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 To socialize the Single Block Option and reasons for
Implementation with Pay Pool Data Administrators

1 To familiarize Pay Pool Data Administrators with the Single
Block Option in the Performance Appraisal Application (PAA)
Tool and how to update the tool to implement for FY17



* e Background and Rationale

O Army DCIPS is implementing a mandatory “Single Block Option”
Performance Appraisal in the PAAtool. This feature allows
employees to simplify their self-assessment narrative into a single
block rather than responding to each Performance Objective and
Performance Element individually. Implementing the Single Block
Option is designed to streamline the administrative portion of the
performance management process for Army DCIPS employees
and rating officials.

U Instead of having separate self-assessment fields for each
corresponding objective and element (Option 1), employees will
now have one field with a 6,000 character limit for a consolidated
self-report of accomplishments (Option 2). Supervisors and
Managers have a 3,000 character limit within which to respond and
provide recommendations for the rating. Objectives and elements
will continue to be rated individually.



WA o Your Role in Implementation

O As the DCIPS Pay Pool Administrator, you are able to make the
requisite changes in the PAA tool.

O The following steps must be applied to each pay pool in your
organization; there is no single “switch” for he entire
organization.

O In order for the Single Block assessment to be applied to the
FY17 performance cycle it must be implemented at least 90
days prior to the end of the DCIPS performance cycle.



e e wron Implementing the Single Block Option

Step 1: Log into DCPDS e

and SeIeCt CIV Pav POOI 1 CIV Alternate Pav Pool Administrator
Y] ! ~LCIV rocess Administratos

AdmInIStrator from the ':CIV QSF;SOEI ;ﬁ«dmin?:-‘iratort

Navigator menu. i

[l MermeeParReekllembers
.4 Manage Pay Pool IDs
T mioyee Pay Pool ID
Request CWB Extract File
| Delegate Trusted Agent Authorization
| Apply Action(s) to Multiple Employees
| DCIPS Appraisal Administration
| Corrections - Final Appraisal
] View/Print Reports
| DCIPS - Unigue
"] DCIPS Performance Appraisal Administrator
1My Biz

Create Pay Pool

Pay Pool Details
Segment 1 is used 1o identify the highest keved of the pay pool for budgetary purposes

Segmm1|

Step 2: Select ‘Manage Pay pacre syt o |

Segments 2 - 5 do nol apply to DCIPS pay poots

Pool IDs’ from the menu; the | -- il
‘Create Pay Pool’ window e
will pop up s

DCIFS Pay Pool PAA Assessment Oplions
Year DCIPS PAA Option
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Step 3 On the ‘Crea’te PP ID Crealc;PP\D. 'FndPF:;D Manage PP Roles | View PP Roles | View PP Rating Official/Mermber

Tab, retrieve the pay pool —— Create Pay Pool
. Segment 1 is used to identify the highest level of the pay pool for budgetary purposes
Information for the pay pool > oo oowiziacs -
TO be updated: Personnel System Indicator,ﬁ |
Segmenl_Q PP Start Date ,—
* Segment 3
1. Press <F11> | e ——————
2. Enter the pay pool ID in Searents

Pay Pool ID |

the ‘Segment 1’ field o

3. Press <Ctrl> + <F11>to b
populate the form with the 2
pay pool information DCIPS Pay Pool PAA Asessmen Opins

Performance YearDCIPS PAA Assessment Option

*Note: If you enter an existing pay pool ID in Segment 1 without retrieving the pay
pool information first, you will receive an error message stating “You cannot create
duplicate Pay Pool ID’s. This (Pay Pool) already exists.”




et Implementing the Single Block Option

Step 4: Inthe ‘DCIPS Pay Taes it as

Pool PAA Assessment G300 809 g ey b B0
Options’ section, select the  GieslePsyPool]
‘Performance Year’ from the | s iism i
List of values (LOV) to g =

Identify the Performance

Year for which the option

Becomes effective (2017)

And select ‘OK’.

Persannel System Indicator 02 Defense Civilian intefligence Personnel System (DCIPS)

PP Start Date  18-JUN-2010
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1. Selectthe ‘Assess Perf
Objectives and Perf
Elements for the
Performance Eval in a
Single Block’ (Option 2)
From the LOV for the
‘DCIPS PAA Assessment
Option’ to use the single
block assessment block
option.

2. Select ‘OK”".

3. Finally, click on the ‘Save’
icon.

Implementing the Single Block Option

- Orade Applications - NEGE1 (Tor Oficial Use Only -Privecy Actof 1974)

File Edi ew Tools Window Help

ahp ¢
(s ST

Pay Pool Details

Segment 1 i5 tsed to ideatify the highest level of he pay pool for budgetary purposes
Segment 1 CSWOZIAACP

Personnel System Indicator 02 mmmmmm

Soqments 2- 5 do nat apply o DCIPS pay poos

Seqment 2
Segment 3
Seqment
Sagment 5
Py PoolID CSWOZIAACP

DAMI-CP Bonus Pool

DCIPS Pay Poot PAA Assessmeet gt
Perfomance YearDCIPS PAA
7

Pay Pool Destription (imied fo 250 ¢hi DCPS Assessment Oplion

Create Pay Pool

PP Start Dgle  18-JUN-2010
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1)

2)

If the ‘DCIPS PAA Assessment Option” is empty, the Performance Evaluation screens
will continue to display individual assessment blocks for each performance objective

and performance element.

Once Option 2 is selected, this option will remain in effect until a subsequent
Performance Year is entered with the ‘Assess Perf Objectives individually and
Elements individually or Summarized in PE 1’ (Option 1) for the DCIPS PAA

Assessment Option.



et Implementing the Single Block Option

Step 5 A ‘Declslon bOX’ E‘Cr;wpp.l}lf Wn
will then appear; select
Yes' to continue or ‘N0’ to sy gt o i o g

Cancel the update. Seqmn 1 PHISIOISP

Persornel Syster Indicator 02 Defense Civilian Intelligence Personnel System [DCIPS)

Segrments 2 - 5 do nol apply 1o DCIPS pay pooks
Spgment 2 PR Ead Oate | 01-0CT-H10
Sugment 3
Segment &
Segment 5§

Py Pool [0 PHASMOO15P

Pay Pool Dascription (imited 1o 250 chatacters)

CPH5 Pay Ponl far Nawy 150015H Smaller Group 2
2 Decision

You hans crealid a0 assessment oplion recond for 2013 Laing
A -Agzens Peif Objectvs and Per Eleinants fof the Pedormancs
Eval in'a Single Black,
DLIPS Fay Pool PAA Azzessment Dptions M A o
Perfomance Year DCIPS PAA Assessment Oplion This actios will subimi & concurment eeguast 1o update thi
2013  Agzess Perd Objectives and Pe Elg paypaok members appaeals fie thal perdormanta year to use
this assesgment option fr thar appraisals

e yroy Wi A redults wsing The men dption View and then
calecting Raguests

Do you vash to continue?

0o
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1)

2)

If the PAA already contains assessment text in the Performance Evaluation area,
then the assessment screens will continue to display the prior assessment option for
that specific individual’'s PAA.

Separate assessment blocks for Performance Objectives and Performance Elements
will appear until the option to use the Single Block Option is selected, at which time
the Performance Evaluation is automatically converted to the Single Block Option for
the self-assessment.

= |f any assessments exist in the Performance Evaluation when the option is
selected, that particular performance plan will not be changed.

= The Performance Plans (Performance Objectives and Performance Elements)
remain intact; it is the Performance Evaluation screens for the Employee
Assessments and the Rating Official Assessments/Ratings that change based
on the assessment option.
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.E‘ Marage Compensation Pay Pool
CratePPID | FindPRID. | Minagé PP Roles

Step 6: Select the ‘X’ in —
The top right-hand corner Create Pay Pool
To exit this screen. pwfm:l:];"l‘l;used1nldunllf'rlhwhlnhus1 vl he pay poc o budgenay purposes
Segment | FllﬁlliﬁF
Personnal Systorm Indicator .rfl‘.' Dafensa Civilian Intelligenca Personnel System [DCIPS)

Sagments 2 - 5 do nof apply 10 DCIPS pay pooks

Congratulations! Segment2 | PP St Dae. D10CT200
Segment 3 !
Segmenl 4 |

You have now successfully
Segrent 5 |

Implemented the Single v
Block Option for this pay
F‘M anl E'u wl-‘or fmwd fn .'-’ﬂ:' ':haral::m]

p00|. CPMS Pay Pool for Navy 150015N Smalles Group

DCIPS Pay Pool PAA Aszesament Options

Petfu:manca Vear DCIPSPAAAsspszment Oplon
?Elﬁl Rssass Peri ﬂhiemma and Parf Elementsfor the Performance Eval in a Single Bloc. *

,' Fi
I
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Employee & Rating Official View: Individual Block
Option View “Before”

Transler Do Ratin) Offuckal | Tradk Progiess | Returm bo Main Page

Paaforman @ Clsp e

Spell Check |Countes

eemmem—————mmm—— .
' Accomplishments for each

Employee has individual
Field to address

objective and element

Rating Official has individual

————— field to assess each objective

Save and Return to Top of Page

and element
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AMERICA’S ARMY: Employee & Rating Official View:

THE STRENGTH OF THE NATION Single Block Option View “After”
= ?rlr-.ulnnn-r-::'-:ur-n.f-l.nnﬂrun.n B sty F IiJ-)-a F --.:. . 7 B
Performance bjective Assessments
e Annial Appraial - DCIPS ate  01-Oct-Hil2
End Date  30-Sep-2013
Performance Olxjectines
Shee ANl Dotads | Hide Al Detods
Dertuils ﬂrd!fml'ﬂe Status
3 II;FI):H‘-!" Sell Assessment
Employee has single block
e————) in Which to address
accomplishments for each
objective and element
Ratimg Official Asseswment
Rating Official has single block
e in which to assess each
objective and element
Spaell Chenck
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Q Verify if any employees in your organization have begun their self-assessments.

O Liaise with these individuals to save their work in a MSWord document and clear out
all self-assessment fields PRIOR to implementing the Single Block Option. Failure to
do this will create more work for the employee and will put them at a disadvantage
when evaluated against employees using the Single Block Option.

0 The DCIPS Performance Management team will send out information to help you
communicate this to your employees, as well as a copy of this briefing, and the PAA
Single Block Option Guide.
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