit is 8000 characters.

e After saving, if you copied and pasted from Word, scroll down and check the
assessment block for ~ (caret) characters. These replace unrecognized characters
from Microsoft and need to be replaced with the correct characters, e.g., a long dash -
should be replaced with a regular dash, a curly quote should be replaced with a
regular quote.

Employee Self-Assessment for Annual Appraisal

@ TIP Provide input that you wish to have considered as part of your performance rating assessment
1. Filing. | maintained the official branch files such that no documents were ever missing or lost during the rating period. | was complimented by the
Admin Officer who said she had never seen such an organized filing system. This allowed the rest of the staff to concentrate on their own jobs.
2. Arrange conferences. | was the chief coordinator for our branch conference this year. | found a new site to hold the conference at no cost to us, and got
good compliments from attendees, | had to deal with several last minute changes, including some speakers and revisions to materials, | also made
arrangements for staff to attend three other conferences during the rating cycle
3. Calendar. | kept up to date information on everyone's whereabouts as well as the use of the branch conference room | Character counter

{lirnit 3000 characters)

1. Enter your self-assessment
in this block

(Limi fo 2000 characters) Counter

Component Unique Information

Save | | Transferto Raling Official ] | ontinue )
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Step

Employee Action, continued

4 Update Performance Plan: Overview screen: Click “Transfer to Rating Official™:
Performance Appraisal Application (PAA)
/ Version 2.0 WhyBip Suggestions  Disgrostics Home Logput Preferences
Confirmation of save
[E Confirmation
Your changes have been saved. You can continue to work on the appraisal or navigate to other functions.
Update Performance Plan: Overview
((save ) | Transferto Rating Official ) |Gentinue )
5 Share Appraisal Details with Rating Official screen: Click “Transfer to Rating
Official”:
Performance Appraisal Application (PAA)
Version 2.0 myBiz Suggestions [ésgnostice Home Logowt Preferences
Appraisals: My Appraisals >
Share Appraisal Details with Rating Official
When you click Transfer to Rating Official, ownership of this appraisal transfers to the Rating Official. Cance] ) ( Transfer to Rating Official )
Notification Message for Rating Official
Click Transfer to Rating
Official (either one)
Cancel ) | Transfer o Rating Official )
6 Appraisal submitted to Rating Official, employee no longer has access. Click “Logout”.

Performance Appraisal Application (PAA) wvBiz Sugaestions  Home Logod Freferences Oracle sl [iagnostics
Version 2.0

Confirmation of transfer Notifications  JETEEESTH

My Appraisals

[ElL Confirmation =
The appraisal has been submilted 1o the rating official

Performance Appraisal Application Main Page

Meed Help?
Quick Guides

Appraisals of Murri, Dante G Update pencil grayed out

ormance Plan » |_Create |
Table Size |10 +

Employes Appraisal Rating Official Appraisal
Hame Created By Current Owner Year Hame Event Status pdate Delete Print
Murmi, Dante G Schellman, Eamest Schellman, Eamest 2008 Schellman, Eamest  Early Annual - Ongoing @ ‘3
A A A NSPS
P Show Completed Plans/Appraisals
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Rating Official Action (after employee self-assessment is returned):

Review employee self-assessment, assign job objective ratings, and prepare
supervisory assessment.

Step Rating Official Action
1 Log into My Workplace = NSPS Appraisals (My Workplace).
2 Performance Appraisal Application Main Page: Click the “Update” icon (blue pencil):
Performance Appraisal Application (PAA) MyBiz Sugoestions  Home Logoul Prefersnces Oracle Meip Cinonostic
Y Version 2.0
Nofifications CTTHETERTES
Main Appraiser
Performance Appraisal Application Main Page
Meed Help?
Cuick Guides
PlansiAppraisals in Progress
Show Me  All Appraisals % Appraisal Year |ALL % Performance Plan | Create )
Table Size |10 »
Employee Appraisal Plan Approval |PI.1n |A|:p|:-isnl
Hame Created By Current Owner Year Date Status Status View Update Dalete Close Print
Labombard, Emil Labombard, EmilJ  Schell , E 2008 d  Ongoi 1
Ja ombar il Labomba mil Ac ellman, Eamest Approve ngoing E / % d
Mumi, D G Schell . E Schell , E 2008 21-0ct-2006 d  Ongoi Ly
um, Dante Ac ellman, Eamest Ac ellman, Eamest ct: Approve ngoing @ / %" ‘Jl
B Show ( Plansi sals b
3 Rating Official Review screen: Click the “Update Plan/Appraisal” button:
&% Performance Appraisal Application (PAA)
VHSionl-U MYz Suggestions Disgnoetics Home LOoGoA Préfsrsnces
Rating Official Review
Change Rating Official ) | Transferto Employee | | Update PlanfAppraisal | | Submit Recommended Ratings
Employee Information B
Employee Name Dante Murri
P Show Employes Details
B=Show Placement in Pay Band
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Step

Rating Official Action, continued

Update Plan/Appraisal screen: Scroll down to the job objectives and employee’s self-
assessment areas:

Performance Appraisal Application (PAA)
Version 2.0

MyBiz Sunnestions Disonosfics Home Lonod Preferences

Raling Official Beview >
Update Plan/Appraisal
(Cancel) (Save ] [ Save and Confinue )

Employee Information
Employee Name Dante Murri

b Show Employee Details Scroll down to job ohjectives
P Show Placement in Pay Band and employee self-

assessiment areas

Setup Details
» [ndicates required field
Appraisal Type | Eady Annual - NSPE i * Appraisal Effective Date  |01-Jan-2008 @
= Appraisal Period Start Date  |01-Oct-2006 E Performance Plan Approval Date  21-0¢1-2006
(eomample; 13-AUg-2007)
= Appraisal Period End Date  [21-Jul-2007 =)
Rating Official Name  Schellman, Earnest &

Review the employee’s self-assessment, then click the “update icon” (the blue pencil) by
the first job objective to begin the rating process:

Job Objectives

& TIP When using optional weights, all approved job objectives must be weighted and must tatal 100%. If an approved weighted job objective is assigned an 'NR" (Mot
Rated) rating, the weight associated with this job objactive is automatically redistributed among the remaining approved job objectives and will be reflacted in
the Adjusted Weight(%) column. This value can be changed if necessary. The redistributed amount must equal 100%

| Add Objective ) ( Approve )

Select All | Select Mone

Objective Optional Adjusted Contributing Factor  Adjusted
Select Details Number Title Status Waeight Waight (%) Rating Impact Rating Update Delete
O -Show1 Filing APPROVED|35% |v / Pl |
Show|2 [* Armranges 0% v f i A
O b-Show | A APPROVED | 0% Click the update icon by the first AN |
job objective to begin rating
O bShowl3 = Calendar APPROVED 35% v AN |

Employee Self-Assessment for Annual Appraisal

@ TIP Provide input that you wish to have considered as part of your performance rating assessment
1. Filing. | maintained the official branch files such that no documents were ever missing of lost during the rating period. | was complimented by the
Admin Officer who said she had never seen such an organized filing system. This allowed the rest of the staff to concentrate an their awn jobs.
2. Anange conferences. | was the chief coordinator for our branch cenference this year, | found a new site to hold the conference a1 no cos! to us, and got
good compliments from attendees. | had to deal with several last minute changes, including some speakers and revisions 1o matenals. | also made
amangements for staff to attend three other conferences during the rating cycle.
3. Calendar. |kept up to date information on everyone’s whereabouts as well as the use of the branch conference room.

Review employee's
selfassessment

Rating of Record and Assessment
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Step

Rating Official Action, continued

Update Job Objective screen: Scroll down to the “Job Objective Rating” block:

© % Performance Appraisal Application (PAA)
P X H .
"A'il Version 20 MyBiz Sugestions Diagnostics Home Loooul Prefersnces

Rating Official Review > Lipdate Planippraisal =
Update Job Objective
# Indicates required field Cancel ) | Save | [ Save and Update Another | | Sawe and Retum to Update Page )

Need Help?

Name Murri, Dante G Scroll to the bottom of the screen
Objective Number 1 w to enter job objective ratings

* Objective Title Filing

(Enter up to 80 characters;
Start Date 01-Oct-2008
Job Objective Status  APPROVED
Date Last Modified  03-Aug-2007

e Use the drop-down menu or type in the Job Objective Rating (1 to 5) (to view the criteria
for each rating level, click the “Show Job Objective Rating” link just below).

e Use the drop-down menu to enter a +1, 0 (Neutral), or -1 for the “Contributing Factor
Impact” block (to view the descriptors, click the link just below). The adjusted rating will
be calculated automatically.

e Click “Save and Update Another” to move to the next objective.

Optional Weight  35%
1. Use the drop down list to select
_g the job objective rating
Job Cbjective Rating |3 v

P-Show Job Objective Rating Descriptors

Rating descriptars, performance
indicators, and contributing factor
impact descriptars are available

b= Show Applicable Performance Indicators

Contributing Factor Impact 3 2. Use the drop down list to select
- the contributing factor

P> Show Contributing Factor

P Show Additional [nform atidsr—emrme=ding Factor

) ) 3. Click Save and Update Another
Adjusted Rating to rate the next job objective

_ ) System calculates adjusted rating
Adjusted Weight and adjusted weight \/

Cancel | | Save | | Save and Update Another | | Save and Return to Update Page |

Repeat steps 6 and 7 for each job objective. When you are done rating the last
objective, click the “Save and Return to Update Page” button.
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Step

Rating Official Action, continued

Scroll down to the Rating of Record and Assessment area (bottom of screen) and enter
your supervisory assessment of the employee’s performance. Also enter remarks in the
Component Unique Information block (document positive aspects of the employee’s
support of Army values per AP-SC 1940.5.2.3.1).

¢ Note the character counters. Limit is 8000 characters for the RO assessment and 4400
characters for the Component Unigue Information (the higher level reviewer will need some
of this space).

e After saving, if you copied and pasted from Word, scroll down and check the assessment
block for ~ (caret) characters. These replace unrecognized characters from Microsoft and
need to be replaced with the correct characters, e.g., a long dash — should be replaced with a
regular dash, a curly quote should be replaced with a regular quote.

Click “Save and Continue” when done.

Rating of Record and Assessment Supervisory assessment goes

Average Score 3.3 here {limit 8000 characters)
Rating of Record  3-Valued Performer

Rating Official Assessment

- Obj 1 Filing was always up to date and accurate. There were no reports of misplaced documents, allowing the technical staff to concentrate on their
primary functions without worrying about having the comect documentation,

-- Obj 2 Arranging conferences. Dante did the arangements for four conferences, one of which was hosted by our organization and the others were
conferences that some of our staff members attended. He did an excellent job on the conference that our branch hosted; he found a good location which
had never been used by us before, and it was very well-received by the attendees. This task was made more difficult by two last-minute cancellations of
speakers, requiring some rapid action to line up alternates, make their travel arrangements, and prepare their revised materials.

-- Obj 3 Calendar. Dante did a good job keeping the official branch calendar up to date with everyone's whereabouts, and the schedule for our cormmon
areas such as the conference room. He was always able to say where anyone was at any given time, and also made it easier for the staff to figure out
whereabouts and availability of the conference room.

(Limit to 8000 characters) Courntter

_ C_haracter counter Z
Component Unique Information {lirmit 000 characters)

Rating Official: Here are my comments about the positive aspects of the employee’s support of Army values: Loyalty, Duty, Respect, Selfless Senvice,
Honar, Integrity, and Personal Courage.

Component Unique Information

Click Save and Continue
{(address Army values)

when you are done

(Lirnit to 4400 characters) ounter

Carcel ) (Save ) | Sawe and Continug )

10

Rating Official Review screen: Click the “Submit Recommended Ratings” button:

MyBiz Suggestions Disgnosfics Home Logout Preferences

Rating Official Review

Change Rating Official | | Transfer to Employee | | Update Planippraisal ) | Submit Recommended Ratings )

Employee Information
Employee Name Dante Murri

b= Show Fmployes Details
B=Show Placement in Pay Band
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Step Rating Official Action, continued
11 | Submit Recommended Ratings: Rating Official screen: Scroll down to the Rating of Record
and Assessment area. Enter your recommended number of shares (this will be dependent on
the rating of record), and your recommended salary increase percentage (the system will
calculate the bonus percentage). These entries are optional depending on your pay pool’s
business rules.
Rating of Record and Assessment
Average Score 3.3
Rating of Record 3-Valued PTE'EL—-—-J 1. Select recommended shares
Shares |2 ¥ B
Payout Distribution Split . _________J .
Salary Increase % |48 . ——' 2. Select recommended salary increase percentage |
Bonus % |p2 —.ﬁ Bonus percentage will calculate automatically l
11 Submit Recommended Ratings: Rating Official screen: Click the “Next” button:
Performance Appraisal Application (PAA)
Version 2.0 MyBiz Suggestions  Diagnostics Home Logout Preferences
Submit Recommended Ratings: Rating Official
Cancel ) (Save ) | Newt )
@ TIP }:El.;l‘b:EI‘RY Information incleded in this section wil print on the “official” DD Form 2006 Test, March 2006, Depanment of Defense NSPS Performance Plan Interim Review(s)Closeout Assessment Annual Perfommany
t
13 Give Recommended Ratings: Review screen: Click the “Submit to HLR” button:
% Performance Appraisal Application (PAA)
/ Version 2.0 WtyBiz Suggestions [isgoostice Home Logowt Preferences
Submit Recommended Ratings: Rating Official >
Give Recommended Ratings: Review
To make changes to the appraisal, click Back. To submit to the higher lewel reviewer, click the Submit to HLR button. _Cance| Back ) ( Submitto HLR )
Employee Information
Employee Name Dante Muiri
b=Show Employee Details
P> Show Placement in Pay Band
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Step

Rating Official Action, continued

14

Submit Recommended Ratings to Higher Level Reviewer screen:

There are two options for the Higher Level Review (HLR):
A. Transfer the plan / appraisal to the higher level reviewer within the PAA.
B. Document that the higher level review took place without transferring the plan.

If the HLR name is not correct or is missing, see the next step.
If the HLR name is correct, click the “Transfer to HLR” button (for Option A), or complete

the Review Date and Method of Review blocks, then click the “Save” button (for Option B),
then proceed to step 17.

y Performance Appraisal Application (PAA)

Version 2.0 WyBiz Sugnestions Disgngstics Home Logout Preferences

Submit Recommended Ratings: Rating Official > Give Recommended Ratings: Review >
Submit Recommended Ratings to Higher Level Reviewer -
Mote the two options for HLR

& TIP There are two options available to complete this step. If you are both the Rating Official AND Higher Level Reviewer, use Option B to document the approval
Cancel | | Transferto HLR )

™S

Meed Help?

Option A - Transfer to the Higher Level Reviewer (HLR) in the PAA,

Approvers Option A —if HLR is correct,
Name Level click Transfer to HLR
Schellman, Eamnest A Rating Official

Bergamini, Nigel N Higher Level Reviewer

r 4

g sage, and click Transfer to HLR.

@ TIP Please select new HLR from list of values, if req

Change Higher Level Reviewer Option & Transfer the plan

Naotification Message to Higher Level Reviewer. Enter your i

If the HLR name is incorrect or blank,
see the next step (option A or B)

Option B: Docurnent the HLR without
transferring the plan

Option B — if HLR is correct,
1. Document Review Date

2. Document Method of Review Cancel ) | Transferto HLR )
Option B - Doctfment the higher level review has taken place by entering the following information: Option B
3. Click save
Review Date | 13-Aug-2007 Approver |Bergamini, Nigel N f
Method of Review v Other Save
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Step Rating Official Action, continued
15 Change HLR Only:
(change
oHnITS To change the HLR, type in some or all of the correct name in either the “Change

Higher Level Reviewer” block if using option A, or the “Approver” block if using option
B. Then click the search icon (the flashlight).

Step 1, Option A — enter the new name in
the “Change Higher Level Reviewer” block
then click the flashlight icon

Change Higher Level Reviewer |rapin, juan T

a https://bart.dcpds.cpms.osd.mil: BOD? - Search and Select List of Values - Microsoft Internet Explorer [;]@@

Search and Select: Change Higher Level Reviewer
(Cancel ) (Select )

Search
Select a field to 'Search By' Mext, enter a value in the text field. Partial searches must bagin with the first few characters of the
search field followed by the %", e.g., Smi% or 02%. Select the "Go" button. Select the 'Quick Select' icon next to your

selection. Step 2, both options: click the *Quick
Select” icon naxt to the correct HLR name
{there may be more than one name listed)

Search By |Name v :rapin,juan

Results
Quick
Select Select N osition Title Occupational Series Organization
O Rapin,  RA973.SUPERVISORY INFORMATION 2210 Information USA CIV PERSONMNEL

== Juan TECHNOLOGY Technology OPS CTR, SOUTHWEST
CPMS W SPECIALIST. 544988 ARSE APFPR Management ARSEVWBDSAA 01

About this Page
(Cancel ) ( Select )

k Step 1, Option B — enter the hew
name inthe “Approver” block
'ﬁ then click the flashlight icon

Option B - Document the higher level review has taken place by entering the following inff%_/

Review Date |13-Aug-2007 FEI Approver | Bergamini, Nigel N (

Method of Review | | Other | (Gave )

On the “Search and Select: Change Higher Level Reviewer” window that displays, click
the “Quick Select” icon next to the correct HLR name (there may be a list of matching
names). The new HLR name will display as the Higher Level Reviewer (option A) or
the Approver (option B).
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Step Rating Official Action, continued

16 Change HLR only:

(change
:lnITR) Submit Recommended Ratings to Higher Level Reviewer screen: Once the HLR name
Y)" |is correct, click the “Transfer to HLR” button (option A) or the “Save” button (option
B).
Submit Recommended Ratings to Higher Level Reviewer
Meed Help?
@ TIP There are two options available to complete this step. If you are both the Rating Official AND Higher Level Reviewer, use Option B to docurment the approval.
Cancel ) | Transferto HLR )
Option A - Transfer to the Higher Level Reviewer (HLR) in the PAA. T
Approvers
Niﬂlme Level
Schellman, Eamest A Rating Official
Bergamini, Nigel N Higher Level Reviewer
Option B - Document the higher level review has taken place by entering the following information:
Review Date  |13-Aug-2007 Approver | Bergamini, Migel N {
Method of Review v Other |_Save )

17 Option A only, Information screen: Click the “Yes” button to transfer the appraisal to
(Opt A | the named HLR:

only)

-’f':"'\ Performance Appraisal Application (PAA)
W/ Version2.0

MhERZ Sugtestions DEanostics Home Loaoid Preéfersnces

(1) Information
Do you wish to submit the Recommended Rating on Murri, Dante to Bergamini, Nigel for
Higher Level Review 7

No) (Yes)
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Step

Rating Official Action, continued

18

You are returned to the Main Page.

Option A: if the HLR approves your recommendations, the appraisal is ready for the
pay pool panel and the final rating decision by the Pay Pool Manager. If the HLR wants
something changed, the HLR will return the appraisal to you to make that change.

Option B: The appraisal is ready for the pay pool panel and the final rating decision by
the Pay Pool Manager.

Performance Appraisal App]ication (PAA) MyBiz Suggestions Home Logout Preferences OracleHelp Diagnostics
Version 2.0

Notifications @IV EER

Main Appraiser

Performance Appraisal Application Main Page

MNeed Help?
Quick Guides

Plans/Appraisals in Progress

Show Me | All Appraisals v Appraisal Year ALL v Perfarmance Plan v | | Create )

Table Size |10

Employee Appraisal Plan Approval Plan Appraisal

Name Created By Current Owner Year Date Status Status View Update Delete Close Print

Laborbard, Emil Labombard, Emil ) Schellman, Earnest 2008 Approved  Ongoing it ” L3

o A / &

Murri, Dante G Schellman, Earmest Bergamini, Nigel N~ 2008 21-0ct-2006 Approved  Pending Approval y % a
A .

P> Show Completed Plans/Appraisals Both options: Status is now “Pending

Approval” and pencil is grayed out
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Higher Level Reviewer (HLR) Action

Review the employee and supervisory assessments and the rating official’s
recommended ratings; approve the ratings or return the appraisal to the rating
official for changes (the HLR cannot make any changes on the appraisal but can
enter text into the “Component Unique” block).

Step

Higher Level Reviewer Action

1

Log in to Self Service = Navigator screen: Click “My Workplace” = “NSPS
Appraisals (My Workplace)”:

Department of Defense

Navigator

L3 My Biz My Workplace

0 D o All Actions Awaiting Your Attention
MNSPS Appraisals (My Workplace)
My Employee Information
Update My Information

Performance Appraisal Application Main Page: Click the “Update” icon (blue pencil)
by the person whose appraisal you are reviewing:

MyBiz Suggestions Home Logout Preferences OCracle Help Diagnostics

Notifications T ETEETE
Main Appraiser

Filter on type of appraisals to list formance Appraisal Application Main Page Built-in help throughout I
and control the number of - ; ;
records displayed (Lp to 25) Euwrand re-name

Need Help?
columns! (current ou.;f Guﬁﬂes
owner, appryear, etc.) -

F‘Iansm—mf&xls in Progress

Show Me | All Appraisals v | Appraisal Year ALL v Performance Plan v ( Create )

Table Size

HLR raisals
Employee| My Aﬁﬁ?zisals |L‘.|||reu1 Owner |A|l|:|nisal YearlPInn Approval Dme|PI.\u Statns!.ﬁ.ppmisal Slnluslview Update Delete Close Print
Murri, Dante G Schellman, Eamest A Bergamini, Nigel N 2008 21-0ct-2006 Approved  Pending Approval @ / G
P Show Completed Plansffppraisals
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Step

Higher Level Reviewer Action, continued

Details: Higher Level Reviewer (HLR) for Recommended Ratings screen:

On the top part of the screen, you can view the recommended job objective ratings (use the
Details links to see more).

Scroll to the bottom part of the screen to see the assessment blocks (next page).

y Performance Appraisal Application (PAA)
Version 2.0 MyBiz Sugoestions Disgnostics Home Logout Preferences

Details: Higher Level Reviewer (HLR) for Recommended Ratings
CnmuI) (save) | ,ﬁpDiU\'?; Rslumﬂ:erorrel:tion'J

. Need Help?
Employee Information . SEEIERs G i
- o .Em.ployea Name .Di.lllle Murri appraisal are hidden
b>Show Employee Details (less scrolling)
P-Show Placement in Pay Band
Scroll down to
- . . - - bottom of page to
PShow Setup Details View job objective ratings here i pag
- o ps view assessments
B=Show Relevant Organizational Mission'Sti] — (¢lick the “Show” link to see
more detail)
Job Objectives
Show All Details | Hide All Details
Details Number Title Status Optional Weight (%) Adjusted Weight (%) Rating Contributiflg Factor Impact  Adjusted Rating
Filing AFPPROVED 35 3 o 3
Arranges conferences APPROVED 30 4 0 4
Calendar APPROVED 35 3 1 3
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Step Higher Level Reviewer Action, continued

3, Details: Higher Level Reviewer (HLR) for Recommended Ratings screen (bottom):
con’t
At the bottom part of the screen, you can review the employee and rating official assessments.
You can also add your comments in the Component Unique Information block (bullet
comments on the employee’s overall performance and on the employee’s potential to perform
different and/or higher level work per AlI-SC 1940.9.3.4.

Employee Self-Assessment for Annual Appraisal

@ TIP Frovide input that you wish to have considered as part of your performance rating assessment
1. Filing. | maintained the official division files such that no documents were ever missing or lost during the rating period. | was complimented by the
Admin Officer who said she had never seen such an organized filing system. This allowed the rest of the staff to concentrate on their own jobs.
2. Amranges conferences. | was the chief coordinator for our branch conference this year. | found a new site to hold the conference at no cost to us, and
got good compliments from attendees. | had to deal with several last minute changes, including some speakers and revisions to materials. | also made
arrangements for staff to attend three other conferences during the rating cycle.
3. Calendar. | kept up to date information on everyone's whereabouts as well as the use of the branch conference room.

Review employee self-
assessment and rating official
Rating of Record and Assessment assessment here

Average Score 3.3

Rating of Record  3-Valued Performer
Rating Official Assessment
During this rating cycle, Dante was very conscientious about the tasks he pedormed as the Branch Secretary. |
- Obj 1 Filing was always up to date and accurate. There were no reports of lost or misplaced documents, allowing the technical staff to concentrate on
their primary functions without worrying about having the correct documentation.
-~ Obj 2 Arranging conferences. Dante did the amangements for four conferences, one of which was hosted by our organization and the others were
conferences that some of our staff members were attending. He did an excellent job on the conference that our branch hosted; he found a good location
which had never been used by us before, and it was very well-received by attendees. This task was made more difficult by two last-minute cancellations of
speakers, requiring some rapid action to line up altemates, make their travel arangements, and prepare their revised materials.
~ 0bj 3 Calendar. Dante did a good job keeping the official branch calendar up to date with everyone's whereabouts, and the schedule for our common
areas such as the conference room. He was always able to say where everyone was at any given time, and also make it easier for the staff to figure out
whereabouts and availability of the conference room.

Component Unique Information

Here are my comments reflecting the employee's positive support of Army values: Loyalty, Duty, Respect, Selfless Service, Honor, Integrity, and Personal
Courage.

You can enter your comments

here in the “Component Character caunter {limit
Unique Information™ block 4400 for this block)

(Limd to 2400 characters)

Counter
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Step Higher Level Reviewer Action, continued
5 Details: Higher Level Reviewer (HLR) for Recommended Ratings screen (top): You
have two courses of action — approve the recommended rating, or return it to the rating
official for correction.
If approved, see next step.
If returned, the rating official will need to make the changes and resubmit the
recommendations to you.
4 ) Performance Appraisal Application (PAA)
/ Version2.0 MyBiz Sugoestions Disgnolics Home ool Preferences
Details: Higher Level Reviewer (HLR) for Recommended Ratings
Cancel ) (Save ) (Approve ) | Return for Correction )
6 Confirmation screen: Click “Yes” to approve:

% Performance Appraisal Application (PAA)

Version 2.0 MyBiz Suggestions Diagnostics Home Logout Preferences
[EL Confirmation
Do you wish to approve the Recommended Rating of record of Murri, Dante?
Mo ) (es)

At this point the appraisal is no longer on your Main Page.
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Rating Official Action (after Higher Level Reviewer approval):

After the higher level reviewer has approved the recommended rating, the rating official sees the updated
appraisal status of “Pending PPM Approval,” the Pay Pool Manager is the new “owner,” and no changes
can be made.

r';":“\- Performance Appraisal Application (PAA} MyBiz Sugnestions  Home Logout Preferences CracleHeln [iagnostics
e L L P
W/ Version20

Notifications Appraisals

Main Appraiser

Performance Appraisal Application Main Page

Need Help?

Quick Guides
Plans/Appraisals in Progress
Show Me | All Appraisals |~ Appraisal Year |ALL » Performance Plan % | Create
Table Size |10 v
Employee Appraisal Plan Approval Plan
Name Created By Current Owner fear Date Status Appraisal Status _ [View Update Delete Close Print
Labombard, Emil Labombard, Emil J Schellman, Eamest 2008 Approved  Ongoing w2 [
J A = 7/ <
Murri, Dante G Schellman, Eamest PPM 2008 21-0ct-2006 Approved  Pending PPM E C}

A ﬂhppmval !
BChow Completed P PPM is new owner Appraisal Status is “Pending Click *iew icon to display
PPM Approval” [can't make changes)

Disposition of appraisal:

If the employee is moving to a new position within NSPS and within Army servicing, the appraisal should
be transferred to the new rating official in the gaining organization. This has to be done by the Pay Pool
Administrator or by a PAA “super user” in an HR organization. Once the appraisal is transferred, the
original rating official will still be able to see various historic ”snapshots” of the appraisal (establishment
of performance plan, interim review, etc.) in the “Completed Plans/Appraisals” area. The new rating
official will see the historic snapshots as well as the current version with the recommended ratings.

If the rating official is leaving (separating or changing jobs), the appraisal should be transferred to the new

rating official, or, if not known yet, to the higher level reviewer. This has to be done by the Pay Pool
Administrator or by a PAA “super user” in an HR organization.

Annual Rating PAA2 Step by Step 20 20 Jun 2008



	Steps to Completing an Annual  Recommended Rating of Record
	Performance Appraisal Application (PAA) Version 2
	Rating Official Action
	Transfer appraisal to employee for input of self-assessment (if employee already has ownership, skip this section).
	 Employee Action 
	Provide self-assessment for early annual appraisal.
	Rating Official Action (after employee self-assessment is returned):  
	Review employee self-assessment, assign job objective ratings, and prepare supervisory assessment.
	 Higher Level Reviewer (HLR) Action
	Review the employee and supervisory assessments and the rating official’s recommended ratings; approve the ratings or return the appraisal to the rating official for changes (the HLR cannot make any changes on the appraisal but can enter text into the “Component Unique” block).
	Rating Official Action (after Higher Level Reviewer approval):  
	After the higher level reviewer has approved the recommended rating, the rating official sees the updated appraisal status of “Pending PPM Approval,” the Pay Pool Manager is the new “owner,” and no changes can be made.
	Disposition of appraisal:



