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Overview

The Defense Civilian Intelligence Personnel System (DCIPS) Performance Appraisal Application (PAA)
Guide provides the following:

e An overview of the application

e Information on the DCIPS performance management cycle, phases, and elements and how they
relate to the DCIPS PAA

e Information on navigating the DCIPS PAA tool
e By user, step-by-step instructions for completing activities within the DCIPS PAA

Information is presented consistent with DCIPS Performance Management Volume 2011(Volume 2011)
and DCIPS PAA design functionality. Use this Guide as a roadmap and for guidance in completing key
activities.

Terminology

The PAA is a Department of Defense (DoD)-wide tool used to manage performance under DCIPS and the
National Security Personnel System (NSPS). As a result, you will notice when you log on that the DCIPS
and NSPS PAA share some common screens. For this reason, the terminology used in the DCIPS PAA
may be slightly different from terminology used in Volume 2011. For example, the PAA refers to
appraisal or assessment, both of which are consistent with evaluation as used in Volume 2011. Higher
level reviewer (HLR) corresponds to reviewing official and self-assessment corresponds to self-report of
accomplishments.

Guide to Navigating the Defense Civilian Intelligence Personnel System Performance Appraisal Application (Version 1) Page 1
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Roles and Responsibilities
You use DCIPS PAA based on your user designation. There are three types of users:

e Employee
e Rating official
e Higher level reviewer (HLR) (reviewing official)

The governing Volume 2011 clearly defines these roles.

DCIPS Employee
Employees are accountable for the following:

e Engaging in dialogue with rating officials and supervisors (when the supervisor is not the rating
official) to develop performance objectives at the beginning of each evaluation period

e ldentifying and recording their accomplishments and results throughout the evaluation period

e Participating in midterm performance reviews and end-of-year performance evaluation discussions
with the rating officials

e Preparing their end-of-year accomplishments as input to their annual performance evaluation

e Understanding the link between their performance objectives and the organizational mission and
goals

e Accepting accountability for their actions

Rating Official

Rating officials are responsible and held accountable for effectively managing the performance of their
employees. This responsibility includes but is not limited to:

e Executing performance management requirements in a manner consistent with merit systems
principles

e Ensuring employees are trained in the performance management system

e Developing and communicating performance objectives and expectations within timelines
established by Volume 2011 and holding employees accountable for accomplishing them

e Preparing jointly with employees development objectives for the performance year

e Aligning performance objectives and employee development with organizational goals and
objectives

e Communicating to employees that the performance elements are a critical piece of DCIPS
performance management. Performance shall be evaluated against the performance elements and
will be included in the overall evaluation of the employee’s performance

e Providing employees meaningful, constructive, and candid feedback relative to progress against
performance expectations including at least one documented midterm review

Guide to Navigating the Defense Civilian Intelligence Personnel System Performance Appraisal Application (Version 1) Page 2
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e Ensuring employees are aware of the requirement to document their accomplishments at the end of
the evaluation period

e Fostering and rewarding excellent performance

e Addressing poor performance

e Making meaningful distinctions among employees based on performance and contribution

e Completing closeout performance evaluations and interim performance reviews as appropriate
e Ensuring that eligible employees are assigned an evaluation of record

e Collaborating with reviewing officials to complete evaluations of record

Note: Supervisors normally will be the rating official for employees under their direct supervision.

Higher Level Reviewer (Reviewing Official)

Reviewing officials are responsible and held accountable for ensuring accuracy of performance
management within the subordinate organizations and units for which they are responsible. This includes
but is not limited to ensuring that:

e Performance plans are in place in accordance with established timelines for all employees within
the subordinate units for which they are the reviewing official

e Subordinate rating officials and supervisors (when the supervisor is not the rating official) are
trained in their roles

e Subordinate rating officials are providing performance feedback throughout the evaluation period
and rating officials have documented at least one midterm performance review feedback session
with each employee

e Subordinate rating officials, when not the immediate supervisor of employees for whom they are
the rating official, are maintaining ongoing dialogue with the immediate supervisors of those
employees regarding employee performance

e All performance evaluations within subordinate organizations and units are completed within
established timelines

e Performance standards are consistently applied among those rating officials for whom they are the
reviewing official

Guide to Navigating the Defense Civilian Intelligence Personnel System Performance Appraisal Application (Version 1) Page 3
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My Biz and My Workplace Accounts
In order to use the PAA, you must have a My Biz or My Workplace account.

* My Biz is the gateway for employees.
» My Workplace is the gateway for rating officials and HLRs.

Note: Rating officials and HLRs use DCIPS PAA through My Workplace to conduct activities associated
with their subordinates and use DCIPS PAA through My Biz to conduct activities associated with their
personal DCIPS performance plans.

If you do not have an account, please consult your human resources servicing organization. Step-by-step
instructions for logging onto My Biz and My Workplace accounts are included in the FAQs at the end
of this guide.

Tab Interface

The DCIPS PAA uses a tab interface. The tabs are the same for employees, rating officials, and HLRs.
Displayed below are the primary tabs. Each primary tab has sub tabs that identify key activities. Until a
performance plan is approved, the primary tabs to the right of the plan phase do not appear.

F‘rimai Tabs

r |
m Midpaoint B eview Ferformance Evaluation ReportsiForms

Plan Details Mission Goals Ferformance Ohjectives Ferformance Elements Approvals & Acknowledgments

| J

Y
Secondary Tabs

Navigating Through the DCIPS PAA

To navigate through the DCIPS PAA, use the | ZEREMIOUS ) o ( MEXT> ) puttons or select the tabs
shown in the “Tab Interface” section.

Online Help

Each screen of the DCIPS PAA tool has online help functionality. You can access information on a
particular screen, including how to carry out actions and a description of screen functionality via this help

function. To access online help, select the [&ed Help? jink.

Guide to Navigating the Defense Civilian Intelligence Personnel System Performance Appraisal Application (Version 1) Page 4
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The Performance Management Cycle

The graphic below depicts the steps associated with the three primary activities within the DCIPS PAA.
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Step 1: Build the Performance Plan

l Step 1: Provide Midpoint Review Input

Primary Owner: Employee

Primary Owner: Employee

« |dentify Organizational Goals
e Add Performance Obijectives
» Review Performance Elements

Step 2: Review the Performance Plan

Primary Owner: Rating Official

Step 3: Submit to or Document HLR
Approval of the Perfformance Plan

Primary Owner: Rating Official

Step 4: Document Communication
Date and Method to Employee

Primary Owner: Rating Official

Step 5: Submit to or Document
Employee Acknowledgment of
Performance Plan

Primary Owner: Rating Official

Step 2: Create Midpoint Review

Primary Owner: Rating Official

Step 3: Submit fo or Document HLR
Approval, if required

Primary Owner: Rating Official

Step 4: Document Communication

Date and Method to Employee

Primary Owner: Rating Official

Step 5: Submit to or Document
Employee Acknowledgment of
Midterm Review

Primary Owner: Rating Official

Step 1: Provide Performance
Evaluation Input

Primary Owner: Employee

Step 2: Create Performance
Evaluation

Primary Owner: Rating Official

« Review Organizational Goals

 Evaluate Performance Obijectives and
Assign Ratings

* Evaluate Performance Elements and
Assign Ratings

Step 3: Submit to or Document
HLR Approval

Primary Owner: Rating Official

Step 4: Document Communication

Date and Method to Employee

Primary Owner: Rating Official

Step 5: Submit to or Document
Employee Acknowledgment of
Performance Evaluation

Primary Owner: Rating Official

Timeline of Performance Management Activities

The DCIPS performance management process consists of three phases:

=

Performance planning — corresponds to creating the performance plan in the DCIPS PAA

2. Managing performance throughout the evaluation period — corresponds to midpoint review
activities in the DCIPS PAA

3. Evaluation of performance at the end of the performance evaluation period — corresponds to the

performance evaluation and rating activities in the DCIPS PAA

Guide to Navigating the Defense Civilian Intelligence Personnel System Performance Appraisal Application (Version 1) Page 5
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In addition, there are two special types of performance evaluations known as “Closeout Evaluations” and
“Closeout Early Annual Evaluations.” These evaluations are only completed when an employee
evaluation is required “off-cycle.” Refer to the FAQ section for differences between these special types
of performance evaluations and when to conduct them.

The standard performance period is 1 October through 30 September each year unless an exception is
granted by the Under Secretary of Defense Intelligence (USD(1)).

Below is a graphic depiction of the required activities and the associated timeframes.

PERFORMANCE PLAN . N
Completed 30 days from the MIDPOINT PERFORMANCE EVALUTION OF RECORD

beginning of the performance REVIEW Includes narrative evaluation :
cycle (Nov1). Includes a narrative evaluation. 8 AND a numerical rating. PAYOUT!

i o L |
[ '\ ( \ [ \ [
H

N/ \/
¥ I

CLOSEOUT PERFORMANCE EVALUATION CLOSEOQUT EARLY ANNUAL EVALUATION
Only when employee gets a new rating official Only when employee gets a new rating official
AND has been on an approved plan for at least AND there are 90 days or less until the end of
90 days. The closeout evaluation includes the rating cycle. The closeout evaluation
narrative evaluation AND a numerical rating. includes narrative evaluation AND a numerical

rating. The early annual evaluation is used as
the evaluation of record.

Guide to Navigating the Defense Civilian Intelligence Personnel System Performance Appraisal Application (Version 1) Page 6
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Overview of DCIPS PAA Activities

Setting the Context

This section provides an overview of the primary PAA and DCIPS PAA screens and acquaints the

employee, rating official, and HLR with the appearance and features of the tool. Refer to this section for
guidance throughout the performance management process.

Q-0 HNEAGLLO L -l -

y Performance Appraisal Application (PAA)
Version 3.0

ICE MyBiz ICEPAAY2 ICEPAAY3 Home Locout Preferences

Please Select Appropriate Performance Appraisal Application Version

Use Performance Appraisal Application Version 2.0 to complete fiscal year 08 annual appraisal activities
Performance Appraisal Application - Wersion 2

Llee Derfarmance Snnraical Apnlication Yarsion 3.0 to build fiscal year 09 perfarmance plans

Performante Appraisal Application - Version 3 )

ICE MyBiz | ICE PAAWZ | ICE PAANVS | Home | Logout | Preferences

_ Performance Appraisal Application - Version 3 )

UNCLASSIFIED/FOUQ

Selecting the Appropriate PAA Version
This is the first common page for the employee, rating official, and HLR. The presence of the

Department of Defense (DoD) logo at the top left indicates the user is in the main PAA tool and has
not yet accessed the DCIPS PAA tool. When the user moves from the main PAA tool to the DCIPS

PAA tool, the logo changes to the DCIPS logo

Select “PAA Version 3.” DCIPS employees do not use version 2.

Guide to Navigating the Defense Civilian Intelligence Personnel System Performance Appraisal Application (Version 1)
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\\\\\\

"amw PAA Main Page
: Performance Appraisal Application Main Page
From the Performance Appraisal Application
(PAA) Main Page one can create, update, and
review performance plans, transfer plans,
view and print plans after they are created,
and track the status of plans.

Sdbeatid Employees, rating officials and HLRs
complete different activities from the main

~Choose a Plan Type- =] (Ge

page.
e Employees:
Employee May t_astablish a p_erformance plan and update
R and view an existing performance plan.
a Performance Appraisal Application (FAA)
i i Performance Appraisal Application Main Page Ratinq OfﬁCiaIS:

May establish a performance plan for their
employees, change rating officials or HLR,
and update and view existing performance
plans.

HLRs:
Do not create performance plans. They have
view-only capabilities.

T To Create a New Plan:
e « Choose a Plan Type
Rating Official/HLR e Select “DCIPS”
CESECIER PO | C e Select Go

3 2EI88 Performance Appraisal Application (FAA)

Since rating officials are likely to have
multiple employees under their supervision,
an additional screen will appear after
completing the steps above. From the People
- = Hierarchy screen they can select the employee
S . for whom they are creating a plan:
e Locate the employee in the list
e Select “Create”

After completing the above, the employee or
rating official is directed to the Create
Performance Plan: Set up Details tab.

Rating Official/HLR — People Hierarchy

Guide to Navigating the Defense Civilian Intelligence Personnel System Performance Appraisal Application (Version 1) Page 8
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s‘% Performance Appraisal Application (PAA)

Q-0 HMEAnLkelz s -

ICEMyBiz ICEPAS Y2 ICEPASYI Home Logout Prefersnces

Create Performance Plan: Setup Details

. ?
Employee Information Need Help?
Employee Name Sohns, Lois CPMS P
P> Show Employes Details

Setup Details

Thiz screen provides information regarding your employee's Appraisal Type and Dates. Update the Appraisal Type and Appraisal Dates, if necessary
Important Note: The Appraisal Period Start Date represents the start of your employee's performance evaluation period under this plan. Certain information such as your pay schedule and
pay band will be populated on your appraisal form based on this date. For additional guidance select the Meed Help?' link. You may

« Select the Build New Flan' button to create a plan

= Appraisal Type |A||n|m| Appraisal - DCIPS j
= Appraisal Period Start Date  (01-Oct-2008
» Appraisal Feriod End Date [30Sep2009 | [

Appraisal Effective Date

Rating Official Wame |Bahr. Preston O

1 Higher Level Reviewer Name [Jasionowski, ARDCIPSZ s ‘

ICE MyBiz | ICE PAA Y2 | ICE PAA W3 | Home | Logout | Preferences

= Appraisal Type |Annual Appraisal - DCIPS j
* Appraisal Period Start Date  [01-0¢t:2008
* Appraisal Period End Date |30-Sep-2009

Appraisal Effective Date
* Rating Official Name |Bahr. Preston Q ,,{

* Higher Level Reviewer Name |Jasionowski. ARDCIPSZ {?

Cancel and Return o hain Page

Build New Plan )

%

Setup Details

The information on this screen is auto-populated. From this screen, an employee or rating official
may review the information for accuracy, make changes, and build a new plan. This screen only

displays when “Create New Plan” is selected from the PAA Main Page.

A change in rating official or HLR can be initiated by selecting the flashlight icon next to the

appropriate field from this screen. Refer to the next page for information on this process and an

illustration.

Note: On various screens throughout the DCIPS PAA tool, there is the option to select a link to
change the HLR. When the link is accessed, the employee or rating official are brought back to Setup

Details to actually make the change.

Guide to Navigating the Defense Civilian Intelligence Personnel System Performance Appraisal Application (Version 1)
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FEEAEE e .

5‘__-““"5 Performance Apprabsal Application (FAA)

Setup Details

) Search and Select List of Vakses - Micresolt Inbernet Explorer

Search and Select: Rating Official Name

Results

O
Select Sl
o

[ oo [ [ |3 1@ Trtnd e

4

Search and Select: Rating Official Name

e+ B RE Tl £ S .

3‘ DCIEE  Performance Apprabsal Applieation (PAA)

T
A0 Seken Lok CPUS P

Change Rating Official

Setup Details — Changing Rating
Official
To change the rating official/HLR, select the

flashlight =" icon and choose a different
rating official or HLR from a list of available
choices.

The initiator is directed to a Search and
Select screen. After the new name is chosen,
the user is then directed to a Change screen to
complete the action. The action is completed
when the initiator selects the “Save and
Return to Plan Details” button.

The illustration on the left depicts a change in
rating official. The process and screens for
changing an HLR are the same.

Guide to Navigating the Defense Civilian Intelligence Personnel System Performance Appraisal Application (Version 1)
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5‘% Performance Appraisal Application (PAA)

ICE WivBiz ICEPAS Y2 ICEPAAY3I Home Logout Preferences

DCIPS PAA
(Transfer to Rafing Official )( Track Progress )| Return to Main Page
Employee Information
Employee Mame  Sohns, Lois CPMS P
P-Show Employee Details

Plan Details hission Goals Performance Objectives Performance Elements Approvals & Acknowledgments

Plan Details

TSI
TIESTET

I | Change Féahmg Official aﬂd/‘urngherLevel Reviewsr

Appraisal Type  [Annual Appraisal - DCIPS 3| Performance Plan Appraval Date
Plan Last Modified  20-Nov-2008
* Appraisal Perind Start Date [01-0ct2008 AR Ey RE e N

* Appraisal Periad End Date [30Sep-2009

Appraisal Effective Date
Rating Official Name Bahr, Preston Q
Higher Level Reviewer Jasionowski, ARDCIPSArgentina J

(NEXT>)

ICE MyBiz | ICE PAAYVZ | ICE PAAYS | Home | Logout | Preferences

DCIPS Plan Phase: DCIPS Plan Details Screen

After establishing a new plan, an employee or rating official may review and update information and
change the rating official/HLR from this screen. Where there is a list of choices to select from, an
arrow is displayed to the right of the field. Where a date is required, a calendar icon is displayed to the

right of the field. If the link to \-Shange Rating Ofcial or Higher Level Reviewer | s selacted, the employee or
rating official is directed back to the Setup Details screen to carry out the activity.

To move to the next screen, select a tab or &=,

Guide to Navigating the Defense Civilian Intelligence Personnel System Performance Appraisal Application (Version 1) Page 11
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5‘% Performance Appraisal Application (PAA)

ICE WivBiz ICEPA® Y2 ICEPAAYVI Home Logout Prefersnces

DCIPS PAA

Employee Information
Employee Name  Sohns, Lois CPMS P
B> Show Employee Details

(Transfer to Rating Official )| Track Progress )| Return o Main Page )

‘Im Reporteiforms

Plan Details JMIESIIEEEH]

Perfotance Objectives || Performance Elerents | Approvals & Avknowledgments

Mission Goals

ssion Goals” hare |

(Limit to 1400 characters)

|
Counter [15

ICE MyBiz | ICE PAAYS | ICE PAA NG | Home | Logout | Preferences

Meed Help?

<PREVIOUS ) ( NEXT>

%

DCIPS Plan Phase: Mission Goals

On this screen, an employee or rating official may copy and paste, add, update, and view information
regarding their organization’s goals and priorities. Mission Goals are provided by the parent

organization. Refer to the FAQ section for more information on Mission Goals.

HLRs may view the information.
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DCIPS
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Performance Appraisal Application (PAA)

KE MBIz CEPAAYV? KEPAAVY Mome Looout Prefererces

DCIPS PAA

Employee Information
Employee Name  Sohns, Lois CPMS P
P> Show Empla Datails

M2 RepotisFoms

Transfer o Rating Official )| Track Progress ) Retum to Main Page

L PN LR e Performance Objectives.

Performance Elements

Approvals &

Need Help?
the it of Rec age
Add Performance Objective
Objective Title Stat Act Delete
e Z -8
Q-© MEWPwe W - Jid W B

S‘% Performance Appraisal Application (PAA)

KEMBiz LEPAAVZ KEPAAVY Mome oot Prefeserces

DCIPS PAA

Employee Information

PrShow Employee Details

DCIPS Plan Phase:

Employee Name  Sohns, Lois CPMS P

M RepotsFoms
N LTI Performance Objectives.
Part

Parforman
Performan

Transfer o Rating Ofcial }_Track Proaress ) Retum 1o Main Page

ICE MyBiz | ICE PAAVD | ICE PAAVE | Home | Logout | Preferences

Performance Elerments | Approvals &,

Need Help?
a ings can onl; Dbject A ed | P k i

te the luat
Add Performance Objective
* Performance Objective Title Status Action Delete

Performance Objective 1 Title HEW i pcatel} |
ce Objective 2 Title MEW (Update ) |
ce Objective 3 Title NEW | Update ) ]

<PREVIOUS | ( NEXT>

Performance Objectives

From this screen, an employee or rating official may add, delete, update, and view a performance

objective.

HLRs may view performance objectives. They cannot change performance objectives.

Note: A performance plan must be created with at least three (3) performance objectives or the DCIPS
PAA does not allow the plan to be complete. The screen shot on the right above depicts what the
Performance Objective screen should look like after the performance objectives are created.

Guide to Navigating the Defense Civilian Intelligence Personnel System Performance Appraisal Application (Version 1)

Page 13



DCIPS
S 4

0O NEGLLeE s R

#EDCIPS Performance Appraisal Application (PAA)

ICE WivBiz ICEPA® Y2 ICEPAAYVI Home Logout Prefersnces

Create/Update Performance Objectives

* |ndicates required fisld (Bave Save and Add Another Perfarmance Objective Save and Return to Performance Ohbjectives Tab )
[eed Help?

Performance Objective 1

Number

* Performance Objective  [Parformance Objective 1 Title

Title

* Start Date pi-cetz2E | [

(example: 20-Nov-2008)
Performance Objective MEW
Status

Date Last Modified

If you need help in writing performance objectives, go to the iSuccess training course,

Insert Performance Objective 1 here. | ﬂ
El
{Limit to 1000 characters) Counter |37

(gave_ Save and Add Another Perfarmance Objective Save and Refur to Performance Ohjectives Tab )
ICE MyBiz | ICE PAAYD | ICE PAAYS | Home | Logout | Preferences

\SSIFIED/FOUD

DCIPS Plan Phase: Performance Objective Create/Update

From this screen, an employee or rating official assigns a title to the performance objective and copy
and paste, add, or update the objective.

Note: Once a performance objective is approved only a rating official can delete or edit it. Also, it is
important to assign a meaningful title. Performance objectives will not save without a title.

The performance objective number auto-populates. Once done, the employee or rating official may do
any of the following:
e Select “Save” periodically to save the performance objective and continue.
e Select “Save and Add another Performance Objective” to save and begin another performance
objective.
e Select “Save and Return to Performance Objectives Tab.”

Remember, to initiate an action one must have ownership of the performance plan.

HLRs can view performance objectives. If a correction is required, it must be returned to the rating
official to complete the action. Refer to the step-by-step section for instruction details.
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ﬁ‘% Performance Appraisal Application (PAA)

ICE MyBiz |CEPAAY2 ICEPAAY3 Home Locout Preferences

DCIPS PAA

( Transferto Rating Official ) Track Progress ) Return to Main Page
Employee Information
Emplayee Mame  Sohns, Lois CPMS P
P>Show Employee Details

m ReportsiForms
Plan Details | Mission Goals | Performance Objectives rformance Element: Appravals & Acknowledaments

Performance Elements

bleed Help?
Status Code Descriptor
Accountability for - Defense Intelligence employees are expected to take responsibility for their waork, setting and/or meeting priorities, and organizing and utilizing time and resources efficiently and effectively
Results to achieve the desired results, consistent with their organization’s goals and ohjectives. In addition, IC supervisors and managers are expected to use these same skills to accept
responsibility for and achieve results through the actions and contributions of their subordinates and their organization as a whaole
Communication Defense Intelligence employees are expected to effectively comprehend and convey information with and from others in writing, reading, listening, and verbal and non-verbal action.

Employees are expected to use a variety of media in communicating and making presentations approptiate to the audience. [n addition, IC supervisors and managers are expected to use
effective communication skills to build cohesive work teams, develop individual skills, and improve performance.

Critical Thinking Defense Inteligence employees are expectad to use logic, analysis, synthesis, creativity, judgment, and systematic approaches to gather, evaluate and use multiple sources of
infarmation to inform decigions and outcomee. In addition, IC supervisars and managers are expected to establish a work environment where employees feel free to engage in open, candid
exchanges of infarmation and diverse points of view.

Engagement and Defenge Intelligence employees have a respongibility to provide information and knowledge to achieve results. They are expected to recognize, value, build, and leverage organizationally

Collaboration appropriate diverse collaborative networks of coworkers, peers, customers, stakeholders, and teams within an organization andfor across the Defense Intelligence Components and the €
In addition, Defense Intelligence superigors and managers are expected to create an ervironment that promotes , collabaration, integration, and the sharing of information and
knowledge

Personal Leadership Defense Intelligence employees are expected to demonstrate personal initiative and innovation, as well ag integrity, honesty, opennese, and respect for diversity in their dealings with

and Integrity coworkers, peers, customers, stakeholders, teams, and collaborative networks across the IC. Defense Intelligence employees also are expected to dermonstrate core organizational, DoD

and IC valueg, including selfless service, a commitment to excellence, and the courage and conviction to express their profeseional views
Technical Expertise Defense Inteligence employees are expected to acquire and apply knowledge, subject matter expertise, tradecraft, andfor technical campetency necessary to achieve results:

=PREVIOUS | | NEXT=

ICE MyBiz | ICE PAAYZ | ICE PAAYS | Home | Logout | Preferences

DCIPS Plan Phase: Performance Elements

This screen identifies the mandatory performance elements. There is no action to be taken on this
screen.

Note: There are unique performance elements for supervisory employees. Refer to the FAQ section
for details.
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Jid T

DCIPS . P
‘,‘—s Performance Appraisal Application (PAA) "

KEPAAVZ KEPAAV) tome \sons Prefercnces

DCIPS PAA

Employee Information
Employes Name  Soh
B Show Employes Dt

Lois CPMS P

| Tranferto Rating Offical ) Iimk Progress )( Retum to Main Page )
| —t

L RevorsForms

Plan Details | Mission Goals | Performance Objectives

Approvals & Acknowledgments

| Details | Hide Al Detsils
Tasks

Performance Elerments

( Transferto Rating Official )i

' hoprovals & i

Need Help?

Status. Action

C-O - HAWLke B s Il ]

DCIPS . . e
{—g Performance Appraisal Application (PAA) KEMB KEPAAVD KEPARVY ome Lommt Preterences

| Teansfer to Employee hackmums)ﬂewmlouampau)
| S—

DCIPS PAA

Employee Information
Employee Name  Sohs, Lais CPMIS P
Show Emplovee Delails

A Revorisroms

Plan Delails | Wission Goals

( Transfer to Employee [

| Performance Elements TT e r Y

Performance Objectives

Approvals & Acknowledgments.
Meed Hel
Show All Details | Hide 1 Details
Tasks Status Action
tep 1: Rating Oficial - Request ar Document Higher Level Reviewsr Mot Started Start
<PREVIOUS )

ICE MyBiz | ICE PAA VD | ICE PAAVG | Home | Logowt | Preferances
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DCIPS Plan Phase: Approvals and Acknowledgments
From this screen, the approval and acknowledgement process is completed.

If the plan was created by the employee, he or she may use the “Approvals & Acknowledgment” tab to
forward the plan to his or her rating official for review. This is accomplished by selecting the
“Transfer to Rating Official” button at top right. Once the rating official has reviewed and is satisfied
with the performance plan, he or she will initiate the HLR review and approval process.

If the plan was created by the rating official, he or she may use the “Approvals & Acknowledgements”
tab to forward the plan to the employee. This is accomplished by selecting the “Transfer to Employee”
button at top right. When the employee has completed his or her review, he or she transfers the
performance plan to the rating official. Once the rating official has reviewed and is satisfied with the
performance objectives he or she will initiate the HLR review and approval process.

The performance plan is available in view mode only, unless one has ownership. The completion of the
performance plan approval process ends when the employee completes the “Acknowledgement” step.

Note: The “Approvals & Acknowledgements” process must be completed for each phase of the
performance management cycle. Refer to the step-by-step sections later in this Guide for specific
instructions.
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OCIPS PAA
Toswter 1 Gmgloves ) Tosch Pragress ) Rehen 1o Pige

To— Hher Lovel Revrmer

a1 Lot Resrns

Option A - Transfer to the Higher Level Reviewer {HLR) inthe PAA.
Name Title
Bahr, Preston Q Rating Official OEth n A
Jasionowski, ARDCIPSArgentina J Higher Level Reviewer
@ TIP Please select new HLR from list of values, if required.

Change Higher Level Reviewer |Jasionuw3ki. ARDCIPSArgentina J ,,5?

Message to Higher Level Reviewer

The recipient does not have an e-mail address on file. You can choose a different Higher Level Reviewer, Transfer to Higher Level Reviewer without E-mail
Notification, or use Option B to manually document the Higher Level Review.

(Cancel ) ( Transfer to Higher Level Reviewer without E-mail Notification )

Option B - Document the higher level review has taken place by entering the following information: O tio n B
Review Date l Approver IJasiunowski, ARDCIPSArgentina J ,,,{ —L

Method of Review I 'I Other Cancel ) [ Save
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DCIPS PLAN Phase: Approvals and Acknowledgements, Higher Level
Reviewer (HLR) Approval

The rating official routes the performance plan for approvals and acknowledgments. It starts with HLR
approval. The rating official has two options to document HLR approval.

« Option A allows the rating official to transfer the performance plan to the HLR for review and
approval by selecting the “Transfer to Higher Level Reviewer without E-mail Notification”
button. Selecting this option will direct the user back to the PAA Main Page. The HLR is
required to select the “Approvals & Acknowledgements” tab to complete the cycle by
approving the plan and transferring it back to the rating official.

Note: If the HLR does not have an e-mail address identified in the DCIPS PAA, the only option
available is to “Transfer to Higher Level Reviewer without E-mail Notification.”

Note: This option also includes another opportunity to change the HLR. If selected, the rating official
is directed back to the Setup Details screen to carry out the change.

« Option B allows the rating official to document that HLR approval by entering the “Review
Date” and “Method of Review.”
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————— "] DCIPS PLAN Phase —
f._-# Performance Appralsal Application (PAA) A

Approvals and
Acknowledgements —
Rating Official
Communication with

s v - o Emp lo yee
L
La
L3

DCPS PAA

e = i s

e | Partof the performance plan

e i | i | s approval process includes the
requirement for the rating official to
discuss the approved performance
plan with the employee. This
discussion must be documented

within the DCIPS PAA.

To document communication with
the employee, the rating official

selects \_Start ) in Step 3 and then
enters the “Communication Date”
and “Communication Method.”

C-ro- NN e -1 y---

f% Performance Appraisal Application (PAA)

DCPS PAA

s v sz

31 Arkrawiedgerant | S and 9ot e 1

Communication Date |20-Nw-2|]08 =

Communication Method -
Other |
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Q- £ 1)
3‘ DCIFE .. formance Appralsal Application ’
T T
| urcuissninecus
Q-0 = F0, I
3 EEIES performance Apprabsal Application (PAA) ’
T T
v
Acknowledgment |Ack by Other Method '|
Other |Face-to-face
Date [IIENE |3
| urcuissninecus

DCIPS PLAN Phase — Approvals
and Acknowledgements —
Employee Acknowledgement

Once the communication with the employee
is documented, the employee acknowledges
that the Performance plan was shared with
him or her. This acknowledgement may be
completed one of two ways:

Option 1: “Save and Transfer to Employee
for Acknowledgement.”

Option 2: “Save and go to Step 4.”

If Option 1 is selected, the rating official can
announce the transfer with an e-mail
notification, and is automatically directed to
the e-mail notification screen. See the next
page for pertinent information on transferring
plans and e-mail notification. The employee
must then access their plan and proceed to the
“Approvals & Acknowledgements” tab to
complete the acknowledgment process.

If Option 2 is selected, select | Start ) in Step
4, complete the information and select
“Save.” This choice is illustrated on the left.
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5‘% Performance Appraisal Application (PAA)

ICE WivBiz ICEPA® Y2 ICEPAAYVI Home Logout Prefersnces

Rating Official Notification to Employee - Sohns, Lois CPMS P

Message To Employee

message

(Cancel ) | Transferto Employes without E-mail Notification ) ( Transfer to Employee with E-mail Notification

Meed Help?

This screen provides space for you to send your employee @ message regarding his or her Performance Plan. After wiiting the message, select the Transfer to Employee with E-mail MNotification' button to send the

Please go to the Performance Appraisal Application and select the Approvals and Acknowledgments
itab located under the Plan tab and complete Step 4. Once you have acknowledged, a copy of the
Performance Evaluation will be available in the Completed Plans/Appraisals area of the Performance
\Appraisal Application Main Page,

privacy act information in your e-mail

||

| |

Motice: You are about to contact Sohns, Lois CPMS P by e-mail. Due to the unencrypted nature of this e-mail communication, please do not include any non-public infarmation such as social security numbers or

Cancel | | Transfer to Employee without E-mail Nofifieation ) | Transfer fo Employee with E-mail Notification )

ICE MyBiz | ICE PAAYVZ | ICE PAAYS | Home | Logout | Preferences

DCIPS PLAN Phase: Approvals and Acknowledgements — Transferring

Plans and E-mail Notification

The e-mail notification page is dynamic, meaning it contains an auto-populated message based on the
role and the initiating action. The message may be edited. Anytime a plan is transferred, the transfer

page appears. Complete the information and select the appropriate button.

Note: E-mail notification is only available if there is an e-mail address registered within DCIPS PAA.

Refer to the FAQ section for information on inserting and updating e-mail information into the

DCIPS PAA tool.
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5‘% Performance Appraisal Application (PAA)

ICE WivBiz ICEPA® Y2 ICEPAAYVI Home Logout Prefersnces

DCIPS PAA

( Transfer to Employee )| Track Progress )| Return to Main Page )

Employee Information
Employee Name  Sohns, Lois CPMS P
B> Show Employee Details

m Midpoint Review ~ Performance Evaluation | Reports/Forms |

Plan Details . Mission Goals |\ Performance Objectivas | Performance Elements @1 GTEIEER T G LTI ERT BN ES

Approvals & Acknowledgments

Show All Details | Hide All Details
Details Tasks

P Show Step 10 F
B Show
B> Show
P>Show Step 4: Rating Official - Docur

T Status Action

ICE MyBiz | ICE PAAYZ | ICE PAAYS | Home | L Stat“s

[leed Help?

( <=PREVIOUS )

DCIPS PLAN Phase: Approvals and Acknowledgements — Plan Approval

The performance plan is “Approved” when each row under the “Status” column displays “Completed.”

The plan status and the current DCIPS PAA status on the PAA Main Page now read “Approved” and
“Plan Approved” respectively. Also, the performance plan approval date under the Plan Details tab

automatically populates with the date the approval process was completed.
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@ Performance Appralsal Appllcation (PAA)
Versien 38

Performance Appraisal Application Main Page

{Retneve

Reports/Farms
Change RO and/or HLR
Track Progress

RO EOIE LA S ¢

@ erformance Appralsal Applieation (PAA)
Versien 38

Performance Appraisal Application Main Page

Action

) Update -]l

DCIPS Plan Phase — Changes
to a Performance Plan

Once the performance plan is approved,
only a rating official may edit information
associated with establishing the
performance plan, including performance
objectives.

For a rating official to make changes, he
or she must have ownership of the
performance plan. To determine
ownership of a performance plan, from
the PAA Main Page, identify the status in
the action column. If it reads “Update”
the rating official has ownership. If it
reads “View,” the rating official needs to
complete the following steps to retrieve
the performance plan and ownership:

e Select “Retrieve” from the drop-

down list in the Action column.
e Select “Go.”

Retrieve v (G0
Once the rating official has ownership, the
action drop-down selection changes to
“Update:”

e Select “Update” from the drop-

down list in the Action column.
e Select “Go.”
Update w|(Go)

Refer to the step-by-step section later in
the Guide for instructions on changing
performance objectives.
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Empioyes
Perfoarmance Appralsal Application Maln Page

Employee

Q-0 (ATl ] -

@ Performance Appralsal Appllcation (PAA)
»

Versien 3,

Rating OfficisliHigher Level Revieser
Perfoarmance Appralsal Application Maln Page

Rating official/HLR

DCIPS Midpoint Review - PAA
Main Page

To create, update, or view a midpoint
review, employees or rating officials
select the appropriate action in the Action
Column and select “Go.”

To carry out actions, the initiator must
have ownership of the performance plan.
To determine ownership, identify the
status in the action column of the PAA
Main Page. If it reads “Update” initiator
has ownership. If it reads “View,” the
initiator must retrieve the plan to continue.
Refer to the DCIPS Plan Phase: Changes
to a Performance Plan section on page 25
for details on retrieving a plan.

After selecting the “Go” link, the user is
directed to the “Plan Details.” Select the
“Midpoint Review” tab to view available
options.

An employee completes a midpoint
employee self-assessment. A rating
official completes a midpoint rating
official assessment on his or her
employees. Midpoint reviews are named
as such because they are required at the
midpoint of the performance cycle.

Note: The midpoint review is the only
type of evaluation where HLR approval is
optional. If the Component requires HLR
approval, complete the appropriate
approval steps. DCIPS Policy, Volume
2011, gives discretion to the individual
Component (service or agency) to
determine if HLR review is required in the
midpoint review process.
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{g_g Performance Appraisal Application (PAA)

ICE MyBiz ICEPAA Y2 |CEPAAYVS Home Logout Preferences

DCIPS PAA

Employee Information
Employee Mame  Sohns, Lois CPMS P
B Show Employee Details

Mﬂ\anEViEW Performance Evaluation ReportsForms

|_Transferto Employee ) Track Progress ), Return to Main Page

CETDEETEI Mizsion Goals Performance Ohjectives Performance Elements Approvals & Acknowledaments

Plan Details

Change Rating Official and/or Higher Level Reviewer )

Appraisal Type |Annual Appraisal - DCIPS j Performance Plan Approval Date  20-Nov-2008
Appraisal Period Start Date  01-0¢1-2008 Plan Last Modifed - 20-Nov-2008
Appraisal Period End Date  30-Sep-2009 Created By Sohns, Lois CPMS P
Appraisal Effective Date
Rating Official Mame  Bahr, Preston G
Higher Level Reviewsr Jasionowski, ARDCIPSArgentina J

ICE MyBiz | ICE PAAY2 | ICEPAAYS | Home | Logout | Preferences

Meed Help?

MNEXT=

DCIPS Midpoint Review Phase — Plan Details

From this screen, the employee and rating official may review the performance plan information.

Ownership determines who can update the information. The performance plan approval date must be
populated. If it is not populated, the user cannot initiate midpoint review actions and will not see the
Midpoint Review tab. If the plan approval date is not populated, it is an indication that the plan approval

process has not been completed. Check the plan status on the main page and the steps under the

“Approvals & Acknowledgements” sub tab under the plan primary tab.

To initiate midpoint review actions, select the tab or the next link.
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s‘% Performance Appraisal Application (PAA)

ICE MyBiz ICEPAA Y2 ICEPAAYVS Home Logout Preferences

DCIPS PAA

Employee Information
Ermplayee Name  Sohns, Lois CPMS P
B>Show Employee Details

(MELR' Midpoint Review Performance Evaluation

Reports/Forme

( Transfer to Rating Official )| Track Progrese )| Returnio Main Page

Midpoint Review

@ TIP Midpoint Reviews are a review of an employee's performance which typically occurs midway through the perfarmance cycle. (Mote: Mot a Closeout Assessment or Performance Evaluation)

Status C ication Date C ion Method Employee Ack Date

Number Created By Creation Date  Higher Level Review Date

Mo results found.

ICE MyBiz | ICE PAAYZ | ICE PAAYS | Home | Logout | Preferences

[ieed Help?

Create Midpoint Review

Action Delete

DCIPS Midpoint Review: Midpoint Review

The Midpoint Review tab allows the employee and rating official to create, update, approve, and
acknowledge midpoint review actions. Midpoint reviews are conducted to assess an employee’s
performance, typically at the midterm in the performance cycle. The midpoint review is the only

evaluation type that does not include ratings.

An employee and rating official may complete their assessments for the midpoint review anytime after

the performance plan is approved and the status of plan action reads “complete.”

To create a midpoint review select' Sr&ate Midpoint Review )
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{% Performance Appraisal Application (PAA)

ICE MyBiz ICEPAAY2 ICEPAAWS Home Logout Pr

Employee Information

Employee Name  Sohns, Lois CPMS P
B=Show Employes Details

Midpoint Review Information

Midpoint Review Initiator - Sohns, Lois CPMS P WMidpaint Review Number
Midpoint Review Status  Initiated

e T e Perfarmance Element Assessments | Approval

|_Return To Midpaint Reviews

Performance Objective Assessments

Performance Objectives

Select Number Performance Objective Title Status
(o} 1 Performance Objective 1 Title (UPDATED) APPROVED
s} 2 Performance Objective 2 Title (UPDATED) APPROVED
C 3 Performance Objective 3 Title (UPDATED) APPROWED

Performance Objective
Insert Performance Objective 1 here. (UPDATED) j

Employee Self Assessment
Enter Employee Self Assessment here =

i
(Limt ta 2000 characters) Counter |38
Rating Official Assessment

hleed Help?

DCIPS Midpoint Review-Performance Objective Assessments

From this screen, an employee and rating official may copy and paste or type assessment information.

Select the performance element and go to either the Self-Assessment or Rating Official Assessment text
box. To navigate from one performance element to another, use the radio button next to each element.

Complete this process until all performance objectives are assessed.
When done, select the “Performance Elements Assessments” sub-tab to continue.

HLRs may view the information if HLR approval is required.
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~— " { DCIPS Midpoint Review —
R, Performance Elements
Assessments

From this screen, an employee and rating
official may copy and paste or type
assessment information.

Select the performance element and go to
either the Self-Assessment or Rating
Official Assessment text box to record an
assessment. Complete this process until all
performance elements are assessed. When
done, select the “Save and Return to Top of
Page” button. If the plan needs to be
transferred to the rating official the
employee selects “Return to Midpoint

Employee

Reviews” and can initiate the transfer from

the that page. Rating officials, when done,

can proceed directly to the “Approvals &
T — ——————"7]  Acknowledgements” tab.

s btates Subens Lok CPUES P Mhparn oo tssbtr |
-

e ot enesareres YRR

Rating Official/HLR
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Rating Official/HLR

DCIPS Midpoint Review Phase —
Approvals and
Acknowledgments

Rating officials initiate the approvals and
acknowledgments process by selecting the

appropriate '_Start) button under step 1 or
step 3.

Note: Although this tab is called by
different names on the employee and rating
official screens, “Approval” and “Approvals
& Acknowledgments,” respectively, the
screens themselves display the same
information.

The process and functionality for the
midpoint review “Approvals &
Acknowledgments” is the same process for
approving and acknowledging a
performance plan. For more information,
refer to the DCIPS Performance Plan -
Approvals and Acknowledgements
section.
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.....

Empdoyes
Perfoarmance Appralsal Application Maln Page

Employee

L+ B+ ESOUE ElPab v < iSier B Bl -
a Performance Appralsal Appllcation (PAA)
»

Versien 3,

Performance Appraisal Application Main Page

Rating official/HLR

DCIPS Performance Evaluation
Phase — PAA Main Page

To create, update, or view a performance
evaluation, an employee and rating official
selects the appropriate action in the Action
column and select “Go.”

To carry out actions, the initiator must have
ownership of the performance plan. To
determine ownership, identify the status in
the action column of the PAA Main Page.
If it reads “Update” the initiator has
ownership. If it reads “View,” the initiator
must retrieve the plan to continue. Refer to
the DCIPS Plan Phase — Changes to a
Performance Plan section for details on
retrieving a plan.

Employees: Complete their self-
assessment.

Rating officials: Complete their evaluation
and ratings.

Higher level reviewers: Review and
approve the performance evaluation.

After selecting the “Go” link, an employee
and rating official will be directed to the
“Plan Details” screen to select the
evaluation type.
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5‘% Performance Appraisal Application (PAA)

ICE MyBiz |CEPAAYD ICEPALYE Home Logout Preferences

DCIPS PAA

Transter fo Raling Official )| Track Progress J_Return to Main Page
Employee Information
Employee Name Renell, Bonny
B Show Ermployes Details

Mﬂml Resiew | Performance Evaluation | Reports/Forms

GELEEIEE  Mission Goals |« Performance Objectives | Perfarmance Elements Appravals & Acknowledaments

Plan Details

Meed Help?
Change Rating Official andror Higher Level Reviewer )

Appraisal Type | Annual Appraisal - DCIPS j Perfarrmance Plan Approval Date  12-Nov-2008
Appraisal Period Start Date Plan Last Modified 18-Nov-2008
Appraisal Period End Date ST e TR Crested By Renell, Bonny

Appraisal Effectiva Date | Closeout - Early Annual - DCIPS
Rating Official Name [Closeout - DCIPS
Higher Level Reviewer Jasionowski, ARDCIPSArgentina J

NEXT=

ICE MyBiz | [CE PAAYD | ICE PAAYS | Home | Logout | Preferences

SSIFIEDFOUC

DCIPS Performance Evaluation: Selecting Evaluation Type

There are three types of performance evaluations to select from the drop-down list associated with the
“Appraisal Type” field. Each type requires assessment and rating. They are:

e Annual Appraisal - DCIPS
e Closeout — Early Annual - DCIPS
e Closeout - DCIPS

The wording used by the DCIPS PAA for these selections differs from other usages. Annual Appraisal —
DCIPS equates to the annual performance evaluation. Closeout — Early Annual — DCIPS and Closeout —
DCIPS refer to the two special “off-cycle” evaluations. The Annual Appraisal — DCIPS option is
discussed in this section. The other options are discussed in the DCIPS Closeout section.

An employee and rating official select “Annual Appraisal — DCIPS” from the drop-down menu adjacent to
the “Appraisal Type” field from the Plan Details tab. They then select the Performance Evaluation tab to
continue and complete actions associated with the DCIPS Performance Evaluation.
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DCIPS Performance
Evaluation Phase —
Performance Objectives
Assessments

From this screen, an employee and rating
official may copy and paste or type
assessment information.

Select the performance objective and go
to either the Self-Assessment or Rating
Official Assessment text box.

Complete this process until all
performance objectives are assessed.

When done, select the “Performance
Elements Assessments” sub-tab to
continue.

HLRs may view the information.

Note: Under My Biz access, an employee
does not see rating information until the
Reviewing Official/HLR approves it and
it is communicated to them by the Rating
Official. At that point, the employee can
see the final evaluation of record.
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DCIPS Performance
Evaluation Phase —
Performance Element
Assessments

From this screen, an employee and rating
official may copy and paste or type
assessment information.

Select the performance objective and go
to either the Self-Assessment or Rating
Official Assessment text box.

Complete this process until all
performance elements are assessed.
e When done, select the “Save and
Return to Top of Page” button.
e Select the “Return to Main Page”
button.
o Select the “Transfer” button or the
“Approvals &
Bl s Acknowledgements” tab to
| e e ma e continue.

HLRs may view the information.

Note: Under My Biz access, an employee
does not see rating information until the
Reviewing Official/HLR approves it and
it is communicated to them by the Rating
Official. At that point, the employee can
see the final evaluation of record.
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ICE MyBiz ICEPAA'YZ ICEPAA YIS Home Logowt Prefersnces

DCIPS PAA
Track Progress ) Return fo Main Page
Employee Information

Employee Mame Renell, Bonny
B Show Employes Details

Plan Micpaint Review PefnrmanceEvalualmn Other Assessments ReportsiForms

Ferfarmance Objective Assessments Ferformance ElementAssessments  SEETINEIEAECIETN Approvals & Acknowledgments

Peformance Evaluation

Ileed Help?
Appraisal Type | Annual Appraisal - DCIPS Appraisal Period Start Date 01-0¢1-2008
Appraisal Period End Date  [30-Sep-2009 Appraisal Effective Date  30-0ct-2008
Performance Objective Ratings
Number Performance Objective Title Status Rating
1 Intelligence Reporting APPROV{Objectives) 3
2 Intelligence Analysis APPROVED 4
3 Budget Reconciliation APPROVED 3
Performance Elements
Number Performance Element Title Rating
1 Accountability for Results 4
2 Communication 3
3 Critical Thinking 4
4 Engagement and Collaboration 4
a Personal Leadership and Integrity 2
1

B Technical Expertise

Performance Evaluation of Record
Objective Rating 3.3 Final Rating 3.4
Perfarmance Elernent Rating 3.5

ICE MyBiz | ICE PAAND | JICE PAANVS | Home | Logout | Preferences

DCIPS Performance Evaluation Phase: Performance Evaluation

This is strictly an informational screen. No actions are carried out from this screen. Only a rating official
and HLR see rating information during the evaluation process. Under My Biz access, an employee does
not see rating information until the Performance Management Performance Review Authority (PRA)
reviews it and action is taken in the DCIPS PAA to release it. At that point, the employee can see the
final rating of record.

To complete the Performance Evaluation process, select the “Approvals & Acknowledgements” tab.

Guide to Navigating the Defense Civilian Intelligence Personnel System Performance Appraisal Application (Version 1) Page 35



DCIPS

'_—‘—————_—-—-.______
N A Y L A 1 W -
O'J'Iﬂlﬁ‘.-d/ DJ.’{_‘-“ iz - JE w -5
f% Performance Appraisal Application (PAA)
ICEMyBiz |CEPASWZ ICEPAS W3 Home Logowt P
DCIPS PAA
TFQDKP?’EQVQSS) Return ta Main PQQE‘l
Employee Information

Employee Mame  Renell, Bonny
B Show Employee Details

Plan Micipoint Review Perfnlmam:e Evaluation Other Assessments ReportsiForms
Performance Objective Assessments U= P Ll Approvals & Acknowledgments:

Performance Element Assessments

Approvals & Acknowledgments

[leed Help?
Show All Details | Hide All Details
Details Tasks Status Action
B Show

ICE MyBiz | ICE PAAWD | ICE PAANS | Home | Logowt | Preferences

DCIPS Performance Evaluation Phase: Approvals and Acknowledgements

Rating officials initiate the Approvals and Acknowledgments process by selecting the |_Start) putton under
step 1.

The process and functionality for Performance Evaluation “Approvals & Acknowledgments” are the same

for approving and acknowledging a performance plan. For more information, refer to the DCIPS
Performance Plan- Approvals and Acknowledgements section.

Guide to Navigating the Defense Civilian Intelligence Personnel System Performance Appraisal Application (Version 1)

Page 36



5‘ DCIPS

Employee

Co nEn ] ¢

@ Performance Appralsal Application (PAA)
Vervien 30

Performance Appraisal Application Main Page

Rating official/HLR

DCIPS Closeout — PAA Main
Page

To create, update, or view a DCIPS closeout,
an employee and rating official select the
appropriate action in the Action column and
select “Go.”

Closeouts are special types of performance
evaluations. There are two types of closeouts:
1. Closeout
2. Closeout Early Annual

The determining factor regarding which type
of closeout to select depends upon when in
the cycle the action occurs. During the
standard DCIPS rating cycle (01 Oct — 30
Sep), closeout will take place between 01
January and 30 June each year. Closeout —
Early Annual will take place between 01 July
and 30 September.

To carry out actions, the initiator must have
ownership of the performance plan. To
determine ownership, identify the status in the
action column of the PAA Main Page. If it
reads “Update” the initiator has ownership. If
it reads “View,” the initiator must retrieve the
plan to continue. Refer to the DCIPS Plan
Phase — Changes to a Performance Plan
section for details on retrieving a plan.

Employees: Complete their self-assessment.

Rating officials: Complete their evaluation
and ratings.

Higher level reviewers: Review and approve
the closeout.

After selecting the “Go” link, an employee
and rating official will be directed to the
“Plan Details” screen to select the evaluation

type.
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ICEMyBiz ICEPAAY2 ICEPAA WS Home Logout Pr

DCIPS PAA
(Transfer o Rafing Official ) Track Pragress )| Return lo Main Page
Employee Information
Employee Mame  Renell, Bonny
B> Show Emplayee Details

MmmRawaw Performance Evaluation | RepansiFarms

Plan Details Mission Goals Ferformance Objectives Performance Elements Approvals & Acknowledgments

Plan Details
heed Help?

Change Rating Official andfar Higher Level Reviewar

Appraisal Type  |Annual Appraisal - DCIPS j Perfarmance Plan Approval Date  12-Nov-2008
Appraisal Period Start Date Plan Last Modified  18-Nov-2008
Appraisal Period End Date (O e TGRS Created By Renell, Bonny
Appraisal Effective Data | Closeout - Early Annual - DCIPS
Rating Official Mame [Closeout - DCIPS
Higher Level Reviewer Jasionowski, ARDCIPSArgentina J

NEXT=

ICE MyBiz | ICE PAAWD | ICE PAAVS | Home | Logout | Preferences

DCIPS Closeout — Selecting Appraisal Type
There are three types of performance evaluations to select from the drop-down list associated with the
“Appraisal Type” field. Each type requires assessment and rating. They are:

e Annual Appraisal - DCIPS

e Closeout — Early Annual - DCIPS

e Closeout - DCIPS

The wording used by the DCIPS PAA for these selections differs from other usages. Annual Appraisal —
DCIPS equates to the annual performance evaluation. Closeout — Early Annual — DCIPS and Closeout —
DCIPS refer to the two special “off-cycle” evaluations. An employee and rating official select either of
the closeout options from the drop-down menu adjacent to the “Appraisal Type” field from the Plan
Details tab. The option to select is determined by when the “off-cycle” action is taking place. Refer to
the FAQ section for more information.

Select the Performance Evaluation tab to continue and complete actions associated with the DCIPS
Closeout. Once the appraisal type has been selected the process and subsequent screens are exactly the
same as for the performance evaluation section. Refer to the performance evaluation section for
screenshots.
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g‘_anclps Performance Appraisal Application (PAA)

ICE MyBiz ICEPAAY2 ICEPAAWS Home Logout Pr

Track Progress

Plan

Drafted

Reviewed by Higher Level Review - If Required

Approved

Wcknowledged by Employee

dR=

Widpoint Review

Employee - SelfAssessment

Rating Official - Assessment

Reviewed by Higher Level Review - If Required

Comraunicated to Employee by Rating Official

cknowledged by Employes

Performance Evaluation

Employee - SelfAssessment

Rating Official - Assessment

Reviewed by Higher Level Review - If Required

Comraunicated to Employee by Rating Official

ICE MyBiz | ICE PAAY2 | ICE PAAYS | Home | Logout | Preferences

(_Return to Previous
Meed Help?

Return to Previous )

DCIPS Track Progress

The Track Progress page displays the status of the performance plan throughout the cycle. From any

screen where the' Track Progress ) button is displayed at the upper right of the screen, an employee,
rating official, and HLR can select the button and check the progress of the employee’s plan.
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a Performance Appralsal Applleation (PAA)

Versien 3.8

Performance Appraisal Application Main Page

Employee

a Performance Appralsal Application (PAA}

Versien 30

Performance Appraisal Application Main Page

Rating official/HLR

DCIPS Report Forms-PAA Main
Page

In general, The PAA Main Page is the
gateway to initiate all actions within the
DCIPS PAA tool. This includes Report
Forms actions.

All users have the same functionality and
access in the Report Forms section.

After you select the “Go” link, you will be
directed to the “Plan Details” screen. From
this screen you can access the Report Forms
tab.

NOTE: The “Show Completed
Plans/Appraisals” screen is where the
snapshot reports are sent as each phase of
the rating cycle is completed (Plan,
Midpoint, and Performance Evaluation —
including closeout appraisals).
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ICE WyBiz |CEPAAYZ ICEPASYS Home Logowt Prefersnces

DCIPS HLR Appraisal View Page

Employee Information
Employee Mame Timpone, Zita |
B Show Employes Details

Other Assessments  JGENTTET IS

Flan | Midpoint Review | Performance Evaluation

(Trask Progress )(_Return to Main Page

ReportsForms

View Print Selected Sections
Selecting the "View/Print Selected Sectian(s)* button allows you to print the selected sections

7 Select/ Deselect All

Relevant Organization Mission Goals

Perfarmance Objectives Only

Performance Objectives with Midpaint Review Assessments
Performance Objectives with Closeout Assessments

Performance Objectives with Performance Evaluation Assessments
Performance Elements with Midpoint Review Assessments

oaaaan

Meed Help?

[T Performance Elements with Claseaut Assessments
[T Performance Elements with Perfarmance Evaluation Assessments
" Performance Evaluation of Record

ViewfPrint Selected Section(s)

ICE MyBiz | ICE PAAWD | ICE PAAVS | Home | Logout | Preferences

DCIPS Report Forms

From this screen, users may view or print all or parts of completed performance plans. The information is

displayed as a PDF file that may be printed or saved.

The following sections describe the specific step-by-step activities that may be completed within the

DCIPS PAA. The information is organized by user.
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Step-by-Step Employee Actions

Setting the Context

This section provides step-by-step instructions for the employee to follow in developing their performance
plan through each phase of the performance management cycle. The employee should use this section as
a guide when actually completing the steps to develop the plan and enter it into the DCIPS PAA tool.
Refer to the Overview of DCIPS PAA Activities section for a review of the system screen shots and
background information pertaining to the sequential activities for each part of the process.

Performance plan

Create My Performance Plan
1. Begin at the Performance Appraisal Application Main Page.

2. Select “Defense Civilian Intelligence Personnel System” from the “Choose a Plan Type” drop-
down menu.

Select the “Go” link to display the Create Performance Plan: Setup Details page.
4. Review the information and make any necessary changes to the default values.

Select the “Build New Plan” link or “Copy an Existing Plan.” (Copy an Existing Plan will be
available for 2009/2010 rating cycle.)

6. Select the “Next” link to continue the process or select the “Logout” link to end your session.

Add Performance Objectives
1. Begin at the Performance Appraisal Application Main Page.

2. Complete one of the following actions depending on whether you have already created your
performance plan:

Create a performance plan

o Create a performance plan by selecting “Defense Civilian Intelligence Personnel System”
from the “Choose Plan Type” drop-down menu.

o Select the “Go” link to display the Create Performance Plan: Setup Details page.
e Review and make any necessary changes to the default values.
Open an existing plan

o Select “Update” from the “Action” drop-down menu for the performance plan listed and
select the “Go” link.

3. Select the “Next” link or the Mission Goals tab to review your organization’s goals and priorities.

Note: Use this information to align your performance objectives with your organization’s goals
and priorities.

Guide to Navigating the Defense Civilian Intelligence Personnel System Performance Appraisal Application (Version 1) Page 42



5‘ DCIPS
e

Select the “Next” link or the Performance Objectives tab.

Select the “Add Performance Objective” link to create a new performance objective.
Enter the performance objective title; it should be meaningful.

Change the start date if the default value is incorrect.

Enter your draft performance objective text.

© © N o g &

Select one of the following links.
o Select “Save” periodically to save the performance objective and continue writing.

o Select “Save and Add another Performance Objective” to save and begin writing another
performance objective.

o Select “Save and Return to Performance Objectives Tab” when you are finished entering
performance objectives.

10. After you have completed adding performance objectives and selected “Save and Return to
Performance Objectives Tab,” select the “Next” link to continue with the process or select the
“Logout” link to end your session.

Delete Performance Objectives
Important Note: You may not delete an approved performance objective.
1. Begin at the Performance Appraisal Application Main Page.

2. Open an existing performance plan by selecting “Update” from the “Action” drop-down menu for
the plan listed and select the “Go” link.

Select the Performance Objectives tab to list your performance objectives.
4. Select the “Delete” icon for the performance objective you want to delete.
Select the “Next” link to continue with the process or select the “Logout” link to end your session.

Update Performance Objectives
1. Begin at the Performance Appraisal Application Main Page.

2. Open your current performance plan by selecting “Update” from the “Action” drop-down menu,
and select the “Go” link.

Select the Performance Objectives tab to list your performance objectives.
Select the “Update” link for the performance objective you want to update.
Update any of the performance objective information.
o Performance objective title
o Start date
o Performance objective text
6. Select one of the following links when your performance objective information is complete.
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o Select “Save” to save the performance objective and continue writing.

e Select “Save and Update another Performance Objective” to save and begin updating or
adding another performance objective.

o Select “Save and Return to Performance Objectives Tab” when you are finished updating
performance objectives.

7. After you have completed updating performance objectives and selected “Save and Return to
Performance Objectives Tab,” select the “Next” link to continue with the process or select the
“Logout” link to end your session.

Transfer My Performance Plan to My Rating Official

1. Begin at the Performance Appraisal Application Main Page.

2. Select “Transfer to Rating Official” from the “Action” drop-down menu for the plan listed, and
select the “Go” link.

3. Write an e-mail message to the rating official indicating that you are transferring the performance
plan.

4. Select the “Transfer to Rating Official” link at the top of the E-Mail Notification page.

Acknowledge My Performance Plan
1. Begin at the Performance Appraisal Application Main Page.

2. Open your current Performance plan by selecting “Update” from the “Action” drop-down menu,
and select the “Go” link.

Select the Approvals and Acknowledgments tab.
4. In “Step 4: Employee — Acknowledgment,” select the “Acknowledge Receipt” link.

Select the “Return to Main Page” link to continue with the process, or select the “Logout” link to
end your session.
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Midpoint Review

Create My Self-Assessment for My Midpoint Review

1.
2.
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10.
11.
12.
13.

14.

15.
16.

Begin at the Performance Appraisal Application Main Page.

Open your current Performance plan by selecting “Update” from the “Action” drop-down menu
for the plan listed, and select the “Go” link.

Note: The DCIPS PAA status is “Plan Approved.”

Select the Midpoint Reviews tab.

Select the “Create Midpoint Review” link.

Select the Performance Objective Assessments tab.

Select the radio button for the performance objective for which you want to write an assessment.
Type your self-assessment into the “Employee Self-Assessment” box.

Repeat steps 6 and 7 until each assessment is complete.

Select the Performance Elements Assessments tab.

Select the radio button for the performance element for which you want to write an assessment.
Type your self-assessment into the “Employee Self-Assessment” box.

Repeat steps 10 and 11 until each assessment is complete.

Select the “Return to Midpoint Reviews Tab” link at the top of the screen when you have
completed entering your self-assessment for all your performance objectives.

Transfer your midpoint review to your rating official by selecting the “Transfer to Rating Official”
link on the Midpoint Reviews Tab page.

Type an e-mail message to your rating official requesting a review.
Select the “Transfer to Rating Official” link at the top of the E-Mail Notification page.

Acknowledge My Completed Midpoint Review

1.
2.

Begin at the Performance Appraisal Application Main Page.

Open your current performance plan by selecting “Update” from the “Action” drop-down menu,
and select the “Go” link.

Note: The DCIPS PAA status will be “Midpoint in Progress.”

Select the Approvals and Acknowledgments tab.

In Step 4: Employee - Acknowledgment, select the “Acknowledge Receipt” link.

Select the “Return to Main Page” link to continue with the process, or select the “Logout” link to
end your session.
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Performance Evaluation

Create My Self-Assessment
1. Begin at the Performance Appraisal Application Main Page.

2. Open your current performance plan by selecting “Update” from the “Action” drop-down menu,
and select the “Go” link.

Note: The DCIPS PAA status is “Midpoint Review Completed.”

3. Select “Annual Appraisal — DCIPS” from the drop-down menu adjacent to the “Appraisal Type”
field from the Plan Details tab.

Select the Performance Evaluation tab.

Select the radio button for the performance objective for which you want to write an assessment.
Type your self-assessment into the “Employee Self-Assessment” box.

Select the Performance Elements Assessments tab.

Select the radio button for the performance element for which you want to write an assessment.

© © N o 0 &

Type your self-assessment into the “Employee Self-Assessment” box.

10. When you have completed entering your self-assessment for all your performance objectives and
performance elements you should transfer your performance evaluation to your rating official by
selecting the “Transfer to Rating Official” link at the top of the page.

11. Type an e-mail message to your rating official requesting a review.
12. Select the “Transfer to Rating Official” link at the top of the E-Mail Notification page.

Acknowledge My Completed Performance Evaluation
1. Begin at the Performance Appraisal Application Main Page.

2. Open your current performance plan by selecting “Update” from the “Action” drop-down menu,
and select the “Go” link.

3. Select “Annual Appraisal — DCIPS” from the drop-down menu adjacent to the “Appraisal Type”
field from the Plan Details tab.

Select the Performance Evaluation tab.
Select the Approvals and Acknowledgments tab.
In Step 4: Employee - Acknowledgment, select the “Acknowledge Receipt” link.
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Select the “Return to Main Page” link to continue with the process, or select the “Logout” link to
end your session.
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Closeout Assessment

Create or Update My Self- Assessment for My Closeout Assessment

1.
2.

Begin at the Performance Appraisal Application Main Page.

Open your current performance plan by selecting “Update” from the “Action” drop-down menu,
and select the “Go” link.

Note: The DCIPS PAA status is “Midpoint Review Completed.”

3.
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11.
12.

Select either “Closeout — Early Annual — DCIPS” or “Closeout — DCIPS” from the drop-down
menu adjacent to the “Appraisal Type” field from the Plan Details tab.

Select the Performance Evaluation tab.

Select the radio button for the performance objective for which you want to write an assessment.
Type your self-assessment into the “Employee Self-Assessment” box.

Select the Performance Elements Assessments tab.

Select the radio button for the performance element for which you want to write an assessment.
Type your self-assessment into the “Employee Self-Assessment” box.

. When you have completed entering your self-assessment for all your performance objectives and

performance elements you should transfer your performance evaluation to your rating official by
selecting the “Transfer to Rating official” link at the top of the page.

Type an e-mail message to your rating official requesting a review.
Select the “Transfer to Rating Official” link at the top of the E-Mail Notification page.

Acknowledge My Closeout Assessment

1.

S A

Begin at the Performance Appraisal Application Main Page. If you are already in the PAA, select
the “Return to Main Page” link at the top right of the screen.

Open your current performance plan by selecting “Update” from the “Action” drop-down menu.

Note: The DCIPS PAA status is “Midpoint Review Completed” or “Plan Approved.”

Select either “Closeout — Early Annual — DCIPS” or “Closeout — DCIPS” from the drop-down
menu adjacent to the “Appraisal Type” field from the Plan Details tab.

Select the Performance Evaluation tab.

Select the Approvals & Acknowledgments tab.

In Step 4: Employee acknowledgment, select the “Acknowledge Receipt” link.

Select the “Next” link to continue with the process, or select the “Logout” link to end your session.

Guide to Navigating the Defense Civilian Intelligence Personnel System Performance Appraisal Application (Version 1) Page 47



5‘ DCIPS
e

Step-by-Step Rating Official Actions

Setting the Context

This section provides step-by-step actions for the rating official to execute concerning the development,
progression, review, and approval of the performance plan through each phase of the performance
management cycle. The rating official should use this section as a guide when actually completing the
various steps in the Performance Review cycle. Refer to the Overview of DCIPS PAA Activities section
for a review of the system screen shots and background information pertaining to the sequential activities
for each part of the process.

Performance plan

Create an Employee’s Performance plan
1. Begin at the Performance Appraisal Application Main Page.

2. Create a new performance plan by selecting “Defense Civilian Intelligence Personnel System”
from the “Choose a Plan Type” drop-down menu, and then select the “Go” link, which will display
the Plan Details Tab page.

Review the information and make any necessary changes to the default values.
4. Select the “Build New Plan” link.
Select the “Next” link to continue the process, or select the “Logout” link to end your session.

Update Setup Details
1. Begin at the Performance Appraisal Application Main Page.

2. Complete one of the following actions depending on whether you have already created the
performance plan:

Create a performance plan

o Create a performance plan by selecting “Defense Civilian Intelligence Personnel System”
from the “Choose Plan Type” drop-down menu.

e Select the “Go” link to display the Plan Details Tab page.
e Review and make any necessary changes to the default values.
Open an existing plan
o Select the “Update” from the “Action” drop-down menu, and select the “Go” link.
e Select the Plan tab. Review the information to ensure it is correct or change it if is not.
3. If the information is not correct:
o Select the “Calendar” icon next to the date to change it. Select a new date.

o Select the “Flashlight” icon to the right of the name of the rating official or HLR if you
want to change them.
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4. Select the “Next” link to continue with the process, or select the “Logout” link to end your session.

Add Mission Goals
1. Begin at the Performance Appraisal Application Main Page.

2. Complete one of the following actions depending on whether you have already created the
performance plan:

Create a performance plan

o Create a performance plan by selecting “Defense Civilian Intelligence Personnel System
from the “Choose Plan Type” drop-down menu.

o Select the “Go” link to display the Plan Details Tab page.
e Review and make any necessary changes to the default values.
Open an existing plan
o Select the “Update” from the “Action” drop-down menu, and select the “Go” link.
3. Select the Mission Goals tab,
4. Enter your organization’s goals and priorities.
If information is not included about your organization’s goals and priorities, you are encouraged to

provide this information as it helps your employees write effective performance objectives that
align with your organization’s goals and priorities.

You may type directly into the text box or copy and paste from another document.
5. Select the “Next” link to continue with the process, or select the “Logout” link to end your session.

Add Performance Objectives
1. Begin at the Performance Appraisal Application Main Page.

2. Complete one of the following actions depending on whether you have created the performance
plan:

Create a performance plan

o Create a performance plan by selecting “Defense Civilian Intelligence Personnel System”
from the “Choose Plan Type” drop-down menu.

o Select the “Go” link to display the Plan Details Tab page.
e Review and make any necessary changes to the default values.
Open an existing plan
o Select the “Update” from the “Action” drop-down menu, and select the “Go” link.
2. Select the “Next” link or the Mission Goals tab to review your organization’s goals and priorities.
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3. Use this information to align the employee’s performance objectives with your organization’s
goals and priorities.

Select the “Next” link or the Performance Objectives tab.

Select the “Add Performance Objective” link to create a new performance objective.
Enter the performance objective title; it should be meaningful.

Change the start date if the default value is incorrect.

Enter your draft performance objective text.
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Select one of the following links.
o Select “Save” periodically to save the performance objective and continue writing.

o Select “Save and Add another Performance Objective” to save and begin writing another
performance objective.

o Select “Save and Return to Performance Objectives Tab” when you are finished entering
performance objectives.

10. After you have completed adding performance objectives and selected “Save and Return to
Performance Objectives Tab,” select the “Next” link to continue with the process, or select the
“Logout” link to end your session.

Delete Performance Objectives
1. Begin at the Performance Appraisal Application Main Page.

2. Open an employee’s existing performance plan by selecting “Update” from the “Action” drop-
down menu, and select the “Go” link.

3. Select the Plan tab to list the employee’s performance plans.

4. Select the “Update” link in the “Action” column for the selected performance plan.

5. Select the Performance Objectives tab to list the employee’s performance objectives.

6. Select the “Delete” icon for the performance objective you want to delete.

7. Select the “Next” link to continue with the process, or select the “Logout” link to end your session.
NOTE: Approved performance objectives cannot be deleted.

Update Performance Objectives
1. Begin at the Performance Appraisal Application Main Page.

2. Open an employee’s existing performance plan by selecting “Update” from the “Action” drop-
down menu, and select the “Go” link.

Select the Plan tab to list the employee’s performance plans.
4. Select the “Update” link in the “Action” column for the selected performance plan.
Select the Objectives tab to list the employee’s performance objectives.
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6. Select the “Update” link for the performance objective you want to update.
7. Update any of the performance objective information.
o Performance objective title
o Start date
o Performance objective text
8. Select one of the following links.
o Select “Save” to save the performance objective and continue writing.

e Select “Save and Update another Performance Objective” to save and begin updating or
adding another performance objective.

o Select “Save and Return to Performance Objective Tab” when you are finished updating
performance objectives.

9. After you have completed updating performance objectives and selected “Save and Return to
Performance Objectives Tab,” select the “Next” link to continue with the process, or select the
“Logout” link to end your session.

Approve Performance Objectives
1. Begin at the Performance Appraisal Application Main Page.

2. Open an employee’s existing performance plan by selecting “Update” from the “Action” drop-
down menu, and select the “Go” link.

Note: The DCIPS PAA status is “Plan in Progress.”

3. Review employee’s performance plan details and mission goals by selecting the Plan Details tab
and then the Mission Goals tab.

Select the Performance Objectives tab to list and review the employee’s performance objectives.
Select the radio button next to each performance objective to display the performance objective.
Select the Approvals and Acknowledgments tab.

N oo o s

In “Step 2: Higher Level - Review” select the “Approve” link, or enter an e-mail message to the
HLR indicating a request for review.

oo

Select the “Transfer to Employee” link at the top of the E-Mail Notification page.
9. Select the “Next” link to continue with the process, or select the “Logout” link to end your session.

Re-Approve Performance Objectives
1. Begin at the Performance Appraisal Application Main Page.
2. Open an employee’s existing performance plan by selecting “Update” from the “Action” drop-
down menu, and select the “Go” link.

Note: The DCIPS PAA status is “Plan in Progress.”

Guide to Navigating the Defense Civilian Intelligence Personnel System Performance Appraisal Application (Version 1) Page 51



5‘ DCIPS
e

3. Review employee’s performance plan details and mission goals by selecting the Plan Details tab
and then the Mission Goals tab.

Select the Performance Objectives tab to list and review the employee’s performance objectives.
Select the radio button next to each performance objective to display the performance objective.
Select the Re-Approval of Performance Objectives tab.

N oo o s

In “Step 2: Higher Level - Review” select the “Approve” link, or enter an e-mail message to the
HLR indicating a request for review.

Select the “Transfer to Employee” link at the top of the E-Mail Notification page.
Select the “Next” link to continue with the process, or select the “Logout” link to end your session.

Request or Document Higher Level Reviewer (HLR) Approval
1. Begin at the Performance Appraisal Application Main Page.

2. Open an employee’s existing performance plan by selecting “Update” from the “Action” drop-
down menu, and select the “Go” link.

Note: The DCIPS PAA status is “Plan in Progress.”
Select the Plan tab to list the employee’s performance plans.
Select the “Update” link in the “Action” column for the selected performance plan.

Select the Approvals and Acknowledgments tab.
Select the “Start” link in Step 1: Rating Official - Request or Document Higher Level Review.
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To request higher level review, choose option A.
e Change the name of the HLR, if necessary.
o Enter a notification message to the HLR.
e Select the “Transfer to HLR” link.
8. To document higher level review, choose option B.
o Enter the review date.
o Enter the method of review. If the method is “Other” complete the “Other” text field.
e Change the name of the Approver (the HLR) if necessary.
e Select the “Save” link.

9. Select the “Next” link to continue with the process, or select the “Logout” link to end your session.

Document Communication of the Performance Plan to the Employee after HLR
Approval

1. Begin at the Performance Appraisal Application Main Page.
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2. Open an employee’s existing performance plan by selecting “Update” from the “Action” drop-
down menu, and select the “Go” link.

Note: The DCIPS PAA status is “Plan Approved by HLR.”

Select the “Update” link in the “Action” column for the selected performance plan.

Select the Approvals and Acknowledgments tab.

Select the “Start” link in Step 3: Rating Official - Document Communication to the Employee.
Enter the date the communication to the employee occurred in the “Communication Date” field.
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Select the communication method from the “Communication Method” drop-down menu. If the
method is “Other” complete the “Other” text field.

8. Select the “Save and Transfer to Employee for acknowledgment” link.
9. Select the “Next” link to continue with the process, or select the “Logout” link to end your session.

Retrieve a Performance Plan or Appraisal
1. Begin at the Performance Appraisal Application Main Page.
2. Select “Retrieve” from the “Action” drop-down menu for the plan listed and select the “Go” link.
NOTE: Plans can only be retrieved if the new owner has not begun working on it.

Change the Rating Official and Higher Level Reviewer
1. Begin at the Performance Appraisal Application Main Page.

2. Select “Change RO and/or HLR” from the “Action” drop-down menu for the plan listed, and select
the “Go” link.

Change the rating official name or the HLR using the “Flashlight” icon.
4. Select the “Return to Main Page” link to continue with the process, or select the “Logout” link to
end your session.
Transfer to the Employee
1. Begin at the Performance Appraisal Application Main Page.

2. Select “Transfer to Employee” from the “Action” drop-down menu for the plan listed, and select
the “Go” link.

3. Write an e-mail message to the employee indicating that you are transferring the performance plan.
Select the “Transfer to Employee” link at the top of the E-Mail Notification page.

Document Employee Acknowledgment
1. Begin at the Performance Appraisal Application Main Page.

2. Open an employee’s existing performance plan by selecting “Update” from the “Action” drop-
down menu, and select the “Go” link.
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Select the Approvals and Acknowledgments tab.

>

Select the “Start” link in Step 4: Rating Official - Document Employee Acknowledgment.

o

Select the “Return to Main Page” link to continue with the process, or select the “Logout” link to
end your session.
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Midpoint Review

Create an Midpoint Review
1. Begin at the Performance Appraisal Application Main Page.

2. Open an employee’s existing performance plan by selecting “Update” from the “Action” drop-
down menu, and select the “Go” link.

Note: The DCIPS PAA status is “Plan Approved.”
Select the Midpoint Review tab.

Select the “Create Midpoint Review” link.
5. Assess your employee’s performance objectives, or select the “Logout” link to end your session.

Assess an Employee’s Performance Objectives
1. Begin at the Performance Appraisal Application Main Page.
2. Open an employee’s existing performance plan by selecting “Update” from the “Action” drop-
down menu, and select the “Go” link.
Note: The DCIPS PAA status is “Midpoint in Progress.”
Select the Midpoint Reviews tab to list the employee’s midpoint reviews.
Select the “Update” link for the selected midpoint review.
Select the Assessments tab to list the employee’s performance objectives and assessments.

IS

Select the radio button next to each performance objective to display the performance objective
and the employee’s self-assessment.

7. Enter your evaluation for each performance objective.
8. Select the “Transfer to Employee” link at the top of the screen.

Request or Document Higher Level Reviewer (HLR) Approval

NOTE: Each Component determines HLR approval of a midpoint review. If required:

1. Begin at the Performance Appraisal Application Main Page.

2. Open an employee’s existing performance plan by selecting “Update” from the “Action” drop-
down menu, and select the “Go” link.
Note: The DCIPS PAA status is “Plan in Progress.”
Select the Midpoint Review tab.
Select the “Update” link in the “Action” column.
Select the Approvals and Acknowledgments tab.
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6. Select the “Start” link in Step 1: Rating Official - Request or Document Higher Level Review.
7. To request higher level review, choose option A.

e Change the name of the HLR, if necessary.
o Enter a notification message to the HLR.
e Select the “Transfer to HLR” link.

10. To document higher level review, choose option B.

« Enter the review date.

o Enter the method of review. If the method is “Other” complete the “Other” text field.
o Change the name of the approver (the HLR) if necessary.

o Select the “Save” link.

11. Select the “Next” link to continue with the process, or select the “Logout” link to end your session.

Document Communication of the Midpoint Review to the Employee

1.
2.
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9.

Begin at the Performance Appraisal Application Main Page.

Open an employee’s existing performance plan by selecting “Update” from the “Action” drop-
down menu, and select the “Go” link.

Note: The DCIPS PAA status is “Midpoint Approved by HLR.”

Select the Mid-point Reviews tab to list the employee’s midpoint reviews.

Select the “Update” link for the selected midpoint review.

Select the Approvals and Acknowledgments tab.

Select the “Start” link in Step 3: Rating Official - Document Communication to the Employee.
Enter the date the communication to the employee occurred in the “Communication Date” field.

Select the communication method from the “Communication Method” drop-down menu. If the
method is “Other” complete the “Other” text field.

Select the “Save and Transfer to Employee for acknowledgment” link.

10. Select the “Return to Main Page” link to start a new process, or select the “Logout” link to end

your session.
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Performance Evaluation

Rate an Employee’s Performance Objectives

1.
2.

10.
11.

12.
13.
14.
15.

Begin at the Performance Appraisal Application Main Page.

Open an employee’s existing performance plan by selecting “Update” from the “Action” drop-
down menu, and select the “Go” link.

Note: The DCIPS PAA status will be “Midpoint Review Completed.”

Select “Annual Appraisal — DCIPS” from the drop-down menu adjacent to the “Appraisal Type”
field from the Plan Details tab.

Select the Performance Evaluation tab to continue.
Select the Performance Objective Assessments tab to list the employee’s performance objectives.

Select the radio button next to each performance objective to display the performance objective
and the employee’s self-assessment.

Enter your evaluation, if you have not already done so.

Recommend a performance objective rating.

Repeat steps 6 through 8 until all performance objectives are evaluated and rated.

Select the Performance Element Assessments tab to list the employee’s performance elements.

Select the radio button next to each performance element to display the performance element and
the employee’s self-assessment.

Enter your evaluation, if you already have not done so.
Recommend a performance element rating.
Repeat steps 9 through 11 until all performance elements are evaluated and rated.

Select the “Performance Evaluation” tab to continue with the process, or select the “Logout” link
to end your session.

Submit a Recommended Performance Evaluation of Record

1.
2.

6.

Begin at the Performance Appraisal Application Main Page.

Open an employee’s existing performance plan by selecting “Update” from the “Action” drop-
down menu, and select the “Go” link.

Note: The DCIPS PAA status will be “Midpoint Review Completed.”

Select “Annual Appraisal — DCIPS” from the drop-down menu adjacent to the “Appraisal Type”
field from the Plan Details tab.

Select the Performance Evaluation tab to continue.
Select the Approvals and Acknowledgments tab.
In “Step 1: Rating Official - Request/Document Higher Level Review,” select the “Approve” link.
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7. Select either Option A: Transfer to the Higher Level Reviewer (HLR) in the DCIPS PAA or
Option B: Document the Higher Level Review has taken place.

8. Select the “Transfer to HLR” link for Option A or the “Save” link for Option B.
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Closeout Assessment

Complete a Closeout Assessment

1.
2.
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Begin at the Performance Appraisal Application Main Page.

Open your current performance plan by selecting “Update” from the “Action” drop-down menu,
and select the “Go” link.

Select either “Closeout — Early Annual — DCIPS” or “Closeout — DCIPS” from the drop-down
menu adjacent to the “Appraisal Type” field from the Plan Details tab.

Select the Performance Evaluation tab.

Select the Performance Objective Assessments tab.

Select the radio button for the performance objective for which you want to write an assessment.
Type your assessment into the “Rating Official Assessment” box.

Select the Performance Elements Assessments tab.

Select the radio button for the Performance Element for which you want to write an assessment.

. Type your assessment into the “Rating Official Assessment” box.
11.

When you have completed entering your self-assessment for all of your employee’s performance
objectives and performance elements you should transfer your performance evaluation to the HLR
via the Approvals and Acknowledgments tab.

Document Completion of a Closeout Assessment

1.
2.
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10.

Begin at the Performance Appraisal Application Main Page.

Open an employee’s existing performance plan by selecting “Update” from the “Action” drop-
down menu, and select the “Go” link.

Note: The DCIPS PAA status is “Closeout in Progress.”

Select either “Closeout — Early Annual — DCIPS” or “Closeout — DCIPS” from the drop-down
menu adjacent to the “Appraisal Type” field from the Plan Details tab.

Select the Performance Evaluation tab.

Select the Approvals and Acknowledgments tab.

In “Step 2: Rating Official - Document Communication to the Employee,” select the “Start” link
Enter the date the communication to the employee occurred in the “Communication Date” field.

Select the communication method from the “Communication Method” drop-down menu. If the
method is “Other” complete the “Other” text field.

Select the “Save and Transfer to Employee for acknowledgment” link.

Select the “Return to Main Page” link to continue with the process, or select the “Logout” link to
end your session.
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Step-by-Step Higher Level Reviewer (HLR) Actions

Setting the Context

This section provides step-by-step actions for the HLR to follow in conducting their review and approval
of the performance plan through each phase of the performance management cycle. The HLR should use
this section as a guide when actually completing the various steps in the Performance Review Cycle.
Refer to the Overview of DCIPS PAA Activities section for a review of the system screen shots and
background information pertaining to the sequential activities for each part of the process.

Approve a Performance plan
1. Begin at the Performance Appraisal Application Main Page.

2. Open an employee’s existing performance plan by selecting “Update” from the “Action” drop-
down menu, and select the “Go” link.

Note: The DCIPS PAA status is “Plan Pending HLR Approval.”

3. Select any of the tabs to review and information about the Performance plan: the Plan Details tab,
the Mission Goals tab, or the Performance Objectives tab.

Select the Performance Objectives tab to list and review the employee’s performance objectives.
Select the radio link next to each performance objective to display the performance objective.
Select the Approvals & Acknowledgments tab.

In “Step 2: Higher Level — Review,” select the “Approve” link.

Type an e-mail message to the rating official, indicating your approval.

Select the “Transfer to Rating Official” link.
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Return a Performance Plan to Rating Official for Correction
1. Begin at the Performance Appraisal Application Main Page.

2. Open an employee’s existing Performance plan by selecting “Update” from the “Action” drop-
down menu, and select the “Go” link.

3. Select any of the tabs to review and information about the Performance plan: the Plan Details tab,
the Mission Goals tab, the Performance Objectives tab.

4. Select the Performance Objectives tab to list the employee’s performance objectives and to
review the performance objectives.

Review the employee’s self-assessments and the rating official’s evaluations (for appraisals).
Select the Approvals and Acknowledgments tab.

In “Step 2: Higher Level — Review,” select the “Return for Change” link.

Type an e-mail message to the rating official, explaining your request for a change.

Select the “Transfer to Rating Official” link.
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Approve a Midpoint Review
Note: Each Component determines HLR approval of the midpoint review. If required,
1. Begin at the Performance Appraisal Application Main Page.

2. Open an employee’s existing performance plan by selecting “Update” from the “Action” drop-
down menu, and select the “Go” link.

Note: The DCIPS PAA status is “Midpoint Pending HLR Approval.”

3. Select any of the tabs to review and information about the Performance plan: the Plan Details tab,
the Mission Goals tab, or the Performance Objectives tab.

4. Select Midpoint Reviews tab.

Select the Performance Objectives Assessments tab to list the employee’s performance objectives
and assessments.

6. Select the radio button next to each performance objective to display the performance objective.

7. Review each performance objective focusing on the employee’s and rating official’s assessments
of the performance objectives.

8. Select the Approvals and Acknowledgments tab.

9. In*“Step 2: Higher Level — Review,” select the “Approve” link.

10. Type an e-mail message to the rating official, indicating your approval.
11. Select the “Transfer to Rating Official” link.

Return a Midpoint Review to Rating Official for Correction
1. Begin at the Performance Appraisal Application Main Page.

2. Open an employee’s existing performance plan by selecting “Update” from the “Action” drop-
down menu, and select the “Go” link.

Note: The DCIPS PAA status is “Midpoint Review Pending HLR Approval.”

3. Select any of the tabs to review and information about the Performance plan: the Plan Details tab,
the Mission Goals tab, or the Performance Objectives tab.

4. Select Midpoint Reviews tab.

Select the Performance Objectives Assessments tab to list the employee’s performance objectives
and assessments.

6. Select the radio button next to each performance objective to display the performance objective.

7. Review each performance objective focusing on the employee’s and rating official’s assessments
of the performance objectives.

8. Select the Approvals and Acknowledgments tab.
9. In “Step 2: Higher Level — Review,” select the “Return for Change” link.
10. Type an e-mail message to the rating official, explaining your request for a change.
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Review a Performance Evaluation, Including Recommended Performance
Objective Ratings

1. Begin at the Performance Appraisal Application Main Page.

2. Open an employee’s existing performance plan by selecting “Update” from the “Action” drop-
down menu, and select the “Go” link.

Note: The DCIPS PAA status is “Appraisal Pending HLR Approval.”
Select the Plan tab.

4. Select any of the tabs to review and information about the performance plan: the Plan Details tab,
the Mission Goals tab, or the Performance Objectives tab.

5. Select the Performance Evaluation tab.

6. Select the Performance Objectives Assessments tab to list the employee’s performance objectives
and recommended ratings.

7. Select the radio button next to each performance objective to display the performance objective,
the employee’s self-assessment, the rating official’s evaluation, and the performance objective
rating.

8. Select the “Next” link to continue with the process, or select the “Logout” link to end your session.

Review a Recommended Performance Evaluation of Record
1. Begin at the Performance Appraisal Application Main Page.

2. Open an employee’s existing performance plan by selecting “Update” from the “Action” drop-
down menu, and select the “Go” link.

Note: The DCIPS PAA status is “Appraisal Pending HLR Approval.”

3. Select any of the tabs to review and information about the performance plan: the Plan Details tab,
the Mission Goals tab, or the Performance Objectives tab.

Select the Performance Evaluation tab.

Select the Approvals & Acknowledgments tab.

In “Step 2: Higher Level — Review,” select the “Approve” link.
Enter an e-mail message to the rating official, indicating approval.
Select the “Transfer to Rating Official” link.

o N o g b

Return an Appraisal to Rating Official for Correction
1. Begin at the Performance Appraisal Application Main Page.

2. Open an employee’s existing performance plan by selecting “Update” from the “Action” drop-
down menu, and select the “Go” link.

Note: The DCIPS PAA status is “Appraisal Pending HLR Approval.”

Guide to Navigating the Defense Civilian Intelligence Personnel System Performance Appraisal Application (Version 1) Page 62



5‘ DCIPS
e

3. Select any of the tabs to review and information about the performance plan: the Plan Details tab,
the Mission Goals tab, or the Performance Objectives tab.

4. Select the Performance Evaluation tab.

Select the Performance Objectives Assessments tab to list the employee’s performance objectives
and recommended ratings.

6. Select the radio link next to each performance objective to display the performance objective, the
employee’s self-assessment, the Rating official’s evaluation, and the performance objective rating.

7. Select the Performance Evaluation tab.
Review the rating for each performance objective.
Review the rating for each performance element.
10. Select the Approvals & Acknowledgments tab.
11. In “Step 2: Higher Level — Review,” select the “Return for Change” link.
12. Enter an e-mail message to the rating official, explaining your request for a change.
13. Select the “Transfer to Rating Official” link.
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Glossary

Closeout —
Performance
Evaluation

A narrative description and numeric evaluation of an eligible employee’s
performance under an approved performance plan when there is a change
in the rating official/employee relationship at a point in the rating cycle
earlier than the final 90 days of that cycle. The supervisor or rating official
completes the closeout performance evaluation, which conveys
information regarding the employee’s progress toward completion of
performance objectives and performance against the performance
elements. A closeout performance evaluation is not an evaluation of
record, but shall be used to inform the rating official of employee
accomplishments and/or needed improvement for the period covered by
the evaluation.

Closeout —
Early
Annual
Performance
Evaluation

A narrative description and numeric evaluation of an eligible employee’s

performance under an approved performance plan when there is a change in
the rating official/employee relationship at a point in the rating cycle within
90 days of the end of that cycle. The supervisor or rating official completes
the closeout performance evaluation, which conveys information regarding
the employee’s progress toward completion of performance objectives and
performance against performance elements. Because this evaluation occurs
with less than a full 90 days remaining in the rating cycle, a closeout — early

annual performance evaluation is an official evaluation of record where
ratings will be used by the pay pool for performance pay decisions.

Evaluation
of Record

The summary performance rating, derived from the employee’s ratings on
his or her performance elements and performance objectives, assigned
during the annual evaluation of employee performance is used for official
purposes, including decisions on pay increases as part of the annual pay
decision process under DCIPS. The Evaluation of Record constitutes the
"official evaluation of record.”

Evaluation
Period

The annual period from creation of the employee performance plan
through completion of the annual performance evaluation and evaluation
of record. For DCIPS, the Evaluation Period covers the period 1 October
through 30 September each year.
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Midpoint The performance assessment of an employee that generally occurs halfway
Evaluation through the rating cycle. This assessment does not include the assignment
of ratings on performance objective or elements, but rather provides
feedback on progress toward successful achievement of each performance
objective and performance against each performance element. Indicators
of unsuccessful performance should be identified at this point and
addressed to encourage an overall successful rating by the employee at the
end of the rating cycle.

Minimum DCIPS policy requires that all employees have at least one 90-day period
Period of during the rating cycle where performance against performance objectives
Performance and elements is assessed. Lack of at least a 90-day evaluation will render the

employee ineligible for participation in the performance pay process at the
end of the calendar year.

Performance A standard set of behaviors for all DCIPS positions, derived from analysis

Element of the work being performed by employees that are necessary for
successful performance of that work.

Performance The written or otherwise recorded evaluation of performance and

Evaluation accomplishments rated against DCIPS performance elements and
objectives.

Performance Information that relates individual job assignments or position

Objectives responsibilities/accomplishments to performance elements, standards, and
the mission, goals, and objectives of the Component.

Performance All of the written, or otherwise recorded, performance elements, standards,

plan and objectives against which the employee’s performance shall be
measured.

Guide to Navigating the Defense Civilian Intelligence Personnel System Performance Appraisal Application (Version 1) Page 65



5‘ DCIPS
e

Performance
Review
Authority

The Performance Review Authority (PRA) is a senior executive or board
of executives within the chain of command of employees included in the
rating and pay pool processes for the organization. There are two
distinctive PRA Roles.
1. The Performance Management PRA approves ratings
decisions and confirms the rating of record.
2. The Pay Pool PRA approves the outcome of the payout
process.
In some cases, a different person or body may serve in either of these
roles. In some cases, the roles may be held by the same person or body.

In many cases, the PRA may be a pay pool manager, where pay pools are
larger and include groups of employees under multiple rating and
reviewing officials. Where pay pools are smaller, the PRA may be a single
senior executive with line management authority over a number of pay
pools, or may be a board composed of the pay pool managers for the
organization. The PRA will provide oversight of the rating and pay pool
processes to assure consistency in the application of principles and criteria,
and will resolve employee requests for reconsideration.

Rating
Official

The official in an employee’s chain of command, generally the supervisor,
responsible for conducting performance planning, managing performance
throughout the evaluation period, and preparing the end-of-year
performance evaluation on an employee.

Reviewing
Official
(HLR in the
DCIPS
PAA)

An individual in the rater’s direct chain of supervision designated by the
head of the Component to assess supervisors’ preliminary performance
ratings for consistency.
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Frequently Asked Questions (FAQS)

How Do | Register My CAC To Facilitate Access To My Biz or My Workplace?

To adhere to DoD IT security policies, the Defense Civilian Personnel Data System (including My Biz
and My Workplace) is now common access card (CAC)-enabled at most Component sites. This means
you need your CAC card and personal identification number (PIN) to access My Biz/My Workplace, in
addition to your username and password. Transition to a login process with ONLY your CAC and PIN are
under way. Currently, both your CAC/PIN and DCPDS login and password are required to access your
account. You will be notified on the Department of Defense Civilian Personnel Management Service Web
site (http://www.cpms.osd.mil/) and through your Component representatives on the timelines for
transitioning to the CAC only login.

Once the registration process is complete, HR/My Biz/My Workplace users will access their HR/My
Biz/My Workplace applications via the DCPDS Portal. If you cannot complete your registration due to
errors, contact your organization’s Help Desk (see Contact List section under the Reporting Problems on
the DCPDS Portal page).

Note: Only Component databases that have implemented the DCPDS Portal will be available for you to
access.

/3 Help Desk Contacts - Microsoft Internet Explorer M= I

B

Help Desk Contacts

Component/Agency Help Desk POC Number
Air Force psoce.sdidrandolph. af.mil Egm 333_2?21775
Army Contact your local servicing Civilian Personnel Advisory Center
DeCa hrodperssys@deca.mil
DFAS COM: 317-510-0454
oLa, HR.Selfservice@dla.mil
DoDEA FAIMS HelpDesk@mhg. dodea.edu
MNational Guard Click to access NG contacts
Mavy https: Swww, donhr.navy. mil/DCPDS/RSO Imp.asp
WHS My Biz @whs. mil _
MLADD-HR.OHEL FOESK @bz, mil

Close Window
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Begin at the DCPDS Portal page: https://compo.dcpds.cpms.osd.mil.

Note: Ensure that your Common Access Card (CAC) is inserted into your CAC reader.

Review Department of Defense (DoD) Notice and Consent Banner, and select OK to continue.

Note: After selecting OK, the DCPDS Portal page displays.

Microsoft Internet Explorer I

' DD MOTICE AMD CORSENT BAMMER.
.Y

You are accessing a L.5, Government (1J3G) Information Syskem (157 that is provided
fFor USE-authorized use only.

By using this 15 {which includes any device atkached to this 153, you consent ko the
Following conditions;

-The USG routinely intercepts and monitors communications on this 15 for purposes
including, but not limited to, penetration testing, COMSEC monitoring, network
operations and defense, personnel misconduck (PMY, law enforcement (LE), and
counterinteligence (CI investigations,

-k any kime, the 115G may inspect and seize data stored on this 15,

-Cammunicakions using, or daka skored on, this IS are nok private, are subject ko rouking
monitaring, interception, and search, and may be disclosed or used far any USG-
authorized purpose,

-This 15 includes security measures (e.0., authentication and access contraols) ko prokeck
115 inkerests--not For wour personal benefit or privacy.

-Mobwithstanding the above, using this IS does nok constibute consent to PM, LE or I
investigative searching ar monitaring of the cantent of privileged communications, or
work produck, related to personal representation or services by atborneys,
pswchotherapists, or clergy, and their assistants, Such communications and work product
are private and confidential, See User Agreement For details,
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1. Select the CAC Registration link in the CAC Access region.

2. Select your non-e-mail certificate at the Choose a Digital Certificate screen.
3. Select the OK link.

Note: Always select the non-e-mail certificate.

4. Enter your PIN and select the OK link. The DCPDS CAC Registration screen displays with your

CAC Username.

5. Enter the following in the CAC Registration region of the screen.

Social Security Number (SSN)/Local National (LN) Employee ID. (Use hyphens if applicable.)

Confirm your SSN/Local National (LN) Employee ID. (Use hyphens if applicable.)

/A Login : DCPDS Portal - Microsoft Internet Explorer

File Edi Yiew Favortes Tooks Help

Prack - () - \ﬂ @ 7:\,‘/-‘15%@ \‘;"E’Favnr\tes {‘(‘ v i - el

address |ej hitps:fcompo.dlepds.cpms.osd.mi] El B [us »|@ -

Dsmli’gcﬁ ! DCPDS Portal

Common Access Card (CAC) Access Reporting Problems CPMS Contact Information
Flrst time CAC uuuuuuuuuuuuuuuu ith newly sssss d CAC a d CAC For personnel data concerns in Department of Defense
changes must st | ot th "CAC Registration” button before "Login" “MyBiz", contact your Servicing Civilian Personnel Management Service
b ittol Human Resources Office, HR Business Information Technology
Solutions Division - HR-BITS
CAC Registration Login For technical problems with the 1400 key Boulevard, B-200

application, select the Contact List  Arlington, VA 22209-5144
far your organization's computar Email: hr-bits@cpms.osd.mil

Authorized Non-CAC Logln suppart Help Desk

Authorized Nun-CAC must select the "Non-CAC Re culs str t " butk

efol Lugm” buttan, Selact th "Reset Passwor d" button to reset y

Portal Username: |

ortal pacsward: | M MYBIZ
‘-ﬁ"“mm SELF SERVICE HR
MNon-CAC Registration | Reset Password Lagin PERSONAL INFORMATION

s e s*tMYWORKPIA( E

R ¥ SERVICE HR

Privacy Act | Accessibility | Privacy and Security Paolic
|
| €] Done: [ [ [ |8 @ tustedstes
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1. Select the Register link. After selecting the Register link, the Validating Your HR/My Biz/My
Workplace Database Information screen displays.

2. Enter your HR/My Biz/My Workplace Username.
3. Confirm your HR/My Biz/My Workplace Username.

Note: For HR users, your username will be your USERID. Include dashes and special characters as
they appear in your username.

4. Select the Submit link.

If your username is validated on only one database, you will automatically access your HR/My
Biz/My Workplace application. Select Go To Main Page link to continue.

If your username is validated on multiple databases, the Link Your Portal Account to Your HR/My
Biz/My Workplace Applications screen displays.

Choose a Database using the drop-down list.
Select Link to access the HR/My Biz/My Workplace application automatically.

If your username is not found on a database, an error message displays. Select Back to re-enter your
information.
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How Do | Log On To My Biz As An Employee?

In order to access My Biz or My Workplace, you must be common access card (CAC)-enabled. To access
My Biz, navigate to the link provided by your Human Resources Office (HRO) office. The following
login screen will display. Enter your username and password. Your servicing HRO will provide the
default user name and password.

Login

OFFICIAL U.5. GOVERNMENT SYSTEM FOR AUTHORIZED USE ONLY
*=* WARNING * * * WARNING * * * WARNING * * * WARNING ** *

Unautharized 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 use is 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 monitaring.
Privacy Act Statement

Authorities: 5 USC 301, Department Regulations; Title 5, USC Chapters 11, 13, 29, 31, 33, 41, 43 51,
53,55, 61,63, 72,75, 83, and 99; and Executive Order 9397,

Purposes:  » Tg authenticate the identity of individuals seeking access to their persannel data for
purposes of ensuring that only authorized persons may process applications and
view data pertaining to them

* To permit authorized individuals to view their data for purpose of verifying its accuracy
and to update the data when itis not current oris inaccurate.

* To audit user 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

Uses: a purpose compatible with the purpose for which the information was collected, on
personnel and related matters involving the individual about whom the information
pertains.

Disclosure:  Voluntary. Failure to provide the requested information will resultin a delay or termination
of your request. If your requestis terminated, you will not be able to view and verify your
data and you will not be able to update your data via this website.

b L

Usermname “ |

Password ‘ |

Login

\Ltegin)
@TIP Forgot your password?
Introducing My Biz and My Workplace
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e Edt  Wiew Favortes  Tooks  Help

| ar

Qe - © - (%] @] “n ‘ ) search ¢ Favorites {(}‘ 2 ; = - JE

Address [&] https:jsylvestr.depds.coms, osd.mi:5007/0A_HTMLIOA jspTOAFUNC=OAHOMEPAGE

ECERETE

€ -

Department of Defense

™ Do not show this again (_Continue
MOTE: Select the ‘Do not show this again’

ensure this page does not display agsin, Then sele
‘Cortinue' to access My Biz.

Defense Civilian Personnel
DQENSQN§AN Data System (DCPDS) News...

PERSONN EL DATA SYSTEM

National Security Personnel System

PAA Strategy Supports End-of-Cycle and Performance Planning Activities

September and Octaber are important times in the performance management cycle
Employees and supenvisors are ending one cycle and planning for the next one.

PAA is now available in two versions:
« After selecting My Biz ar My Waorkplace, select the menu item “Performance

Appraisal Application (PAA)L"

+ You will be presented with two options to select from
- Select "Performance Appraisal Application — Version 2" to complete FY03
annual appraisal activites (available through February 2009)
- Select "Performance Appraisal Application — Version 3" to build F¥03
performance plans

If you started your FY09 performance plan in PAA 2.0, do nat warry, there is no foss in
information. Y our inforrmation will be available in PAA 3.0, under plans in progress
Why do it this way?

WWe recnonize that the end nf the fiscal vear can he stressful Using ¥2 0 alloss won to

|

€] https:f=lvestr. depds, cpms.,osd, mi:G007/OA_HTMLIOA, lpPOAFUNc=0AHOMERAGE # [

[ [@ Trusted sites

After successfully entering the username and password, the DCPDS News screen will display. At the top
and bottom right you have the option to select “Do not show this again” if you do not desire to view this

screen the next time you log on to the system. Select “Continue.”
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-0 HNRAGLwe R em- Jl

T
..,l‘ g x

i} Department of Defense

ICEMyBiz ICEPAL W2 ICEPAAYS Logout Preferences Oracle Heln

Navigator

[ My Biz Please select & responsibilty

ICE MyBiz | ICE PAAYD | ICE PAAYS | Logout | Preference:

Favorites
(_Edit Favorites
After using your browser to access DCPDS, close all of your
brawser windows and restart a new browser session
Sometimes the browser can hold that information in memary
(e.y. cache, etc) and some web sites know where to look to find
it. For more information Click here

Interactive Customer Evaluation
ICE) replaces My Biz Suggestions

Common Access Card (CAC) Login Infarmation

CPMS does not maintain Federal Long Term Care Insurance and
Flexible Spending Account Pragrars

TSP Home

OFM Horme

hyPay

USA Johs

OPM Health Benefits Home

OPM Life Insurance Home

OPM Retirernent Horme

CPMS Homepage

Eederal Long Term Care Program
Elexible Spending Account
Federal Dental and Vision Program

NEPE Information [General Infa & iSuccess Tmyg

Selfl Service Information

A £ £ £ 0 £ 9 R D B ER ED £

| Oracle Help

Select the My Biz option in the left column.
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Fle Edt View Favorkes Tocs Help ‘ o
Qe - O - ¥ |&] (o ‘ ) search ¢ Favorkes -e}‘ 3- iz wl - )i
Adress [{Z] hitps:fsylvest .dcpds cpms. osd. mi 8007 [0#_HTML O, spTOAFUNC=0RHOVER AGE -l Regionépplication]: pildh pAppld=83012navSecarpld tonid=169138271180apc=7 ¥ | [ Go ‘unks ”| & -
Department of Defense
ICEMyBir ICEPAAY2 ICEPAAYS Logoul Preferences Oracle Help
Navigator Favorites

[ Wy Biz
Iy Information

D Update My Inforrmation

[ Perormancs Appraisal Application (PA&)

|_Edit Favorites

After using your browser to access DCPDS, close all of your
browser windaws and restart a new browser session
Sometimes the browser can hold that infarmation in memary

ICE MyBiz | ICE PAANW2 | ICE PAAYS | Logout | Preference:

(e.q. cache, etc) and some web sites know where to look to find
it. For more infarmation Click here

Interactive Customer Evaluation
ICE) replaces My Biz Suggestions

Common Access Card (CAC) Login Information

CPMS does not maintain Federal Long Term Care Insurance and
Flexible Spending Account Programs

TSP Home

OPM Home

IdyPay

UEA Jobs

OPM Health Benefits Home

QP Life Insurance Home

QPN Retirement Home

CPMS Hamepage

Fedsral Long Term Care Insurance Program

Elexible Spending Account

Eederal Employees Dental and Yision Insurance Pragrarn
MEPS Information (General Info & iSuccess Tmg)

Self Service Information

¥ 8 E8 X EF EH 8 9 £ EH £ R

| Oracle Help

|

&

[T [ [2 @ musted sites

The Web page displays with three columns. The left column displays all of the user’s responsibilities. The
column in the middle displays the available functions. From the middle column, select the “Performance

Appraisal Application (PAA)” option.
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File Edit Yiew Favortes Tooks Help

eﬁa(k Q- \ﬂ \E"‘ ;\J ,'Usearch \,‘:‘\’(Favuntes ‘;‘ - ;?, ] - _J el

Address [E] https:fsylvestr dcpds.cpms.osd.mi: 8007 /0A_HTMLJRF jsp7Function_id=10215538resp_id=544298resp_appl_id=83016security_group_id=08lang_code=Li5&params=y}4Gyr52FBUHANNZOSun. QrrsEVUcDnLafQrh v | [ Ga ‘Lmks ”| & -

Department of Defense
ICE MyBiz ICE PAMA Y2 ICEPAAYS Home Logout Preferences

Privacy Act Statement
The information you pravide to the Defense Civilian Personnel Data System (DCPDS) is covered by the Privacy Act of 1974, Far questions regarding your persanal information
please contact your local Human Resources Office

Authorities: 5 USC 301, Title 5, USC Chapters 11,13,29,31,33,41,43,51,53,95,61,63,72, 75,83, and 99, 5 USC 7201, 10 USC 136, 29 CFR 1614601, and E.0 9397

Principal Purposes:To allow civilian employees and job applicants for civilian appropriated/non-appropriated fund {(NAF) and National Guard (NG) civilian technician positions in
the Department of Defense {CoD) to update personal information

Routine Uses: None. The DoD 'Blanket Routine Uses' set farth at the beginning of OSD's compilation of systemns of records notices apply to this system
Disclosure: Voluntary. There are no penalties or adverse consequences for failing to verify or provide the requested data

(ACCEPT) (DECLINE

ICE MyBiz | ICE PAAN2 | [CEPAAVS | Home | Logowt | Preferences

|

E [T T 15 @ mrustedsies

The Web page will display the Privacy Act Statement. At the end of the Privacy Act Statement are two
options (accept or decline). If you choose to decline the Privacy Act Statement, you will not be allowed to
continue. If you choose to accept the Privacy Act Statement, you will be directed to the Performance
Appraisal Application Web page.
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Performance Appraisal Application (PAA) e

Version 3.0

ICEMyBiz ICEPAAY2 ICEPAAWS Home Logout Preferences
Please Select Appropriate Performance Appraisal Application Version

Use Performance Appraisal Application Yersion 2.0 to complete fiscal year 08 annual appraisal activities
( Performance Appraisal Application - Varsion 2 )

Use Performance Appraisal Application Version 3.0 to build fiscal year 09 performance plans
|_Performance Appraisal Application - Yersion 3 )

ICE MyBiz | ICE PAAY2 | ICE PAAYS | Home | Logout | Preferences

Select the “Performance Appraisal Application - Version 3” option. The employee “Performance
Appraisal Application Main Page” will display.
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Performance Appraisal Application (PAA)
Version 3.0

ICEMyBiz ICEPAA W2 ICEPAAYS Home Logout Preferences Oracle Help

Employee
Performance Appraisal Application Main Page

Meed Help?

Warning: The Performance Appraizal Application is designated for sensitive unclassified personnel information only. Da NOT
enter classified information in this system. Unauthonzed release of classified information is a violation of law and may lead to
prosecution

From the Main Page, you can create, update and view your Performance Plans; view and print part or an entire plan after it is created; and track the status of a plan. Y¥ou can also search for completed plans by
selecting the "Show Completed Plans/Appraisals' link located at the bottomn of this page.

To create a Performance Plan To cornplete other actions described ahove:
« Select Choose a Plan Type' « Select an option from the Action column
o Select Appraisal Plan Type o Select the o' button

e Select the ‘Go' huttan

Important: To become familiar with the columng, select the Meed Help? link
Appraisals of Renell, Bonny
Create Mew Plan

~Choose a Plan Type-- =] (o
- Choose a Plan Type--

Table Size |10 x Mational Security Personnel System
o

Employee Name Current Owner Rating Official Name Appraisal Year Appraisal ID Plan Approval Date ¥ Action

No results found

Select the link to search for completed plans.
P Show Completed Plans/Appraisals

ICE MyBiz | ICE PAANZ | ICE PAAYS | Home | Logout | Preferences | Oracle Help

Select Defense Civilian Intelligence Personnel System in the drop-down menu located on the middle right
side of the screen.
Create Mew Plan

|--Ch|:u:|se Plan Type-- V| | Go
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#% Performance Appraisal Application (PAA)

ICEMyBiz ICEPAAYZ ICEPAMYI Home Logout Preferences

W -
'jl a8 x

Create Performance Plan: Setup Details

Employee Mame  Renell, Bonny
- Show Employee Details

Setup Details

Thiz screen provides information regarding your employee's Appraisal Type and Dates. Update the Appraisal Type and Appraisal Dates, if necessary.
Important Note: The Appraizal Period Start Date represents the start of your employee's perfarmance evaluation period under this plan Certain information such as your pay schedule and
pay band will be populated on your appraisal form based on this date. For additional guidance select the Need Help?' link. You may:

o Select the Build Mew Plan' button to create a plan.

= Appraisal Type | Annual Appraisal - DCIPS
* Appraisal Period Start Date  [01-0¢t2008
* Appraisal Period End Date  [30-Sep-2009

Appraisal Effective Date

* Rating Official Mame  |Gilliland, Naida ,,;?
* Higher Level Reviewer Mame  |Jasionowski, ARDCIPSZ ,,;?

ICE MyBiz | ICE PAANZ | [ICEPAAVS | Home | Logowt | Preferences

| Cancel and Return to Main Page

1 ?
Employee Information Ieed Help

Build New Plan )

Select the “Go” link. The DCIPS PAA “Create a Performance Plan” Web page will display.

Note: The header at the top left side of the page indicates successful access to the DCIPS Performance

Appraisal Application.
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How Do | Log On To My Workplace As A Rating Official Or Higher Level

Reviewer?

To access My Workplace navigate to the link provided by your Human Resources Office (HRO). The
following login screen will display. Enter your username and password. The servicing HRO will provide

the default username and password.

Login

OFFICIAL U.5. GOVERNMENT S$YSTEM FOR AUTHORIZED USE ONLY
*=* WARNING * * * WARNING * * * WARHNING * * * WARNING ** *

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 use is 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 monitaring.

Privacy Act Statement

Authorities: 5 USC 301, Department Regulations; Title 5, USC Chapters 11, 13, 29, 31, 33, 41, 43 51,
53,55, 61,63, 72,75, 83, and 99; and Executive Order 9397,

Purposes: e T4 authenticate the identity of individuals seeking access to their personnel data for
purposes of ensuring that only authorized persons may process applications and
view data pertaining to them

* To permit authorized individuals to view their data for purpose of verifying its accuracy
and to update the data when itis not current oris inaccurate.

* To audit user 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

Uses: a purpose compatible with the purpose for which the information was collected, on
personnel and related matters involving the individual about whom the information
pertains.

Disclosure:  Voluntary. Failure to provide the requested information will resultin a delay or termination
of your request. If your request is terminated, you will not be able to view and verify your
data and you will not be able to update your data via this website.

i /

Usermame “ |

Passward ‘ |

Login

\Login
@ TIP Forgot your password?
Introducing My Biz and My Workplace
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/B oracle Applications Home Page - Microsoft Internet Explorer

File Edi Yiew Favortes Tooks Help

Qo - () - %] B p| DOsewch ormanes €] 0 L m - |

Address [E] https:sylvestr dcods.coms.osd ml:B007/0A_HTMLIA,jsp7OAFUNC=OAHOMEPAGE =B \unks B

Department of Defense

I Do not show this again (_Continug
MOTE: Select the Do nat show this agsin’

ensure this page does not display again. Then sele
“Cortinue' to access My Biz

Defense Civilian Personnel
DQENEQM%AN Data System (DCPDS) News...

PERSONNEL DATA SYSTEM

National Security Personnel System

PAA Strategy Supports End-of-Cycle and Performance Planning Activities

Septernber and October are important times in the performance managerment cycle
Employees and superisors are ending one cycle and planning for the next one.

PAA is now available in twa versions

o After selecting hy Biz ar My Warkplace, select the menu item "Perfarmance
Appraisal Application (PAA)L"

& Youwill be presented with two options to select from.
- Select "Performance Appraisal Application — Version 2" ta complete FY08
annual appraisal activites (available through Febroary 2009)
- Belect "Performance Appraisal Application — Version 3" to build FY09
performance plans

If you started your FYD9 pedarmance plan in PAA 2.0, do not warry, there is no loss in
information. Y our information will be available in PAA 3.0, under plans in progress.
Why do it this way?

W rernnniza that the and nf the fiscal vear ran ha strassfil Usine 2 1 allows von tn =l
€] https:fsylvestr. depds,coms.osd, mil:8007/0A_HTHL{OA, jsp?OAFUNC=0AHOMEPAGE# [ [ [ |8 @ trustedstes

After successfully entering the username and password, the DCPDS News screen displays. At the top and
bottom right the user has the option to select “Do not show this again” if he or she does not desire to view
this screen each time log-on is attempted. Select “Continue.”
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-osoft Internet Explorer

File Edit View

Favorites

Tools  Help

Oﬁa(k - \) - \ﬂ @ \_b‘;jiearth *Favnntes ﬁ)‘ ” ; ] - _J ﬂ

Address [£] c:Documents and Settings'edwardcmiLocal Settings!Temporary Inkernet Files|OLKEFFIOA.htm

| B ‘L\nks > & -

i) Department of Defense

[0 My Workplace

ICEMyBiz |CEPAAY? ICEPAAVS Logoul Preferences Oracle Help
MNavigator Favorites
3 My Biz Please select a responsibilty | CELFETRIED

ICE MyBiz | ICE PAAYD | ICE PAAYS | Logout | Preference:

After using your browser to access DCPDS, close all of your
browser windows and restant a new browser session
Sometimes the browser can hold that information in memaory
(e.g. cache, etc) and some web sites know where to look to find
it. For more infarmation Click here

Interactive Customer Evaluation
ICE) replaces My Biz Suggestions

Cornmon Access Card (CAC) Login Information

CPMS does not maintain Federal Long Term Care Insurance and
Flexible Spending Account Programs.

ISP Home

OPM Horme

IdyPay

USA Jobs

OPM Health Benefits Home

OPM Life Insurance Home

OPM Retirement Home

CPME Homepage

Federal Long Term Care Insurance Program
Flexible Spending Account

Federal Employees Dental and Vision Insurance Pragram
MEPS Information (General Info & iSuccess Tmg)
Self Service Information

| Oracle Help

&

|Unknown Zane (Mixed)

Select My Workplace in the left column.
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ns Home Page - Microsoft Internet Explorer

Eile  Edt Wiew Favorkes Teols  Help

Dok - ) - \ﬂ \EL] ;b‘/_-jSear:h #:(Favuntes -E)‘ [_\ ; - )&

Address [ ] httpsifsylvestr depds cpms osd mil: 300704 _HTMLO#.jspTOAFUNC=0AHOMERAGE kR egion/pplicationlc

pAppld=3301&navSecarpld=Dbtransactionid=1 02846836 180apc=2 | [£d &0 ‘L\nks B

& -

J Department of Defense

ICE MyBiz ICEPAM Y2 ICEPAAVS Logout Preferences Oracle Help

Navigator

Favorites

WMy Workplace
All Actions Awaiting Your Attention
(5 Performance Appraisal Application (PA~)
[E] My Employee Information
[E] Update My Information
[l Apply Action(s) to tdultiple Erployees (PAL)

EM¥ Biz .

HSPS Performance Management Reports
[5] wiew/Print Performance 1t Reports
[ view Previous Reguests

| _Edit Favarites

Adter using your browser ta access DCPDS, close all of your
browser windows and restart a new browser session
Sometimes the browser can hold that infarmation in mermory
(e.g. cache, etc) and some web sites know where to look to find
it. For maore infarmation Click here

Interactive Customer Evaluation
ICE) replaces My Biz Suggestions

Cornrmon Access Card (CAC] Login Information

CPMS does not maintain Federal Long Term Care Insurance and
Flexible Spending Account Programs:

TSP Home

OPM Home

lyPay

USA Jobs

OPM Health Benefits Hame

OPM Life Insurance Home

OPM Retirement Horne

CPMS Homepage

Federal Long Term Care Insurance Program

Flexible Spending Account

Eederal Ernployees Dental and Yision Insurance Prograrm
MEPS Information (General Info & iSuccess Tmg)

Self Service Information

{EB [0 [ (2R 5 (20 [P 5 (8 R 0 R

ICE MyBiz | ICE PAAY2 | ICE PAAY3 | Logout | Preferences | Oracle Help

&

T8 @ Trusted sites

In the middle column, select the “Performance Appraisal Application (PAA)” option. The Web page will

display the Privacy Act Statement.
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A Privacy Act Statement - Microsoft Internet Explorer

Fle Edt View Favorkes Tocs Help ‘ o
Qeat - ) - %] B (D] Osearn rravanies )| (2~ 22w - [
Address [€] https:fsylvestr dcpds.coms.osd.mi:B007/0A_HTMLJRF jsp7Function_id=10215536resp_id=544298resp_app|_id=03018security_group_id=08lang_code=Li5éparans=yi4Gyr52FBLUHANNROSun. QirsevUcDnLafrh > | (£ 6o ‘unks »| & -

Department of Defense
ICEMvBiz ICEPAAYZ ICEPAAY3 Home Logout Preferences

Privacy Act Statement

The information you provide to the Defense Civilian Personnel Data System (DCPDS) is covered by the Privacy Act of 1974, For questions regarding your personal information
please contact your local Human Resources Office

Authorities: 5 USC 301, Title 5, USC Chapters 11, 13,29, 31, 33, 41,43, 51,53, 55,61, 63,72, 75,83, and 98, 5 USC 7201, 10USC 136, 29 CFR 1614601, and E.0 9397

Principal Purposes:To allow civilian employees and job applicants for civilian appropriated/non-appropriated fund {(NAF) and National Guard (NG) civilian technician positions in
the Department of Defense (DoD) to update personal information

Routine Uses: Mone. The DoD 'Blanket Routine Uses' set farth at the beginning of OSD's compilation of systemns of records notices apply to this system
Disclosure: Voluntary. There are no penalties or adverse consequences for failing ta werify or provide the requested data

(ACCEPT) (DECLINE

ICE MyBiz | |CEPAAW2 | ICEPAAYS | Home | Logout | Preferences

|

- [T T8 @ Trusted sites

At the end of the Privacy Act Statement are two options (accept or decline). If the user chooses to decline
the Privacy Act Statement, log-on terminates. If the user chooses to accept the Privacy Act Statement,
log-on continues, and he or she is directed to the Performance Appraisal Application Web page.
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Performance Appraisal Application (PAA) =
Version3.0

ICE MyBiz ICEPAA Y2 ICEPAAY3 Home Logout Prefersnces
Please Select Appropriate Performance Appraisal Application Version

Use Performance Appraisal Application Yersion 2 0 to complete fiscal year 08 annual appraisal activities
Performance Appraisal Application - Version 2 )

Use Perfarmance Appraisal Application Wersion 3.0 to build fiscal year 09 performance plans
| Performance Appraisal Application - Yersion 3 )

ICE MyBiz | ICE PAAYD | ICE PAAYS | Home | Logout | Preferences

From this screen, DCIPS users must select VVersion 3. Once the version button is selected, the user is
directed to the PAA Main Page.
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her Level Reviewer - Microsoft Internet Explorer

File Edi Yiew Favortes Tooks Help

Qe - (- (%] B D Oseach ermons £ ] 0l w - | JE

Addres [E] hitp dcpds.q -, mil: 8007 /GA_HTML]OA. jspTp iwdadhr foraclefapy

buifCivPashppry iPlaceNavPGe,_ti=18264168058anguage_code=USBEOAFMID=1005908804PE=_04 v [£] &0 ‘L\nks »

& -

Performance Appraisal Application (PAA)
Version 3.0

ICE MyBiz |ICEPAA Y2 ICEPAAWS Home Logout Preferences Oracle Help

Rating OfficialiHigher Level Reviewer

Performance Appraisal Application Main Page

Warning The Performance Appraisal Application is designated for sensitive unclassified personnel information only. Da NOT

enter classified information in this system. Unauthorized release of classified information is a vialation of law and may lead to
prosecution

track the status of a plan.

You can also search for completed plans by selecting the 'Show Completed Plansfdppraisals’ link located at the bottomn of this page.

Ta create a Pedarmance Plan: To complete other actions described above
« Select ‘Chanse a Plan Type' « Select an option fam the Action column
s Select ‘Appraizal Plan Type' s Select the 'Go’ button

o Select the 'Go' hutton

Important: To become familiar with the columng, select the Meed Help?* link
PlansiAppraisals In Progress

Create New Plan
Show Me  [All Appraisals ~| Appraisal Year |ALL =

Meed Help?

From the Main Fage, you can create, update and view employee Performance Flans, change the Rating Oficial andfor Higher Level Reviewer, view and print part o an entire plan after it is created; close a plan, and

Select the link to search for Completed Plans
P-Show Comnpleted Plans/Appraisals

ICE MyBiz | ICE PAAYD | ICE PAAYS | Home | Logout | Preferences | Oracle Help

&l

[--Choose a Plan Type— = (e
Table Size |10 >
Employee Name |C||rren( Owner |Rming Official Name |A|)|)misn| Year |Appraisal ID [Plan Approval Date |Ty|)e |Plnn Status. |Cunen| PAA Status |A1.1ion
Renell, Banny Gillland, Naida  Gilliland, Naida 2009 1139 30-0ct-2008 DCIPS Approved  Appraved by HLR Update =l (o)

|

|8 @ Trusted sites

From this point forward, users should consult the Guide for instructions and screen illustrations for

information on carrying out specific actions within the DCIPS PAA tool.
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How Do I Insert Or Update My E-mail Information?

2} Oracle Applications Home Page

rosoft Internet Explorer

Department of Defense

file Edt Wiew Favorkes Tooks Help \ o
-6 - ¢ » <r 'z - 2 ] -

Qe - ) \ﬂ @ )| ) ssarch 4 Favortes <) = el

Address IEJhttpsJ/‘sy\vestr.d[pds.(pms‘Dsd‘lml‘BEIEI?/'OA_HTML/OA.]5D7OAFun[:OAHOMEPAGE&akRegmnApphmumw anavRespAppld=8301 BnavSecGrpld=Datransactionid=169138271 180apc=7 7| [ G ‘Lmks > @ -

ICENBiz ICEPASYVZ ICEPAAVS Lonout Prefersnces Oracle Help

Navigator

[5]

My Biz
dMy Information
D Update by Information
Performance Appraisal Application (PAA]

ICE MyBiz | ICE PAAY2 | ICE PAAYS | Logout | Preference:

Favorites
Edit Favorites

After using your browser to access DCPDS, close all of your
browser windows and restart a new browser session
Sometimes the browser can hold that information in memory
(e.0. cache, etc) and some web sites know where to look to find
it. For more infarmation Click here

Interactive Customer Evaluation
ICE) replaces My Biz Suggestions

Common Access Card (CAC] Login Information

CPMS does not maintain Federal Long Term Care Insurance and
Flexible Spending Account Programs

TSP Horme

OP Home

IyPay

USA Jobs

OPM Health Benefits Harne

OPM Life Insurance Harme

OPM Retirernent Home

CPME Homepage

Eederal Long Term Care Insurance Program

Elexible Spending Account

Federal Ernployees Dental and Yision Insurance Pragrarm
MEPS Information (General Info & iSuccess Tmg)

Self Senvice Information

[ER R £ ER £ £ E 65 £ 8 56 e 6

| Oracle Help

|

El

T TS @ trusted sites

After successful login to DCPDS, select “Update My Information” from the middle column of the My

Biz/My Workplace Web page.
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racle Self Ser:

File  Edit

e Human Resources:

pdate My Informal

rosoft Internet Explorer
W Favertes Tos  Hel |
oy A e 3 3.\
Ot 0 1) (B (| o Joroonn @[ 3 - B
Address I@httDs:/ﬂsv\vestr.dcnds.cnms‘usd.rml:BUD?/OA,HTMLIOA.15D7Dage=fc\ dodhrforaclefappsiper/selfservi i i ChPrivacyfictPae,_tim] 951 3538546lanauage _cade=USAE0RFMID=1005780506PE=_0RFMID ~| (£ 6o |unks »@ -
Department of Defense
CE MyBiz ICEPAL W2 ICEPAMA WS Home Logout Preferences
Update My Information
Employee
Employee Name  Renell, Bonny

Waork Email Address

| Zancel
Profile Handicap Cade Language Information US Fed Ethnicity and Race Categor Ermergency Contact Information
My Profile
Security Question and Change Password Info

Education Information

| UpdsteiReview Security Question

Change Paseword

Work Email Address
T T TR B e e e P o e e e e T e e
Wark Email Address |
Update
ee Phone Number
@

Work Email Addiess

To enter a new Type phone number, select the Add button To update an existing phone number, select the actual number listed in the Number column. To delete an existing phone number, select

Work Email Address |

@ TIP Please enter your Work Email Address only and select the Update button to save

(_Update )
isting
address. MOTE: At present, overseas employees cannot update their Physical Wark Address, however upcoming Self Senice systermn developments will include this functionality
(and
Select Street Address Building Number Suite, Room Number City  State Zip Code Country Start Date End Date
Mo results found
Profile Handicap Cade Language Information US Fed Ethnicity and Race Categor Ermergency Contact Infarmation Education Infarmation
| Cancel
ICE MyBiz | [CEPAAYWD | ICE PAAYS | Home | Logout | Preferences
|
[&1 [T T [ 5 [e mustedsskes

Scroll down to the “Work E-mail Address” section, enter a work e-mail address, and select ' Pdate )

' to
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QO HNRAGL,ES 2 zw-Jl r -
ORACI_E ICE MyBiz |CEPASAYZ ICEPAMA Y3 Home Logowt Preferences =

Self Service Work information Confirmation Notice

Confirmation
Congratulations Renell, Bonny, your work information has been updated as of 31-0¢t-2008 .

Please check your phone number, work email address or physical work address to view your updated information
What do you want to do now?

Continue Updating *four Information
Wiew Your by Biz Account

ICE MyBiz | |CEPAAW2 | ICEPAAYS | Home | Logout | Preferences

The user is directed to a work information confirmation page and has the option to “Continue Updating
Your Information” or “View Your My Biz Account.”

Registering an e-mail address ensures the proper transfer of material among employees, rating officials,
and higher level reviewers.
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What Are Mission Goals And Why Are They Important?

Under DCIPS, individual performance is aligned with an organization’s mission, goals, and priorities.
Within the DCIPS PAA, there is a tab that allows the inclusion of this information. Mission goals may be
copied and pasted from other documents or typed directly into the text box provided. If DCIPS PAA
users are unfamiliar with their organization’s mission, goals, and priorities, they should speak to their
rating official.

What Are Performance Elements And Why Am | Rated On Them?

Performance elements focus on the behaviors that employees need to demonstrate. Under DCIPS, six (6)
behaviorally based performance elements exist. For supervisors and managers, the focus of each
performance element shifts toward behaviors required to lead the work of the organization. These six (6)
performance elements derive from the philosophy that “performance expectations, even if not stated in a
specific performance objective, include certain behavioral expectations that are related to an employee’s
conduct in the workplace and his or her approach to accomplishing specific performance objectives.”
Rating officials must rate their employee on each of the performance elements. The elements are:

1. Accountability for Results. Defense Intelligence employees are expected to take responsibility for
their work, setting and meeting priorities, and organizing and utilizing time and resources
efficiently and effectively to achieve the desired results consistent with their organization’s goals
and objectives. In addition, Intelligence Community (IC) supervisors and managers are expected
to use these same skills to accept responsibility for and achieve results through the actions and
contributions of their subordinates and their organization as a whole.

2. Communication. Defense Intelligence employees are expected to effectively comprehend and
convey information with and from others in writing, reading, listening, and verbal and non-verbal
action. Employees are expected to use a variety of media in communicating and making
presentations appropriate to the audience. In addition, Intelligence Community supervisors and
managers are expected to use effective communication skills to build cohesive work teams,
develop individual skills, and improve performance.

3. Critical Thinking. Defense Intelligence employees are expected to use logic, analysis, synthesis,
creativity, judgment, and systematic approaches to gather, evaluate, and use multiple sources of
information to inform decisions and outcomes. In addition, Intelligence Community supervisors
and managers are expected to establish a work environment where employees feel free to engage
in open, candid exchanges of information and diverse points of view.

4. Engagement and Collaboration. Defense Intelligence employees have a responsibility to provide
information and knowledge to achieve results. They are expected to recognize, value, build, and
leverage organizationally appropriate diverse collaborative networks of coworkers, peers,
customers, stakeholders, and teams within an organization and across the Defense Intelligence
Components and the Intelligence Community. In addition, Defense Intelligence supervisors and
managers are expected to create an environment that promotes engagement, collaboration,
integration, and the sharing of information and knowledge.

5. Leadership and Integrity. Defense Intelligence employees are expected to demonstrate personal
initiative and innovation as well as integrity, honesty, openness, and respect for diversity in their
dealings with coworkers, peers, customers, stakeholders, teams, and collaborative networks across

Guide to Navigating the Defense Civilian Intelligence Personnel System Performance Appraisal Application (Version 1) Page 89



5‘ DCIPS
e

the Intelligence Community. Defense Intelligence employees also are expected to demonstrate
core organizational, DoD, and Intelligence Community values including selfless service, a
commitment to excellence, and the courage and conviction to express their professional views.

6. Technical Expertise. Defense Intelligence employees are expected to acquire and apply
knowledge, subject matter expertise, tradecraft, and technical competency necessary to achieve
results.

Furthermore, there are two additional Performance Elements for Supervisors and Managers. They replace
Elements 5 and 6 above.

1. Leadership. Defense Intelligence supervisors and managers are expected to exhibit the same
individual personal leadership behaviors as all Defense Intelligence employees. In their
supervisory or managerial role, they also are expected to achieve organizational goals and
objectives by creating shared vision and mission within their organizations; establishing a work
environment that promotes diversity (of both persons and points of view), critical thinking,
collaboration, and information sharing; mobilizing employees, stakeholders, and networks in
support of their objectives; and recognizing and rewarding individual excellence, enterprise focus,
innovation, and collaboration.

2. Managerial Proficiency. Defense Intelligence supervisors and managers are expected to possess
the technical proficiency in their mission area appropriate to their role as supervisor or manager.
They also are expected to leverage that proficiency to plan for, acquire, organize, integrate,
develop, and prioritize the human, financial, material, information, and other resources to
accomplish their organization’s missions and objectives. In so doing, all supervisors and managers
also are expected to focus on the development and productivity of their subordinates by setting
clear performance expectations, providing ongoing coaching and feedback, evaluating the
contributions of individual employees to organizational results, and linking performance ratings
and rewards to the accomplishment of those results.

Employees are rated against these performance elements as part of the performance management process.
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Why And When Would a Rating Official Or Higher Level Reviewer (HLR)
Need To Be Changed?

Sometimes it may be necessary to change the rating official and or the HLR assigned to an employee
within the DCIPS PAA. Roles are designated based on a complex hierarchy and need to be coordinated
and maintained. Rating official and HLR changes only apply to the DCIPS PAA. If specific changes are
required to the hierarchy outside of the DCIPS PAA, they must be coordinated with the user’s human
resources servicing organization.

The following are circumstances that may require a change in rating official or HLR:

1. The employee is reassigned, promoted, or otherwise moves to a new position within DCIPS.

2. The designated rating official or HLR is reassigned, promoted, or otherwise moves to a new job or
leaves the organization.

3. Approving action is required to meet a deadline and the currently assigned rating official or HLR
is unavailable to act — this is a temporary situation.

Why Would Performance Objectives Need To Be Changed And What Is The
Window For Changing Them?

Throughout the performance cycle, employees and rating officials are encouraged to discuss and review
the performance plan. One required conversation is the midpoint review. During this discussion,

employees and rating officials review the plan and determine if the performance objectives need to be
updated. Other circumstances that may require edits or changes include:

e A change in organizational mission, goals, and priorities.

e A change in the focus of the employee’s work.

e The employee is given a new assignment that substantially alters how his or her time is spent.

e There is a need to refine the performance objective resulting from a growing knowledge of how to
write objectives in general.

What Is The Difference Between A Closeout Performance Evaluation And A
Closeout Early Annual Evaluation?

Closeout assessments are required when the employee/supervisor relationship changes permanently before
the end of the official rating cycle and after at least 90 days have been served under an approved

performance plan. Rating officials rate closeout assessments just like they do the annual performance
evaluation.

There are two types of closeout assessment:
e Closeout Performance Evaluation
e Closeout Early Annual Evaluation
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In cases where there are less than 90 days remaining in the annual performance cycle (between the
beginning of July and the end of September), the rating option of “Closeout Early Annual Evaluation” is
selected.

For a standard performance cycle, a Closeout Performance Evaluation may happen between 01 January
and 01 July of a calendar year, and a “Closeout Early Annual Evaluation” takes place between 01 July and
30 September of a calendar year.

Another significant difference between these types of closeouts is that the Closeout — Early Annual
Evaluation rating stands by itself and is considered the final rating of record. Whereas the Closeout
Evaluation rating figures into the employee’s final rating but does not stand by itself as the final rating of
record.

General guidance is as follows:

Permanent Relationship Closeout Performance Closeout Early Annual
Change Between Evaluation Evaluation
Employee and Rating
Official Occurs:

Within 90 days of the start | NA NA
of the Evaluation Period
Between the 91st day into Yes NA

the Evaluation Period up to
the 90th day before the end
of the Evaluation Period
Within 90 days prior to the | NA Yes
end of the Evaluation
Period
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