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Introducing the National Guard
Performance Appraisal
Application (PAA)

This briefing is
UNCLASSIFIED
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Overview

This Overview focuses on:

— Establishing and approving the Performance Plan,
Interim Review and Appraisal from within the National
Guard Performance Appraisal Application

 The Employee creates the Performance Plan

* The Rating Official reviews and approves the Performance
Plan

* The Rating Official transfers to the Higher Level Reviewer for
approval

 The Employee creates an Interim Review

* The Rating Official reviews and approves the Interim Review
 The Employee creates a Self Assessment

 The Rating Official reviews, approves, and rates the employee

* The Rating Official documents communication to the employee

of the rating ,
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Tab Interface

Tabs guide you through the process. The tabs are the same for
employees, Rating Officials and Higher Level Reviewers. Below are
the primary tabs.

Select this tab to view and

Select this tab t - print selected portions or
elect this tab to create, _
the Performance Plan
update and view a Select this tab to

Performance Plan 1 approve a plan
FtenurtsiFurrns 1

Plan Details | Mission Approvals & Acknowledgments

Select this tab to Select this tab to input  Select this tab to input
update or view your your Mission Goals your job objectives
Plan Details

3
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Establishing

: Performance Appraisal Application (PAA)
Version 3.0 CE MvBiz KEPAAYWZ KEPALYT Home Logmd Prefsrsnces Crsch

a Performance Plan - Enlglo ee
I D I e e

The Need Help link will
Employee give you information on
Performance Appraisal Application Main Page R[S EVETEISl G i
page where you are
Need Halp? located.
Warning: The Peformance Appraisal Application is designated for sensitive unclassified personnel
rformaticon onky. Do NOT enter classihed information in this system. Unauthonzed release of
classified information is a violaton of [aw and may [ead to prosecutiorn
From the Main Page, you can create, update and siew your Pedomance Plans; view and print pat or an entire plan after it is created; and track the status of a plan. Yo
can search for completed plans by selecting the Show Completed Plansifppraisals’ link located at the bottom of this page
To create a Peffomance Plar To complete other actions descrbed above
- % Plan Ty & Select an option from thie Acton colurmn
. =5l Plan Type « Salect the Go buslon To create a new Performance Plan:
o’ bution

Appraisals of BElomme, Domingo X

glect the G Select Choose a Plan Type
Important: To become familiar with the columns, select the Mead Help® link Select National Guard (Title 32)
Select Go

Creats New Plan

This table includes information on the status of existing plans. -—Chaose a Plan Type- =] (Go)

From this screen you can view and update existing plans.

e e e Ea::]onal geciurﬂg.; F"eldsonnel gysdem s

ng il ] sl

Employes Current Rating Official [Appraisal  |Appraisal [Plan Approval FPla Ngtlnn:I Gr:;;nm”‘l %[;nw Srepnni Syt

MHame L Ham# W an 1] Dt Type|Sta ST JAcTiain

Blomma, Frad, Abdul Rhynes, Conrad Flan in Wi =| G0

Dominga X N 7 2009 27 NG  Pending Progress [View ,J J
St t I rriplis plar
bt i

ICE MyBhz | ICE PAANS | ICE PAA NG | Hormg | Logoyl | Preferences | Oracle Help

From the Main Page the employee can create and review the Performance Plan,

transfer a plan in progress to the Rating Official, view and print the entire

plan after it is created and track the status of the plan.

4
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Plan Deta Is-EnlEIo ee_

Performance Appraisal Application (PAA)

KEMyEZ KEPasyY KEPRANVT Home Loooul Proference:s

Create Parformance Plan: Setup Details

Cancal and Retum o Main Pags |

Pl Help?

Employee Infermation
Emplayes Mame  Blomme, Deminge X

PeShow Employes
Setup Daetails
Build éw Plan | | Copy Froom ExdaSing Plan |
Apprassal Type  Annual Appraisal - HG
TP The Appeainal Penod Stan Doe repeesents the stan of the employes’s pefomance svaluation penod wndes this
plan Cartasn infamation such as the employee's base saary and pay sche be
fhe NGB F ]

= Sppraisal Period Stard Date W E
= Appraisas Penod End Date lm E
= Agpraisal Effectve Date W E

= Rating Official Name W w?

= Highor Lewval Reveser Nams W .\\{

ICE biwBiz | ICE PAAYT | ICE PAAYT | Home | Logout | Preferences

From this page the employee can build a new plan, change the Rating Official and Higher
Level Reviewer, copy an existing plan or return to Main Page.

5
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Plan Details —-Emplo

. Create Performance Plan: Setup Details
This shows current

employee
information

Employee Infarmation
\ Emgployes Hame  Blomme, Dominga X
W Hide Employes Dels
Information as of: Today
Pay Plan/GradeiFep  G5-1102
Cocupational Code 2130, Teaffic Management {2 130§
Fostion B0592000. TRAFFIC MANAGEMENT SPECIALIST.B91198.HGAG. TECH
Deganization 193 LGR SO NGZGHAWFIHS501
Location  Middletown, US
Work Schedule  Full-Time
Assignement S Active Appointment
Employen Number 449191
lidsrmation as of: Teday
Currgnt Base Salary  $51,195.00

Cancel and Return 10 Main Page |

Mg d Help?

Setup Details

= Indicates required figld

Build Mew Flan | | Copy From Exisiing Pian

= Appraisal Type | Annual Appraisal - NG;I

L% the stan of the employee’s pedformancs evalualon period under this
nployes's base salary and pay schedula'pay band will be populated or
ahge nisniw Snd change thee dabe f netassary
= Appraisal Period Stan Date [01-0012008 E
= Appraisal Penod End Date |h-$a|t2ﬂ¢9 E
= Appraisal Efectve Date  J01.0ct-2004 E
= Rating Oficial Mama |F|.I1:|-|||l-l. Conrad £ ':f
= Highier Lireal Resaiwnir Mamas I Fraed, Abdul N -?
ICE MvBiz | ICE PAAYE | Home | Looout | Preferences =

6
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MG PRA

Transfer {0 Raling Oficial | Track Progress ) Raten o Main Page

Employee Information
Employes Mame  Blomme, Damings X
b Shiw Emplowes (41

m ReportifFonms
m Mission Gaals | Job Objecsves | Approvals & Acknowiodgments
Flan [heiails
T rodn provides anformadion about the siatus of your perfaimancs plan [doed Holp?

eeaary. Important Note: The Apprainat Penod Stan Dale reprasents the sta
[} orade and stap W nylated or apnr I

Change Rating OMciad or Higher Level Ravissar |

Appraissl Type [Am-.ual Appiaisal - HG:’ Pesformance Flan Approval Date
Filan Lasi Modified

= Appraizal Period Stan Date [ii-ﬂtlim E Created By Blomme, Domings X
= Apprassal Pariod End Date  [30-Sep-20043 E
= Apprassal Effectie Date ﬁmuim E

Rating Cfcial Name  Rhynes, Conrad £
Higher Lewel Revewer  Fred, Abdul N /_
HEXT*
CE MyBhz | ICEPAANT | Homa | Logod | Brifrances

Plan Details-Employee
. 5 N 3 B 3 B B |

You can change your

Rating Official, Higher

Level Reviewer or both
with one click.

When you are done,

select the Next button
or the Mission Goals
tab to build your plan.

From this page the employee can transfer the plan to the Rating Official for review
once it is established, track progress of the plan, change the appraisal type and 7

date and change the Rating Official and/or Higher Level Reviewer.
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Mission Goals-Employee
. 5 N 3 B 3 B B |

Performance Appraisal Application (PAA)

IGEM:EiZ KEPARVY KEPAAWE Home Loooud Prafersioss

Trangfer 1o Rating Official ) Track Progross ), Reben o Main Page |

Employes Information
Employes Name Blomme, Demings X

A ReponsFoms
Flan Details Job Objectoes | Apgrovals & Acknmwiedgments

Klis sk Goals

This 15 where wou input wour Mission Goals

=PREVIQLIS MEXT=

M ol
Counter |42
—_—

ICE bivfig | LEPAANT | REPAANT | Home | Logout | Preferences

This page provides information regarding your Organization’s goals and priorities. Either
the Rating Official or the employee can provide this information. Select the Next button to

continue. 8
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Job Objectives-Employee

Performance Appraisal Application (PAA)

GEREE EERASNT EEPSANI Homs Lohodl Prafsrences

Transfer 1o Raling Official | Track Progross | Reben b Main Page |

Employee Infarmation
Emnployes Mame  Blamme, Demingo X

AR FeportsFoms
Pian Detaiis | Missken Goals Approvals & Acknowledgmients

Job Objectives

¥dd a new Obsectre. sefect the Bdd Objecime” Bulton

updafe a Objecimg, $oloct the Updat Jlur
Mmportantz You must have ownessheg y i
o Al Approved’ Objectives wih assigned weng i
S BN Bating UbeeCine wlar 1P % r
Impertant: H your Job Objecive is approved, only your Rating Official may changefedd #

& TP Oy “Approved™ Job Objecives will b weed to calcslate (he rating of mcord and svwrage scom. Al “Approved b Oihjpctirvas with assigned oplipa
waighls must egisal a tolad of 100%

Add Job Dbjgcive

Drenalls Numben Tile St Weight % [Optianal) Aetian Dhaleta
Mo resiults found

=PREVIOUIS | | HEXT=

ICE bivBiz | ICE PAANT | ICEPAANT | Home | Logout | Preferences

-

This page provides details about the status of the job objectives. The employee may add,
update and view the job objectives. Select Add Job Objective button. 9
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Job Objectives-Employee

Performance Appraisal Application (PAA)

FEMEE EERAANT LEPAANS Homs Lomal Profsfsnces

Add Job Objective

Save | | Save and Add Ancthar Job Objecive | | Save and Redum bo Job Ofjecives Tab

The Job Objective Number
auto populates

Objectnne Number 1

= Dbjecive Title ||]._.a|.-|-, Caontrod
= Star! Date 51.0“.513 _E]

Joh Objectie Status PEMNDING
Date Lasa Maddid 2-Feb-2008

You can change the
start date to reflect the
period of performance

Job Ofyicte

The 1% whiire you Typie your job obpstiog

You may copy and paste or
type your Job Objective

Counter [0 /

JSawe ) | S and Add Anothet Job Cbiective | | Seve and Retumn o Job Objecives Tab |

ICE bivbiz | ICE PAANE | ICE PAANT | Home | Logout | Pref

On this page the employee may copy and paste from another application or type ajob
objective. When the employee is done they can Save it, Save and Add Another Job
Objective, or Save and Return to the Job Objectives Tab. Repeat this process until all

of the job objectives are created. When complete select Save and Return to Job 10
ObjeCtiveS Tab. UNCLASSIFIED / FOUO



UNCLASSIFIED / FOUO

Job Objectives-Employee

Performance Appraisal Application (PAA)

GEREE EERASNT EEPSANI Homs Lohodl Prafsrences

Transfer 1o Raling Official | Track Progross | Reben b Main Page |

Employee Infarmation
Emnpfoyes Mame  Blamme, Demingo X
B Show Emiploves Dels

AL FeportsFoms
Pian Details | Misgken Goals Approvals & Acknowledgmients

Job Objectives

b |
& y add a niE ._,.':._.-n__. sefect the Bdd '..I.._ 1rve” Bttan
mdafa a Objecie. $oloct the Updaie® bution under §h alur
(T ortant lari b updal
All Approved’ Objectves with assigned weghls must equal & total of 100
Imponant: H your Job Obpecioe is approved, only your Rating Official may change/edd &
& TP Oy “Approved™ Job Objecives will b weed to calcslate (he rating of mcord and svwrage scom. Al “Approved h Oihjpctirvas with assigned oplsina
wirighis rmusd equ i F 1000
Add Job Dbjective
Denails Humbes Title Sratus Waight % [Optienal) Action Delare
] L | Quality Control PENDING _Updats ) ]

[ i|2 ""I Testing PEMCHNG | B Mpdals | | |

SPREVIOUS | | HEXT=

INF bFie 1 IFF PAA WD | BNF PAA WA | Hars | 1 aamd | Proferances X

From this page the employee can add weights to the job objectives, update, add or

delete ajob objective. When your job objectives are complete click on the Next 1

button.
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Approvals and Acknowledgments- Employee

Performance Appraisal Application (PAA)

2 GEPAAYS Homs Loooud Pratsrences

Tranader 1o Rating Official | Track Progross ), Retun o Main Pago

Employes Information
Employes Name  Blomme, Demings X

mmmrts.l-'nm
Pilan Details |/ Misgion Goals || Job Objectves TR ETES B TR NI T Y

Appraovals & Ackowlodmnents

Mewd Help?
P
Al g | Hide £

Davwils Tasks Sratie Actian

[

b=

=

=

This screen details the status of the approval and
acknowledgment process. =PREVIOUS

ICE MyBiz | ICEPAANS | ICEPAAVS | Home | Logout | Preferences

This page displays information regarding the status of the Performance Plan. From
this page the employee may complete a step if it is highlighted, transfer the plan to
the Rating Official, track progress or return to the Main Page. Select the Transfer to 12

Rating Official button to continue.
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Transferring to Rating Official
. 5 N 3 B 3 B B |

Performance Appraisal Application (PAA)

KEMyEZ KEPasyY KEPRANVT Home Loooul Proference:s

Employes Notification to Rating Official - Bogema, Genny B
Carcel | | Transfer o Rating Oficial wilhoul E-mail Motfcation | | Transier o Ratng OMcial with E-mmad Nobificaton

Massage to Rating Official

Cancel | | Transfer o Rating Official wimul E-ma Motiica®on | | TransSer (o Rating Ofcial wen E-mall Hedfication |

ICE vz | ICE PAAND | ICE PAANT | Horme | Logout | Prefarences

From this page the employee will transfer the Performance Plan to the Rating Official
for review and approval. If the employee sends it using the Transfer to Rating Official
with Email Notification option, the text box appears in the body of an email delivered
to his/her email. The email address must be updated in My Biz or My Workplace for

this functionality to work.
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Track Progress

Performance Appraisal Application (PAA)

KEMyEp KCEPAAYD KEPASWI Home Logoul Profererces

Track Progress

Rafurn bo Prvious

2 Helg?
Employee Information
Employes Name  Blomme, Domingo X Select the ‘Return to
P-Show Emplayes Data Previous’ button to
continue with the process
Thiz screen provides infarmation regarding 1he status of your performance plan thigulfTeat (TIE [ETTETLS Creis
When you ané dong révigwang your status, select the "Retuen b0 Privaous™ bulton to résume your aclmly
F’hlg
| [eafied W
| pproved
| [cknawledged by Employes 0
Jrmteegin Resdew
| EEa'npmyaa - Sel Agsessment |
[ [Communicated ta Employes by Rating Official
| |Acknowledged by Employes
Ropraisal
| [Employee - SeifAssessmen |
[ [Communicated o Employes by Rating Oficial !
Redusm 10 Prevous

ICE MyBiz | IKE PAAYY | ICE PAAYE | Home | Logoyt | Erefarances

This page displays the status of the Performance Plan throughout the cycle.
14
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Approving a Performance Plan — Rating Official

Performance Appraisal Application Main Page

Mised Helg
'lll'arl'lil'lﬂ The Parformancs Anora T
rifoirrrest oy O [ 5 i _ -|'__|
lassifiad informabion 15 @ violabon of kEw and may lead to prosecutian
pa
Imponamiz To becormns |
PlansiAppraisals In Progress
Craate Mew Flan
Sevie M0ints I Sopeimaven: |11 18 [Chonse a Fian Type- =l (Go) To review and approve a
oo Sie [1031 performance plan:
Employes |I.'|||||.u|! lH.ﬂl’nu Oficial [Appraisal 1.l'l.|||||.1i|..'|l Flan Approval lPI.m Curreml PAA
Hamie Dhiwinii Maine LEET] 11E} [hite Typé|Statias  |Stakies Acilon Select the employee
This table includes Eulsler, Takako Bogema,  Bogema, Genny = Plan in o — =
e J . GeavB @ 208 8 NG Pending oot [Update # (5o) plan.
Information _Or! the Tanks, Seema  Bogema, Bogemda, Gansy 009 a2 NG Pandin Flan n |"J|.'d£|lr =| o)
status of existing o ey 0 : 7 Progress Select Update from the
: Bogema, Baogema, Ganay o Plan in Updabe =] | oy
plans. From this . Neifor, Lolia | ol S g 2008 & NG Pending e [Upda =l 2y drop down menu.
screen you can view Elamma, Bogema, Bogema, Genny ; = fi Plan in Updale =| | Go
d 3/ e Dominga X Garny B B A 8 - Pending Progress r it =] (o)
and update existing Select the Go button.
plans.
b=

From the Main Page, the Rating Official can create, update and review the employee’s
Performance Plan, transfer a plan to the employee, view and print the entire plan 15
after it is created and track the status of the plan. UNCLASSIFIED / FOUO
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Approving a Performance Plan — Rating Official
I D DN -:- I .

Performance Appraisal Application (PAA)

ICE MyBiz ICE PAAYS Diagnostics Home Logout Preferences

NG PAA - Rating Official

| Transferto Employee )| Track Progress J Return to Main Page J

Employee Information
Ermployee Mame  Blomme, Domingo X

B Show Employee Details

ETNEET RN Mission Goals Job Ohjectives Approvals & Acknowledgrnents

Plan Details
This screen provides information about the status of your employee's performance plan. Meed Help?

o 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 the pay grade and step will be populated on the appraisal form based on this date. For additional guidance select the Meed Help?' link.

e Change the Rating Official and/or Higher Level Reviewer,
o Transfer the Performance Plan to your employee.

To change a Rating Official, Higher Level Reviewer or both, select the 'Change Rating Official and/or Higher Level Reviewer' button,

YWithen done, select the Mext' button or the Mission Goals' tab. i
| Change Rating Official or Higher Level Reviewer |

Performance Plan Approval Date
Plan Last Modified Date
Created By Rhynes, Conrad Z

= Appraisal Type |Annua| Appraisal - NGj

= Appraisal Period Start Date |15-Oct-2003
+* Appraisal Period End Date I23-Se|)-2l]l]9
= Appraisal Effective Date I24-Se|)-2l]l]9

Rating Official Marme  Rhynes, Conrad Z
Higher Level Reviewer Fred, Abdul N

[NEXT=)

From this page the Rating Official would begin to review the plan. Select the Next
button to continue. 16
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Approving a Performance Plan — Rating Official
I D DN D e ! I .

Performance Appraisal Application (PAA)

ICE MyBiz ICE PAS Y3 Disonostics Home Logout Preferences

NG PAA - Rating Official

| Transferto Employee ). Track Progress J Return to Main Page J

Employee Information
Ermployee Mame Blomme, Domingo X
B Show Employee Details

m ReportsiForms
Flan Details QSRS Joh Objectives Appravals & Acknowledgments

Mission Goals
This screen focuses on important information regarding your organization's goals and priorities. ¥You may type or copy and paste information into the text Meed Help?

box, orit may be populated by your employee. When done, select the Mext' button or Job Objective’ tab.

B

This is the Mission Goals

=
{Limit to 1400 characters) Cournter |25 /

[ <PRE¥IOUS | [ NEXT= )

ICE MyBiz | ICE PA& %3 | Diagnostics | Horme | Logout | Preferences

About this Page

From this page the Rating Official would review the Mission Goals. Select the Next
button to continue. 17
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Approving a Performance Plan — Rating Official
1 B B B 3 B B B

@

s

Performance Appraisal Application (PAA)

KEMyEZ KEPasyY KEPRANVT Home Loooul Proference:s

MG PAA - Rating Official
Transfer o Employes | Track Progress | Rotuen b0 Main Fago

Employee Infermation
Employes Name  Blomme, Demings X

m RaportsFonms

Plan Datails | Misgion Goals Approvils & Acknowledgrmints

Jobh Do clives

w approved Job  Mesd Help?
Ipd
TP Appaoved” Job Oibjecte be used io caloulabe 1he ralmg of recand and averag
Add Job Obiecive
how Al Dietads | Hige Al Dl
[henails Humben Tide Status Welght % (Optianaly Action Dalets
pshow! 3 Guality Control PENDING 60 = L Updats ) | |

L F | Tasting PENDING 40 = Update 5

SPREVIDUE | | NEXT=

From this page the Rating Official can add weights to the employee’s job
objectives. The Rating Official can also update, add or delete a job objective. 18

Select the Update button to continue.
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Approving a Performance Plan — Rating Official

Performance Appraisal Application (PAA)

Update Job Objective
= Indicates required Seld Save | | Save and Uindate Ancthar Job Objecive | | Save and Returm bo Job OXjecives Tab
[ ed Halp?

Objictone Humber 1

= Objecive Title ||]._.a|.1-f Contiod
= Starl Dade ﬁ].oﬂ.m _E]

Judy Ojective Status PEMNDING
Drate Las1 Madidied 2-Febe2009

Job Ojecte

The 1% whire you 1ypé your job obpeting

Counter |40

5 e Save and Lipdate Anothes Job Chiective | | Sawve and Returmn o Job Objectivas Tab |

2 0 LE EAA N | BE FA i | Hom

On this page the Rating Official may copy and paste or type a job objective. When

the Rating Official is done he may Save it, Save and Update Another Job

Objective, or Save and Return to the Job Objectives Tab. The process is repeated

until all job objectives have been reviewed. Select the Save and Return to Job 19
Objectives Tab to continue. UNCLASSIFIED / FOUO
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Approving a Performance Plan — Rating Official

-

Approvals & Acknowledgments
This screen provides information regarding the status of your employee's performance plan.

e Select the 'Start’ button to complete a step.
e Select Show'to see detailed information about an approval (date, method of review, etc.)

Show Al Details | Hide All Details
Details Tasks Status Action

¥ Hide |Step 1: Rating Official - Request or Document Higher Level Reviewser. Mot Started

@ TIP There are twn nptinns available to camplete this step. If yoo are bath the Rating Official AND Higher Level Reviewar, use Option B to dacument the appra

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

Name Title
Dobles, Titus K Rating Official
Topps, Donella C Higher Level Reviewer

@ TIP Please select new HLR fram list of values, if reguired
Change Higher Level Reviewer |Topps, Donella C z{

Message to Higher Level Reviewer

This screen provides space for you to send a Higher Level Reviewer a message regarding an employee's Performance Plan. After writing the message, s¢
Reviewer with E-rmail Motification' button to send the message.

Please review this performance plan and take the appropriate action under the Approvals and ﬂ
Acknowledgrments tab

El
Motice: You are about to contact Topps, Donella C by e-mail. Due to the unencrypted nature of this e-mail cormmunication, please do not include any nor
security numbers ar privacy act information in your e-mail

| Cancel ) | Transferto Higher Level Reviewsr without E-mail Notification ) | Transfer to Higher Level Reviewer with E-rmail Notification )

4 | >ﬁ
From the Approvals and Acknowledgments tab, using Option A, the Rating Official can
transfer the plan to the Higher Level Reviewer for review.

20
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Approving a Performance Plan — Rating Official

Cancal | | Transfer to Higher Level Reviewer without E-mail Notification | | Transfer to Higher Level Reviewsr with E-mail Notification |

Option B - Document the higher level review has taken place by entering the following information:

Higher Level Reviewsr |Tupp9_DunellaI2 (? Method of Review >
Review Date | @ Other Method | Cancel | | Save
ICE MyBiz | ICE PALA WS | Diagnostics | Home | Logowt | Preferences
e
4 | ¥

Using Option B, the Rating Official can document Higher Level Reviewer concurrence. The
Rating Official completes this step once they have reviewed the plan and are ready for
second-level review. o1
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Track Progress
!m 8 B B B

Employee Information
Ermployes Mame Eln-mm- Damingo X
P=Show Employes (atails

Thig gcréen provdes Infarmation régardang the stalus of your perfesmance plan thraeghoul he
pirformmand
When you are done reviewang your status, sebact the "Return (o Prewious"™ bution te resume
Dur SCEMTLY
Pian :
Drafted |
Reviewed by Higher Lavel Reviewer |
Bpproved |
weknpwledged by Emplayse
fetoran Braow

| Employee - SeifAssesament |
Radmg Official - Assﬁsmarﬂ |

Etll'l"lml..lrlll;ﬂ[?ﬂ 1o Emplayie I'.'ljr F-E.l'lng Dﬁ-.‘l.ﬂ
| Acknowledged by Employes
g ainal
| Employee - SelfAssessment
~ Rafing Official - Assessment
:_:nghe-r Lol F-'nvm Appmwd
Communicated ta Emplayes by Rating Ofcial

[R&luam 1o Prévious |

ICE MxBiz | ICEPAAND | KEPAANG | Home | Logod | Pobusoces

This page displays the status of the Performance Plan throughout the cycle.
22
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Approving a Performance Plan — Higher Level Reviewer
1 B B B 3 B B B

[deed Halp?
ol assif
honzed rele
¥ 3 A al jhs al Al A
i | | I
..... B T T
Imponant To becoms famliar wih (ke coluemr aatac] 1he Tiead Halp ik
PlansiAppraisals In Progress
Craats Mew Flan
Show M All I Y
i Appracsals =l Appraisal Year AL 3 [--Ehau-sr a Flan Typi- E G
Table Size ]IIZI -
Flan
Employes L et kg Appratsal  QAppraisal [Appreval Flan dCimrrent FAA
Namme Crwsthitd Oifieial Namia]vea L] hata Type|Stans  |Stanies Actlon
Willidte, Frid, Abdul Rhynes, 2] Appraisal Pending  (Lpdate w| | Gn
Morgan ™ M Comad? 2009 3 O2-Mar2008 NG Approved o sl [ 2 (&)
Puskas, Puskas, Rhynes, Interim Review W =] o
Wirston R Weston R Conead T 2009 100 DlMar2008 NG Agpeoved Completed | J
Edomrimes, Fred, Abdul Rhynes, Plan Pending HLR Updato =] Go
Daorminga ¥ H Coread £ B 211 NG Pendng Roview | "j
Sales ar
b=
Main PAA | Guest Paricipant | ICE MyBiz | IGE PAAYT | Home | Legowt | Ereferences | Qeache Halp

From this Main Page, the Higher Level Reviewer can review the employee’s
Performance Plan, view and print the entire plan after it is created and track the
status of the plan. Select the Go button to continue. 23
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Approving a Performance Plan — Higher Level Reviewer
. 5 N 3 B 3 B B |

Performance Appraisal Application (PAA)

REMG LEFAAYS Home Loooid Praferences

MG PAA - Higher Level Reviewar
Track Progross ), Retun o Main Pago

Employee Infermation
Employes Name  Blomme, Demings X

m RaportsFonms

JETTTETIN Mission Goals | Job Objectves | Approvals & Acknowidgments

Flan [hat ll s
T wen provides inlormation about the status of your employes's pedarmance plan Since you are n vigw mode you canmal make chango Mesd Halp?
Apprazal Type  Annual Appraksal - HG Perfamnance Plan Appeoeal Date
Agpraisal Perod Stat Date  01-Cct-2008 Plan Last Modfied
Apprateal Pencd End Date  30.5ep- 2009 Craated By Blomme, Domingo X

Appraisal Effecive Date  071.Oct-20000
Fating Official Name  Rhymes, Contad 2
High Level Reoviewar Frad, Ahdul N

MEXT:

LEMyEiz | KEPAANT | Home | Logowt | Prafsrancas

On this page the Higher Level Reviewer can review the plan details, track progress or return

to the Main Page. Select the Next button to continue. 24
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Approving a Performance Plan — Higher Level Reviewer
. 5 N 3 B 3 B B |

Performance Appraisal Application (PAA)

REMG LEFAAYS Home Loooid Praferences

MG PAA - Higher Level Reviewar
Track Progross ), Retun o Main Pago

Employee Infermation
Employes Name  Blomme, Demings X

m RaportsF omme
Plan Dirtails Jioh Obgécives Approvals & Ackniwdadgrmients
Missson Goals
T #in provides anformealion regarding your arganizalicn’s goals and prionties. When dene, select the Nest' bution or the Job Objectes’ Lal Mgad Help?
MlisEion

=PREVIOUE | | NEXT=>

ICE MyBiz | ICEPAANT | Home | Legoud | Prefscantes

On this page the Higher Level Reviewer can review the mission goals, track progress or

return to the Main Page. Select the Next button to continue. -
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Approving a Performance Plan — Higher Level Reviewer
. 5 N 3 B 3 B B |

Performance Appraisal Application (PAA)

REMEE LEPAAYS Home Loooidl Prafsfences

MG PAA - Higher Level Reviewer
Track Progross | Retun b Main Page |

Employee Infarmation
Emnployes Mame  Blamme, Demingo X

AR FeportsFoms

Pian Detaiis | Missken Goals Approvals & Acknowledgmients

Job Objectives

Maed Help?

& TIP Oréy “Approved” Job Objncirmes will be used 1o calculate 1he rabmg of mcord and amrage score. A “Aopromd” Job Obiectees with assigned coplional w

Detalls Wumbes Tike Stshis Welght " [Dptional) Actinin Belete
B Shaw test PENDING ew,
PShow2 best PENDING iw |

SPREVIOUS | | HEXT=

From the Job Objectives Tab the Higher Level Reviewer can view the job

objectives. Select the Next button to continue.
26

UNCLASSIFIED / FOUO



UNCLASSIFIED / FOUO

Approving a Performance Plan — Higher Level Reviewer
. 5 N 3 B 3 B B |

_,,-.d:ﬂ"".ur

g )

e i

T
Ei

TrpEs

Performance Appraisal Application (PAA)

CEMEr KEPASYT Home Lonoul Prastrorces CSsonoqbis

MG PAA - Higher Level Reviewar
Track Prograss | Rehen b Main Pago

Employes Information
Employes Name  Blomme, Deminge X

A ReportsFoms
Plan Dietails | Migdnsn Goals Job Objecines Approvals & Acknowledgment s

Appraneals & Ackisowilodgrment s

S

Denails Tasks Srans Action

P S

B= Sy Step 20 Hogher Lewvel - Rewew Pendng Approval | Approve | ar | Rabam for Change

=

=

SPREVIQUS
ICE MyvBez | ICEPAANT | Home | Logout | Preferences | Deagoosixs
Edaous Sy P

The Approvals and Acknowledgments Tab displays details about the épproval
steps of the employee's Performance Plan. Select the Approve button to
approve the plan.

27
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Approving a Performance Plan — Higher Level Reviewer
. 5 N 3 B 3 B B |

2
Performance Appraisal Application (PAA)
KEMBT KERAAYI [enopicy Home Loonk Preserences
[ Infarmation
Do youn wish 1o appiove the Perfotmance Flan job ohjectives lor Blomme, Domings X7
(Bo) [yes]
LE Wiz | ICEPAANG | Duagnosics | Home | Logoul | Breferences
|

Select the Yes button to Approve the Performance Plan.

28
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Approving a Performance Plan — Rating Official
1 B B B 3 B B B

&
Performance Appraisal Application Main Page
Misd Halp?
Waming The Parformance Appransal Apphcabon s desig classilied personn
niforrmaton « E d release o
classihad info
j A Fage, i Lk U & T e Fal F 1 1 T WET ar L
an aft aalad ] i plan
- 1 Far T I T i I il 1 I
alE & e oLl Ly gd & 8
. (0] a F + Sals I
- i & Sple [; 0 =l
.
Impomant: To became Fmiliar wih (ke columne, seisct the MNesd Help? liak
Plansifppraisals In Progress
Craate MNew Flan
Show Me | All Appraceals =| Agpraisal Year |ALL = [~ Choose a Plan Type- = 5]
Takile Size ill:l -
Plan
Employee Cannrein Rating Appraisal  |[Appraisal JApproval Flan Cimrent PAA
Hame Dwmen Crificial Mame|Year L [hane TypejStaius Stahis Actlan
Willeite, Fred, Abhdul Rbynes, Agpraisal Poending i =] | Go
Bt ety 2me 3 02Ma2008 NG Approved 14 deoyor § Y
Puskas, Puskas, Rhynes, Intienen Fewee View »|  Ga
‘Wesion R Wesion B Conrsd I 2A009 LY 01-Mar2009 NG Approved Completed | 'J
Elomims, Rhyres,  Rhynes, Fian Rewewed by | Lipdate =00
Domingo X Conesd I Comrsd I e 211 NG Pending o p
Seted 8
b,. k
hlam PASA | Guesl Paticipan | ICEAbEz | ICEPAANT | Home | Logoad | Boefeoences | Dioacle Help | Diagnesiics -

From the Main Page, the Rating Official can now begin to approve the plan. Select the Go

button to continue.
29
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Approving a Performance Plan — Rating Official

>
8| Performance Appraisal Application (PAA)

KEMyEZ KEPasyY KEPRANVT Home Loooul Proference:s

MG PAA - Rating Official

Transfer o Employes | Track Progress | Rotuen b0 Main Fago

Employee Infermation
Employes Name  Blomme, Demings X

m RaportsFonms
Plan Details | Misgisn Goals Jodb Obgec et Appaovals & Acknowledgments

Appraovals & Ackowlodmnents

panding the status of you emg o's pefamance plan
& Zplect the Steed” buiton to complete 8 sleg
* Soloct Show' to soe detaled infoamation about an approval [date. method of review, ot
Dotalls Tosks Shatus Action

nire Stop 3 Rabng Oficial - Docoment Communication to Employes Mot Started | Stasd

VYVY

<FREVIOUS

The Approvals and Acknowledgments Tab displays details about the approval steps of
the employee's Performance Plan. Select the Start button to continue. 30
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Approving a Performance Plan — Rating Official
1 B B B 3 B B B

Transfor bo Employes | Track Progress ) Reben lo Main Page |

MG PAA - Rating Official

Employee Information
Employes Mamo  Blomme, Damingo X

b= Show Eny

A Fepartatoms
Plan Detadls |/ Mizsion Ooals  JobObjectves WL L

Rpgel vl & A binowledoiment s
T S orevides nforvsation Segarding the wtwl lp?
afif
atakls Tasks Sranm Actien
P Shiw
B-ch
Comemurication Date |1 6-Ape 2008 E
Commaunication Mefhod |
Crheter Wedhod
Face 1o Facw
sqg::'“““ Employes fr Acknowiengmant ) Save and go 10 Siep 4 |
APREVIOLIS |
CE MiyBiz | ICE PAANT | Diggeosiics | Home | Logiul | Preferences

At this point the Rating Official can document communication to the employee and a1

the acknowledgment, or transfer the plan to the employee to acknowledge
UNCLASSIFIED / FOUO
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Approving a Performance Plan — Rating Official
1 B B B 3 B B B

| Performance Appraisal Application (PAA)

CEshE KEFARYWD Deonogiicy Home LOGou FIeserences

M. Confirmation

HAne you sure you want o go te Step 47

Do you weant b0 contirue? /
ICE WwBhig | ICE PAANT | Qiagedsics | Home | Logoul | Prafrancés

bt i P

Select the Yes button to continue to step 4.

32
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Approving a Performance Plan — Rating Official

Sl F'EHDTH‘IEHCE Appraisal Applicatinn {paﬁnﬁ} CEWhEg EEPAAWY Home Logud Prefeiences [ssonosics

‘iiiun. Chpest Famcipan

Transfer o Employes | Track Progress | Rotuen b0 Main Fago

MG PAA - Rating Official

Employee Infermation
Employes Name  Blomme, Demings X

mmhefmﬂm Annual Appraseal iriher Azsessments | Repodelfeme

Plan Details | Misgisn Goals Job Obgec et Appaovals & Acknowledgments

Appraovals & Ackowlodmnents

wen peomides informeation regandeg i fatud of yoig employes's pefamante plan
# Salect the tar” button to complate a slsg
* Soloct Show' to see detaled information about an approval (dale, method of review, et
Dotalls Tosks Stafus Action
P Shirey St i ota
== 2
B~ Ghiw L
B=Shiw Step 4 Ratmg Cfcaal - Documént Emgloyes Acknowladgmiant Mot Starad Saart
“PREVIOUS |
icipand | IGE MyBiz | ICE P28 %S | Home | Logowl | Preferences | Disgnostics
oo Trig Piege

The Approvals and Acknowledgments Tab displays details about the approval steps of
the employee's Performance Plan. Select the Start button to continue. 33
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!-”t-l% H 9 0«9 @ - Your Performance Plan has been transferred to you for acknowledgment. - Message (Plain Text) =

Message
3 ¥ =] v 34 Find
= i‘k | I% x 1 I — Safe Lists ~ _ ¥
- - S A & = i 2y, Related -
Reply Reply Forward | Delete Move to Create Other Block ) Mot Junk Categorize Follow Mark as
to All Folder~ Rule Actions~ | Sender - Up~ Unread || ki Select~
Respond Actions Junk E-mail P Cptions ] Find

Follow up. Start by Monday, June 14, 2010. Due by Monday, June 14, 2010,

Fram: mybiz_mywaorkplace @dcpds. cpms. osd. mil sent:  Fri 5/7/201
To: Dallas, Adriene R Ms CIV NG MGE ARNG

Co brenda.decruise @nagb.ang.af. mil

Subject: Your Performance Plan has been transferred to you for acknowledgment.

From: DECRUISE, BREMDA

To: Dallas, Adriens R

Sent: B7-MAY-28186 at 88:46:21
Appraisal ID: 761343

aMNext % Last

Your Performance Plan has been transferred to you for acknowledgment.

Comments:

Please go to the Performance Appraisal Application and select the Approvals and Acknowledgments tab located under the
Flan tab and complete Step 4. Once you have acknowledged, a copy of the DD Form 2986 will be available in the Complet
Plans/Appraisals area of the Performance Appraisal Application Main Page.

Click the link provided below to access the Defense Civilian Personnel Data System portal page to log in and access th
Performance Appraisal Application (PAA):

Army https://compo.dcpds.cpms.osd.mil

If this link does not work, follow these steps:

. Open a Web browser window.

Copy and paste the entire Web address into the location or address bar of the browser.

Press enter.

Lt R

Please Do Mot Reply to this Email
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Track Progress

a
Performance Appraisal Application (PAA)
EEMEG KEPASYY LEPAANVG Homs Lopoul Pratrence:
Track Progress
Fabam to Previous
Megd Halp?
Employes Information
Emplayes Mame  Blomme. Damings X
Bhiw Er plowes Dl
Thiz screen provides infoamation regarding 1he stalus of your perdormance plan 1haoughout the pedormance cycle
Wehan you are done resewang your slalus, sedect the 'F_.'\-;u in to Prewsous” button 1o esume vour acimty
e
Drafied W
| Revewed by Highar Leval Revewer o
Approved W
| |Acknowledged by Employen s
Irtenim Flisdus
| [Employee - SelAssessment
Rating Official - Assessment
[ [Reviewed by Higher Level Review - ¥ Requrd
Commuynicated 19 Employes by Rating Official
| |Acknowiedged by Employes
Pppragsal
| [Empleyee-SelfAszessmam 00 K]
Fating Official - Assesement
Highar Leval Reviessr Approvmd
Comenunicated 1o Employes by Rating Official
Rt 86 Privdus
ICE MyBiz | ICEPASANT | KEPAANT | Home | Legoul | Ereferences
-

This page displays the status of the Performance Plan throughout the cycle.
35
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Approving a Performance Plan — Rating Official

MG PAA - Rating Officlal

Translor bx Emploves | Track Progress ), Rebuem (o Main Fage |

Emplayes Infarmation

Employes Mame  Blomme, Dembingo X
b= mployes Data

m Inbarim Rewiews | Anniusl Appraisal | Cther Assessmients | Repsdiarm srms
Plan Detdils || Migsion Goals | Job Objectves RS F R T a 0Dt iyl

Apgar oneals & Acknowledipmients

the stetus of your erployes’s peromance plan [eead Help?
hew All Diedals | Hida A
Detaile Tasks Stalm Actiam
b=
-c
b. .
Vi
& TIP These fields are sul popiulated &l e teneg of employes acknowledgmend. I ihe employes i nol svalabls ahrses
e krecrad acdn nay updale H rea accordingly
Acknowiedgment | Ack by Ofher Mathod '1
Crher Method
Rafusid
Late |ack by Gther Method
S
=PREWVOLS |
KE WyBig | ICE PAAYE | Disgrostics | Home | Logout | Peaferences
ull thes Pags

At this point the Rating Official is documenting the acknowledgment of the plan.

Select the Save button then transfer the plan to the employee. 36
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Interim Review- Employee
. 5 N 3 B 3 B B |

-

ﬂ-';-:l'!'-‘-?-:_.‘?? y
k[?g%i) Performance Appraisal Application (PAA)

dpag i

CEMhvBiz EPAL YWY [eegwslics Home LoDl Frafscsnces

NG PAS
Transter bo Rating Cfficiad | Track Progress ; Relurn to Main Page |

Employee Information
Employee Name Blomme, D
b.. fi0 1 I A=il

Hnge X

MG interim Reviews | Annual Appraisal | Other Assessmants | ReparisFoms
AT Miscion Goals | Job Objectves | Approvals & Acknowledgments
Plan Details
1 0 s of your pe [esd Halp?

f necessaly. Important Note: The Appraizal Penod Stant Date represents the stan of your performance
swch as your pay grade and step will be papulated on your appasisal

Changa Rating OMcial or Higher Level Reviewer

Parfarmance Plan Approval Date 16t ar 2005
Plan Last Moddfied
Created By Blomme, Demings X

|i’u1nu|ﬂl Appraisal - NG ﬂ
1.0t 2008
J0-Sep 2009

Appraisal Type
Apprassal Penod Stan Date
Appraisal Penod End Date

Appravsal Efectr Date
Rating Official Mame
Higher Level Reviewsar

01-0e1- 2009
Rhynes, Conrad £
Fred, Abdul N

NEXT=

From this page the employee can track progress, change the Rating Official and
Higher Level Reviewer or return to the Main Page. At this point, also notice that the
Interim Reviews and Annual Appraisal Tabs are now available. Select the Interim
Reviews Tab to begin the Interim Review.

37
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Interim Review- Employee

Performance Appraisal Application (PAA)

KE Wyt KEPAAVT [Megnogfics Home Logad Proferences

NG PAA

| Transfer o Rating Official | Track Progress | Fetum to Main Page |

Empleyee Information
Employee Name Blomme, Domings X

bShow Ermployes [afal

_Plan TIPS Annual Appraisal | Other Asgessments | ReponafFoms

Interim Fevews

Interim Resuews are conducted 1o assess your pardormance thraughout the pedomance cycle AL least ong Interim Rines i3 required and is 1ypecally Migd Hilp?
eanduct at The mid-point of the cyche Fram thiz screen you can creale an Irfenm Héaew, updale an Inlenm Renagw thal has ol been approved, and waw a
completed interim Review

o To create an [nterin

» To complite ofh

Rewiew, select the Creale Intenm Review” bulton

oing descnbid above, select the bullan under the Aclion column

& TIP Interim Rewiews are a review of an employee's performance which typically accurs midway through the performance cycle. (Mote: Mot 3 closeou

ar Annual Appraisal)

Creatad [nberirm Review |

Created  Creation Higher Level Review Communication Cormmumication Employes Ack
Humber By Date [Dhate Status Date Method Date Action Delete
Mo results
found
ICE MyBiz | ICE PAA YT | Diagnostics | Home | Logout | Prefsrences
Bboud thiz Page

From this page the employee can create an Interim Review by selecting the 38

Create Interim Review button. UNCLASSIFIED / FOUO
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Interim Review- Employee

Entenm Rewew Intiator  Blomme, Domingo X (e Riniew Number 1
Inténm R Stalus  Initiated

LT LR Approvals & Acknowladgments
Objective Assessments

5 . : £
alact the Wiy Joudnal' sk 1o réfed 1o oF eopy and paste &f

bleed Help?
Joby ObjecTives
Weights
k]
Select Order ObjectiveTitle Status {Oplion.al)
Lo 1 pest APPROVED
L= 2 ezl AFPRONVED
Job Objecthe
taster

Emgdoyee Sell Assessment

Weadey 7 !m-l-

This is where the employee's Self Assessment is input.

3

This is the place where the employee would input the Interim Review Self Assessment
for each one of the job objectives.

39
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Interim Review- Employee
. 5 N 3 B 3 B B |

Performance Appraisal Application (PAA)

M CF PRA VY [lagnodfics Homs Loomd Prelersncss /

R ebam Tio Enterim Revess Tab |

Employee Information
Ermployes Mame  Blomme, Domingo X
b= Show E w Diital

& TIF An infenm neviw should acknowledns schoivbrmands to datle and suggested areas far impigvarmént. 1| dshoald facildale mednmghl dialague and

Interim Revew Initintor - Blomine, Domingo X interirm Beview Mumber 1
Irilerem Rowew Status  Infiated

 coccive Rosessmerts YRR T PRI

Objective Assessments
Selact the Wy Journal Bnk 10 sefier to or copy and paste any sel-sssessment informabion

Sl Oilgecives

Waights
Select COrder  ObjectiveTitle Status [DPH;“ -
o i tesk .
[ 2 lest BERvES
il Dl cEhen
it =
¥l

After the Interim Review Self Assessments have been entered for each job
objective, click the Return to Interim Reviews Tab. 40
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Interim Review- Employee
. 5 N 3 B 3 B B |

Performance Appraisal Application (PAA)

Rz CF PRA VY [lagdifics Home Lol Prelerénces

Employee Motification to Rating Official - Rhwnes, Conrad 2
Garcal | | Transfer o Reting OfMicial withou E-rmail Notification | Tramsbar bo Rating Ofcial with E-madl Modficabon |

Message to Rating Official

atl Modficaton” buthon to send the message

neneryptid natuse of this &m

Cancal | | Transfer o Rating Official without E-miail Moliication | | Trangfor jo Raling Cfficial with E-mail Matification |

LEMyET | IGEEAANT | Dmgnostics | Home | Logowl | Erefernce
BRou is o

From this page the employee transfers the Interim Review to the Rating Official for

review and approval. If the employee sends it using the Transfer to Rating Official with

Email Notification option, the text box appears in the body of an email delivered to

his/her email. The email address must be updated in My Biz or My Workplace for this

functionality to work. 41
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Interim Review- Rating Official

Performance Appraisal Application (PAA) ICE MyBiz ICEPAAY3 Home Logout Preferences
Version 3.0
PM\ Main Page Provide Guest Feedhack

Rating OfficiallHigher Level Reviewer

Performance Appraisal Application Main Page

COracle Help  Diagnostics

Meed Help?
Warning: The Performance Appraisal Application is designated for sensitive unclassified personnel
information only. Do NOT enter classified information in this system. Unauthorized release of
classified information is a violation of law and may lead to prosecution.

Fram the Main Page, you can create, update and view employes Peformance Plans, change the Rating Official and/or Higher Level Reviewer, wiew and print part or an entire
plan after it is created; close a plan, and track the status of a plan.

You can also search for completed plans by selecting the 'Show Cormpleted Plansf&ppraisals' link located at the bottorn of this page.

To create a Performance Plan: To complete other actions described above:
e Select Thoose a Plan Type' e Select an option frorm the Action column
e Select Appraisal Plan Type' e Select the o' button

e Select the 5o’ button

Important: To become familiar with the columns, select the MNeed Help?' link.
Plans/Appraisals In Progress
@ TIP Only Employees that have a plan in progress are listed helow:

Show e |AII Appraigals j Appraigal Year IALL 'l —Choose a Plan Type-

Reports/Forms
Table Size m glhange R0 andfor HLR

0se

Employee Current Rating Official [Appraisal |Appraisal |Plan Approval Plan Current PAA | Track Progress
Name Owner Name Year 11] Date Type|Status Status Manage Guest Patticipants
Elomme, Rhynes, Rhynes, Conrad Interim in Update ~| (Go)
Dormingo X Conrad 7 7 2009 235 16-Apr-2009 MG Approved J 08

Progress

Select the link to search for Completed Plans.
P=Show Completed Plansédppraisals

-
R ] =y [ - n Y Y L = ' T o " o

From the Main Page the Rating Official selects Update from the drop down and 45
then the Go button to begin the Interim Review process.
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Interim Review- Rating Official

Performance Appraisal Application (PAA)
MG PAA - Rating Official
| Transfarto Employes ) Track Progress )| Return o Main Pags |
Employes Information
Employes Name  Blamme, Dgfings X
PShow Employes Dotals
M@ Feviews | Annual Appraizal | OlherAssessments | ReporalFoims
Ui P Migsion Goals | Job Objectves | Approvals & Acknowd edgrmints
Flan Det s
Thig scoden privides infarmation about thie Status of your ermployess perdemance plar Mised Help?
= Lipdate the Appraisal Type and Apgpraisal Dates, f necessary
||1}pn|l.1||l Hote: The Appraisal Penod Stanl Date reprezents the stad of your employes’s peformance evaluation penod under this plan. Cerlain informatiar
such a8 the pay grade and will b porpulated on the appeaizal form based on this date. For addibional gudance select the Mead Help 1k
& Change the Rating Official andior Higher Level Reviewer
= Transfer the Perfarmance Plan 10 your employee
L[ 'h.'.:';-- a F-"ql'l'_i Crffieaal, I'Il-ji'-'.' Lavel Heveawar ar bath, select 1he Than qe = ing Jfecial andfos I'I|-_':i ar Level Rewawar' buiton
When done, select the Next’ button or the Mission Goals' 1ab
Change Ralting Official or Higher Leavel Reviewsr |
Appraisal Type |.!|.nl1ual Appraisal - HG:J Perfornance Plan Approval Date  16-Mar-20009
h Plan Last Modified Date
» Appraisal Period Start Date  01.0ct-2008 E Created By Blomme, Domingo X L
= Appraigad Ponod End Date | 30-Sop-2009 E
= Appraisal Effactre Date ﬁi-ﬂnm E
Rating Official Name  Rhymes, Conrad Z
Higher Level Revsewer  Fred, Abdul H

From the Plan Details page the Rating Official would click on the Interim

Reviews Tab to view the Self Assessments.
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Interim Review- Rating Official

KEwefer KE Pl VY Dsgrostics Mome Logod Prefersnces

MG PAA - Rating Official
\_Teansfer bo Emploves | Track Progress )_Retumn to Main Page |
Employee Information

Emgloyes Name  Blomme, Dominga X
P Shiow f Diata

_Fian JTITTEPRTN Annual sppratsal | OerAssessments | Reporsi¥ ims
Iritt i Fdiws
E ndipcted ployes peranmance throughaut the peran r m R Bqu
ypically conducted at the mid-poind of the cycle. From this screen you can ceeats an by C Ry has L
i comphated [FMenim B v
m Revigw, saloc) the Treate Interim Review” bittan, This bution is only aeadable whan 1h Pi |
acti i
& TIP kntenm Heness are a rivew of an employes’s peformante wh ch typically occurs mudway thraugh the pedommance cyele. Mote: Mol a closesul Assessmlin
ar Annual Anpraisal
Creation  Higher Lavel Review Communication Canumunication Employee Ack
Humber Created By [hate Date Status Date Meibiod Date Actlon Delete
1 Blamme, 20-Mar-2009 Initiated W pdate | |
I}nmlngo X
CE MyBir | ICE PaA YA | Disgrostics | Mome | Logow | Preferonces
s d fhes pﬂ:

From this page the Rating Official can update or delete the Interim Review, transfer to the
employee, track progress or return to the Main Page. Select the Update button to continue.

44
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Interim Review- Rating Official

m:lr‘.:u‘: ;:::el:::r:;:r official wauld put his assessments in //
This is where the Rating Official would put in the Interim Review Assessment and 45

then select the Return to Interim Reviews Tab at the top of the page. UNCLASSIFIED | FOUO
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Interim Review- Rating Official

Performance Appraisal Application (PAA)

|,?

KCE MyBiz KEPAA YT Disgnostes Home Loood (erahees

Create/Update Interim Review
Refurn To Interim Reviews Tab |

Employee Information

Ernployes Mama  Blomme, Dominge X
P Shiw Emplnyes Datgils

Irterirn Reniew Initiatar Bl_umma. Daminga X Interinn Review Number 1
Interim Review Siatus  Initiated

LECTR L Approvals and Acknowledgiments

Approvals and Acknowledgments

Meed Halp?

This screen provedes infornalion regarding the status of your employes's Intenm Rewew
Select Show' 1o see the delailed information about the stalus of your employes's Intedm Review:
s | Hide Al Crota
Deiails Tasks Slatis Actiap
P Show S18p 1 Rating Official - Request or Document Higher Lewel Rieview (f Regquired). NOTE: I not requirad. go Mot Starl

~ 1oStep3 Stafed
P Shiw S
b= Show Step 3 Rating Cfhicial - Document Communscation to Employes ;ﬂtn 4 e

ae
P Share L
ICE MyEhE | ICE BAA VT | Disgnostics | Hormd | Logoud | Proférncis
Abomd fhis Pogs

The Approvals and Acknowledgments Tab displays details about the approval steps of
the employee's Interim Review. Select the Start button to continue. 46
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Interim Review- Rating Official
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Approvals & Acknowledgments
This screen provides information regarding the status of your employee's performance plan.

e Select the 'Start’ button to complete a step.
e Select Show'to see detailed information about an approval (date, method of review, etc.)

Show Al Details | Hide All Details
Details Tasks Status Action

¥ Hide |Step 1: Rating Official - Request or Document Higher Level Reviewser. Mot Started

@ TIP There are twn nptinns available to camplete this step. If yoo are bath the Rating Official AND Higher Level Reviewar, use Option B to dacument the appra

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

Name Title
Dobles, Titus K Rating Official
Topps, Donella C Higher Level Reviewer

@ TIP Please select new HLR fram list of values, if reguired
Change Higher Level Reviewer |Topps, Donella C z{

Message to Higher Level Reviewer

This screen provides space for you to send a Higher Level Reviewer a message regarding an employee's Performance Plan. After writing the message, s¢
Reviewer with E-rmail Motification' button to send the message.

Please review this performance plan and take the appropriate action under the Approvals and ﬂ
Acknowledgrments tab

El
Motice: You are about to contact Topps, Donella C by e-mail. Due to the unencrypted nature of this e-mail cormmunication, please do not include any nor
security numbers ar privacy act information in your e-mail

| Cancel ) | Transferto Higher Level Reviewsr without E-mail Notification ) | Transfer to Higher Level Reviewer with E-rmail Notification )

4 | >ﬁ
From the Approvals and Acknowledgments tab, using Option A, the Rating Official can
transfer the plan to the Higher Level Reviewer for review.

47
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_Cancel | | Transfer to Higher Level Reviewer without E-mail Notification | | Transfer to Higher Level Reviewer with E-mail Notification |

Option B - Document the higher level review has taken place by entering the following information:

Higher Level Reviewsr |Tupp9_DunellaI2 (? Method of Review >
Review Date | @ Other Method | Cancel | | Save
ICE MyBiz | ICE PALA WS | Diagnostics | Home | Logowt | Preferences
4 [ il

Using Option B, the Rating Official can document Higher Level Reviewer concurrence. The
Rating Official completes this step once they have reviewed the plan and are ready for
second-level review. 48
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(%ﬁ)) Performance Appraisal Application (PAA)

Tt CENEE EEPAANG Daworodfcy Homs Loooul Preleistoss

Create/Update Interim Review

Fatum To Intarm Redews Tab |

Employes Information
Employes Name  Blomme, Dembingo X
(=3 (R P T

Intenim Rewiew Inftistor  Blomme, Domingo X
Intenm Review Siafus  Inbiated

Appravals and Acknowledgments

Intenm Roview Mumbar 1

} A saila | K
Dietalle Tasks LT Actlen

bt
b=
=3 Step 3 Ratng Oficial » Documenl Commurscation bo Employss st Start
Staned
b=
CE Wiyfliz | ICE PAANT | Diageostics | Home | Logo | Preferences

Al [fwy Pane

The Approvals and Acknowledgments Tab displays details about the approval steps of
the employee's Interim Review. Select the Start button to continue. 49
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Create/Update Interim Review

Felurn To brterim Reviews Tab |
Employee Information
Emgloyes Name  Eutsler, Takako O
E it L4 ot

-

Interim Review Initiator  Bogema, Genny B

Irterem Review Mumber 2
Intenmn Riview Status  Inltiated

LERCEE T =T Al ovals and Acknowledgmants

Approvals and Acknowledgments

hoed Help?
of your employec’s Infenm Resew
arim
Al Details | H
Details Tasks Sratuis Action
P Shiw d
B
W Hads
Communicabon Date  [16-Ape. 2009 E
Communscation Method  |TURILY =
Othes Method |
Seve and Transher o Empéoyes for Acknowsadgment | Sawe and go to Step 4 |
P=Show
CE Mubiz | [CEPAANT | Diggeostice | Home | Logod | Preferences
Bkt thes Peas

-

At this point the Rating Official can document communication to the employee and

the acknowledgment, or the Rating Official can transfer it to the employee to
acknowledge the Interim Review. 50
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k Performance Appraisal Application (PAA)
: KEMeB CEPAAVY Duorgaficy Home Logod Fralorences
M, Confirmation
Bre you sane you want 1o ge te Step 47
Dio you want 10 condins?
Ho | (es
BoE Whvbig | ILE PAANWT | Dhagnoshcs: | Home | Logoul | Preferénces

The Rating Official would select Yes if they are ready to document the
employee’s acknowledgment.
51
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Performance Appraisal Application (PAA)

EElNE CEPSSNT [Seorogtcs Home Loooid Praferences

Create/Update Interim Review

Ruturn To Inlenim Riniows Tab |

Employee Infermation
Employes Name  Blomme, Demings X

Imterim Roview initiator - Blomame, Domings X
Interm Reaew Status  Pending Empl Acknowledgmant

il s TS Approvals and Acknostedpments

Approvals and Acknowledgments

Irtenim Réwew Murmber 1

Heed Halo?

Digtalls Tasks Status Actien

Pe-Show Step 1 Rating Dficial - Requet or Document Higher Loved Revow ([ Requerad). NOTE #not roquined, go o Step 3 Complefed | Slar
-

B Shay E

4 Step 4: Rating Official - Dacument Ernplayid Acknowiedgrment Mot Started | _Stan |

ICE MvBsz | ICE PAANT | Deigoostice | Home | Logoid | Erfersnces
Eboul By Poge

The Approvals and Acknowledgments Tab displays details about the approval steps of
the employee's Performance Plan. Select the Start button to begin. 52
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Foturn To Inberim Reviews Tab | =

Employes Information

Employes Mame  Blomume, Damings X
M ¢ ;

Intenm Roview Initeator  Blamme, Domings X Iearim Rewew Mumbe: 1
Irferim Hivew States Pending Empl Scknowladqmant s u

iy A evals and Acknowlodgins

Approvals and Acknowle dgments

an raaardsig the statoe of vo

Detalls Tasks

Slatus Action
-
(a2
pect
¥
& TIP These fields ar ped @1 if emplayes ackamdedgmer
Acknowiedgment  |Refused i
108 haer
oae [ENENEEE B
Savm |
CE WivBiz | ICE PAANT | Diagndsics | Home | Logoul | Prefrences
] i

The Rating Official is documenting the employee’s acknowledgment of the Interim Review.
Once documented, click Save to continue.
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(!?*ﬂ) Performance Appraisal Application (PAA)
i

Tt CENEE EEPAANG Daworodfcy Homs Loooul Preleistoss

Create/Update Interim Review

Rl To Interm Reviews: Tab _i

Employes Information

Employes Mame  Blomme, Demingo ¥
o mptyres Deta

Intenim Rewiew Inftistor - Blomme, Domdngo X Interirn Reviow Mumber 1
Intenm Rivigw Slatus  Completed

Appravals and Acknowledgments

Kead Helg?
wdas information iegaidang the stalise of yois engloyae’s mlanm Hewsw

¥ A saila | K
Dietalle Tasks LTREIN Y Actlan

VYVY

ICE Myfiz | ICE PAANT | Diasgepsiee | Home | Logoul | Prafecances

The Rating Official selects the Return to Interim Reviews Tab button.
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. 5 N 3 B 3 B B |

Performance Appraisal Application (PAA)
CENEG EEPAA Dasorecafcs Homs ool Proalerences

Tramilar bp Employes | Track Progress ), Rebam o Main Page |

MG PAA - Rating Official

Employes Information
Employes Mame  Blomme, Demingo ¥

b= \plgves Deta
_P_m_m- Annissl Appraisal o Other Assessments | ReponsiF oims
Infiep i Hedews
riledim Menews are conduched to aesees employes pedormancs 1k oughod the pedomance Cycle Al least one Infarsm Hevew & nequired snd & [Sgad Halp
ted & the - [ the = H TERn ¥ am create an Infensm Review, updals Intenmn Resiew that has nod bean appmoved, and view
= an R " T i E ar Ll ar 1 R ir il noid
L] 1 nong descnbid shove, selec ution under hi n colume
ETIP Intenr i m arploye erforma f ugh ik peformance & &
Creabe [nlarm Review
Creatlon  Highen Level Communlcation  C leatien Employes Ack
Humbser Craatad By Date Rawlew [ajs Stabes Dais Method Date Action [alais
1 EL"::‘;K 20-Mar- 2009 20-Mar-20089 Complated 20-Mar.2009 Face 1o Face MeMar200 (Mew Histor |
1]

CE WyBiz | ICEPAANT | Diageosics | Home | Logoul | Prfersoces

About huy Bage

The Rating Official selects Transfer to Employee after the Interim Review is complete.
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Performance Appraisal Application (PAA)

CENvEE EEPAANG Daworodfcy Homs Loooul Preieistoss

Track Progress
Refum b Présdous: |

liend Helo?
Employes Information
Employes Mame  Blomme, Demingo X

Thes soreen prowdes mdoamaten regaeding the status of your

Drafted

Revewed | by Higher Lewval Riewimwer
.ﬁ;\plmd

N‘.‘hltﬂ-‘iadgéd hy Emplnyea

i
i
v
v
| Emplayes - SeltAssessmant v
L =
i
v
W

“[Rating Official - Assessment

 [Renewed by Higher Level Revew - If Required
" Commurncated to Empln}t: I:-g' Rallng Official
An:lcnmh‘lnugnd hy Employen

Pppratsal

| Emplnﬂe - Salf- Asgesamant

[ iﬁ‘-lﬂlng Offcial - Ailsu.!. smenl
Highir Level Rirabwer .&pp obd
Commuyracaled to Employes by Raling Cfficial

Ratum fo Previous
WE WvBiz | ICE PAANT | Disgnostics | Home | Logout | Praferences

Al ey Paoe o

This page displays the status of the Performance Plan throughout the cycle. 56
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Performance Appraisal Application (PAA) KEMMED KEPAAYY Home Lot Praterences Dumchtel Ciatstcs
Version 3.0
‘inaﬁ i. FProvsde Ouesl Feedback Wy Jouenal
Performance Appraisal Application Main Page

Employee

Masd Halp?
Warning The Pedformance Appraisal Appication unclassiied personne
infommation only. Do MOT & 1 al thonzed releass of
classified infarmation is & violabon of law and may lead (o proseculion
From the Main Paga, you can creste, update and siew your Perdfomance Plans, view and pirt part o an entire glan afer if is creatad. and track the status of @ plan. You
an alse search for complated plans by selecling the Show Compleled PlansiAppra ink located at the boltem of 1kis page
aate @ F nce Plan piete Jesct ®

& Type ™ [ ¥ LWL T
N Type - & [ N
.

Impertant; To becoma famdiar with the columns, selec] the Mead Help®

Appraisals of Blomme, Domingo X
Craate Mew Flan

| «Choase a Plan Typae: :i G

Table Size |1ﬁl 'l

Employes Cuawant Rating Appralsal ppratsal [Plan Approval Plan Current PAA
Hame LEETUITR) Orfflcial Nams [Yoar [ iate Vpe Satus Slatus Action

Blomme, Bomma, Rhynes, Interim Rieviaw Update | oo
Domingo X Domingo X Cosned Z 2009 211 16-Mac 2003 NG Approved coniorog | 2] (o]

IEA-F_'_-'.;_'!.F‘_*.';: | Burade Gipgsl Feadback | My Jounsl | |CE MyBhz | BCE PAA VG | Home | Logods | Preferences | Oeaclhé Hedp | Quagnoshcs

To begin the Annual Appraisal the employee selects Update and then the Go button.
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-
W KEMDBZ KEPAAVS Disgnomics Home Loood Praberences

NG PAA

Tramsier by Rating OMckal |} Track Progress ) Retuim to Main Page |

Employee Information
Employes Name  Blomme, Doamings X

P=Show Emgloyes Details

Mﬂe\dm | Annual Appraisal | Olher Assessments | Reportsfoms
m- Mizsion Goals | Job Objectves | Approwals & Acknowledgments

Plan [etails

Thas screen promdes infommation about the status of your perdamance plan Meed Halp?

« Llpdate your Appraisal Type and Apprarsal Dates, if necessary. Important Note: The Appraisal Penod Start Date represents the star of your performance
evaluation panod under this plan, Cestain infermation such as your pay grade and step will ba populated on your apprassal form based on this date. For
additienal guidance select the Meed Help? link

» Change the Rating Oficial andfor Higher Lavel Reviewer

» Transfer the plan 10 your Rating Ofiicial

To change a Rating Officisl andfor Higher Level Resiewser of bath, select the Change Rating Official andfor Higher Level Reviewsr” button, When done, select the Mext
button or the Tession Goals® 1ab

Change Rating Omicial or Higher el Rindewer |

Appraisal Type | Annual Appraisal - NG = | Performance Plan Approval Date  16-Mar- 2002
Appraisal Period Start Date 01-0c1-2008 Plan Last Modified )
Appraizal Peiiod End Date  30.Sep.2009 Created By Blomme, Domingo X

Agpraisal Effective Date  01.0c1-2009
Ratng Official Marme  Rliynes, Conrad Z
Highes Leval Revigeer  Fred, Abdul N

MENT™= |

ICE MyBiz | ICE PAAVT | Duagnostics | Home | Logout | Prefarences

The employee would then select the Annual Appraisal Tab. 58
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Fian | Inberim Revigws m:ml Other Assessmants | RepotaFoms

Aiaessiivdile
- %4

Jirs TR

Walghts
Select Owder  ObjacthvaTitle Sabus ILI[!IIII:-ImII-
" 1 1osd APPROVED
L 2 105l APFROVED
Jobs Dhjoctie
legher

Ermmployes Sell Assessmen /

This is where the employee inputs the Self Assessment. f

This is where the employee would input their Annual Appraisal Self Assessment for each
one of their job objectives.
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. 5 N 3 B 3 B B |

pEME: EEPAAND DaoroaBcs Homs Loooul Proleences

Performance Appraisal Application (PAA) \

Transfar b Raling Cfcial | Track Progress J, Rebam o Main Page |

Employes Information
Employes Mame  Blomme, Demingo ¥
[ mployes Deta

Othir Assessmants RisponsiF orms

Plan | Inberim Rindies TR ETTCE LR

Ansessvis
Solr Ohjectias
Waigh
Select Ouder ObjectiveTitle Slatus D ption
w 1 rest APPROVED
ARPROVED

C 2 e

<Jols i b

L3l

Ll

After completing the Self Assessment for each job objective the employee selects the
Transfer to Rating Official button.
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. 5 N 3 B 3 B B |

Performance Appraisal Application (PAA)

CERbEy KEPAAYD Daanostcy Homs Losoul Predsrences

Employee Motification to Rating Official - Rhynes, Conrad Z
Sarcal | | Transfer to Raling Official without E-rnail Motification | | Tramsfer o Raling Omcial with E-madl Notificasion |

Message to Rating Cfficial

Cancal | | Transher b Ratng Official withcat E-rmiil Molification | | Trandfer o Raling OfMeks] wilh E-rdil lotfic stion |

CE MiyBiz | ICEPAANT | Dagnostics | Home | Logoeu | Preferences

Al Grix Poge

From this page the employee transfers the Annual Appraisal to the Rating Official for
review and approval. If the employee transfers it using the Transfer to Rating Official
with Email Notification option, the text box appears in the body of an email delivered
to his/her email. The email address must be updated in My Biz or My Workplace for

this functionality to work. 61
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23 [=ack Help [aaancini

@ Performance Appraisal Application (PAA) CEMET LEPALYT Home Liaml Prterences

Versian 3.0
';FI i Ii::l Privide ues] FeptBack

Rating OfficlaliMigher Level Reviewer

Performance Appraisal Application Main Page

Waming: The Performance Appraisal Application is designated for sensitive u
o fie 1l 1 MTe

| fiad infarmagian 2 & vola
classifiad information is & violabion «

Impartant: To becoms famiiar wilh
Plans!Appraisals In Progress
Craate Mew Flan

Shaow Ma !.-'-JI Appraisals 'I Appraisal Year |ALL = |--l:.h|:-:|§,e 3 Flan Type- :J 5o
Table Size |1ﬂ '-'I

Employee Curnant Rating Cfficial{fppraisal  [Appraisal |Plan Approval Flan Currant PAK
Hame D MNanie i 0 [hate Type|Stanis Stanm Acilon
Blamme, Rtynes, Rbynees, 0K 211 1EMar2009 NG Approved Ei::;?eﬁ?w Il.!p'.‘lalf ':I Go

Diemningo X Conrad I Conrad L

From the Main Page the Rating Official selects Update and then the Go button to

begin reviewing the Annual Appraisal Self Assessments. 62
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MG PAA - Rating Official =
Tramster b Ernployes | Track Prograsa ) Fhebam o Main Pags |
Employee Infarmation
Employes Name  Blomme, Damingo X
A intari Reviews | Anneal Appralsal | Ciner Assessments )| Reporsif omms
JETEET Wession Goals | Job Oblectves | Approvals & Acknowlsdgmants
Pl Desails
T crogn provides information aboul 1he status of your employee's pedornance plan Heed Help?
& Llpdafe the Apprmsal Type and App il D a
Important Note: The Appaeaisat Period Start Date repressnts 1he $1an of your employes's pedomance @mlustion perod his plar main e
such as the pay grade and $1ép will bo populated on the appraisal B baged an this date. For addiional guidance soloct the Need Halp? link
s Charse T
L ARk
To gt gth, selec] the Thange Ratng Oficiad andfor Migher Level Rewiewsr bufton
['] lj = onoor ik 1 ]
Changi Rafing Official or Highes Liseed Riviiwer |
Appraisal Type | Annual Appraisal - NG =] Psr-‘-r-rmipn-:v Flan '“‘"p"l’.“" Ei’-w T6-Man 2009
lan Last Modiied Date
= Appeaiaal Period Stan Date 010612008 E Created By  Blomme, Domingo X
= Appraisal Peniod End Date  |30-50 p-200% E
= fppraisal Effectve Date ﬁ1-l'.'l-:l-2I]ﬂ'9 E
Rating Offcas] Mame  Rhynes, Conrad Z
Highgr Lewel Revigwar  Fred, Abdul N
MEXT™
GE MiyBiz | ICE PAANE | Disgnpetice | Home | Logout | Peaferences
ket s Pt
-

From the Plan Details Tab the Rating Official selects the Annual Appraisal Tab.
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Performance Appraisal Application (PAA)

ICEMyBiz ICEPA& V3 Diagnostics Home Lodout Preferences

NG PAA - Rating Official

(Transfer to Employee ) Track Pragress ) Return to Main Page )
Employee Information
Employee Hame Blomme, Dominga X
B> Show Employee Details

Plan Interim Reviews Annual Appraisal Other Azsessments ReportsiForms
T Bl Rating of Record | Approvals & Acknowledgments
Assessments and Ratings
This screen allows you to view your employee's | ctives and self-assessment and write your evaluations
Errgilopes Seil A5565smem

Meed He

s Select the Radio’ button next to the Job Objective you want to evaluate. bl

ThIS IS Where the employee Inputs the Self Assessment s Once all Asgesements and Ratings have been assigned to Job Objectives, select the Rating of Record tab.

« Appraisal Type |Annual Appraisal - NG = Appraisal Period Start Date  15-0ct2008
Appraisal Effective Date  24.Sep-2009 Appraisal Period End Date  [23-Sep-2009 =
Joh Objectives

Weights
Adjusted
Select Order ObjectiveTitle Status (Optional) Weight Ratii
& 1 test APPROVED
(o) 2 test APPROVED
Job Objective
1ot =]

Featiing eMicial Assessansnt

This is where the Rating Official inputs the assessment

fuariclors Coundar 1'-'- .

Cibjecther Fatineg

Opbional Wisight Job Objective Rating 3 v]:'_--
Adusted Weight -

Reduin 1o Tap ol Pd&&
-

L]

This is the location for the Rating Official to input the Annual Appraisal Assessment and
the Job Objective Rating. Click on the Rating of Record Tab to continue. 64
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Q,’,;ﬂ ) Performance Appraisal Application (PAA)

ST CENEE EEPAANG Daworodfcy Homs Loooul Preleistoss

MG PAL - Rating Official

Tramilar bp Employes | Track Progress ), Rebam o Main Page |

Employes Information
Employes Name  Blomme, Dembingo X
(=3 (R P T

Pian | Inbérim Reviews U0 ETCE DR Cther Assessments | Re 5
Assegtments and Ratings USRI Approvads & Atkniwiedgrmonts
Rating of Record

Imporiani Hote; Cnly “Approved” Job Okgect

Job Cilijactive Fatings

Welght " Adjistad
(Optionall Walght Rating

T APPROVED [__-_}l_'_:'j
raFE

et OhjecthoeThie Status

Laj

2 lest APPRONVED
Fovting ol Faogdsial

Lat

Aweragh Scare 300
Ratsg of Recard 3

GE MyBiz | ICEPAANG | Disgeoshes | Hoow | Logoid | Pidficences
Abont s Page

From this page the Rating Official can rate the job objective. You will also see the average

score and the Rating of Record. From here the Rating Official will go to the Approvals and
Acknowledgment Tab. 65
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I D B S S N e
Performance Appraisal Application (PAA)

KEMEE EEPAANT Duorgdcs Home Loooul Proleredoss

NG PAA - Rating Cfficial

Tranefar bo Emploves | Track Progress | Febum 1o Main Page |
Emplayes Infarmation

Employes Mame  Blomme, Dembingo X
b= mploves Dota

Plan | Interim Redews S TE T ESE R Othir Ass etsmenks

ReporaiForms
Assussiments ana Rotings | Rabng ot ecors TV

Appaoveals & Bcknowlednents
Thig screen [ T

Betails Tosks

Statis Actien
B=Chiw Step 1 Rating Ofcesl - Request ar Document Higher Level Rewiewer Mol Stafed | Slad )
P Chow
B Shira
GEMxEZ | [CEPAANT | Duagnosics | Home | Logoud | Exaferenc
Aot [his Eage

From the Approval and Acknowledgments Tab the Rating Official selects the Start button
after the Annual Appraisal Assessments are put in for each job objective.
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-

Approvals & Acknowledgments
This screen provides information regarding the status of your employee's performance plan.

e Select the 'Start’ button to complete a step.
e Select Show'to see detailed information about an approval (date, method of review, etc.)

Show Al Details | Hide All Details
Details Tasks Status Action

¥ Hide |Step 1: Rating Official - Request or Document Higher Level Reviewser. Mot Started

@ TIP There are twn nptinns available to camplete this step. If yoo are bath the Rating Official AND Higher Level Reviewar, use Option B to dacument the appra

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

Name Title
Dobles, Titus K Rating Official
Topps, Donella C Higher Level Reviewer

@ TIP Please select new HLR fram list of values, if reguired
Change Higher Level Reviewer |Topps, Donella C z{

Message to Higher Level Reviewer

This screen provides space for you to send a Higher Level Reviewer a message regarding an employee's Performance Plan. After writing the message, s¢
Reviewer with E-rmail Motification' button to send the message.

Please review this performance plan and take the appropriate action under the Approvals and ﬂ
Acknowledgrments tab

El
Motice: You are about to contact Topps, Donella C by e-mail. Due to the unencrypted nature of this e-mail cormmunication, please do not include any nor
security numbers ar privacy act information in your e-mail

| Cancel ) | Transferto Higher Level Reviewsr without E-mail Notification ) | Transfer to Higher Level Reviewer with E-rmail Notification )

4 | >ﬁ
From the Approvals and Acknowledgments tab, using Option A, the Rating Official can
transfer the plan to the Higher Level Reviewer for review.

67

UNCLASSIFIED / FOUO



UNCLASSIFIED / FOUO

Annual Appraisal- Rating Official

_Cancel | | Transfer to Higher Level Reviewer without E-mail Notification | | Transfer to Higher Level Reviewer with E-mail Notification |

Option B - Document the higher level review has taken place by entering the following information:

Higher Level Reviewsr |Tupp9_DunellaI2 (? Method of Review >
Review Date | @ Other Method | Cancel | | Save
ICE MyBiz | ICE PALA WS | Diagnostics | Home | Logowt | Preferences
4 [ il

Using Option B, the Rating Official can document Higher Level Reviewer concurrence. The
Rating Official completes this step once they have reviewed the plan and are ready for
second-level review. o
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Performance Appraisal Application (PAA)

KEMEE EEPAANT Duorgdcs Home Loooul Proleredoss

NG PAA - Rating Cfficial

Track Progress ), Rebem lo Main Pege |

Emplayes Infarmation

Employes Mame  Blomme, Dembingo X

Bian | interim Reviws dmarl.::nsrmnh Faparaforms

Astigsmars and Ralings | Fabing of Record LSRR B EUL L
Appaoveals & Bcknowlednents

sorger proimdes infarmetion regarding 1he staiu
o

: . biged Halp?
emnployes’s Appraiza
Detalds Tasks S1atus Hetian
=il I
P-Che
P S Step 30 Rating Officed - Dacument Commmianicalssn to Employes Mot Stated Star |
GEMxBZ | ICEPAANT | Duagoosics | Home | Logoul | Eufires
A [ Paoe

At this point the Rating Official will begin documenting communication to the

employee and the acknowledgment of the Annual Appraisal Rating by selecting the
Start button.
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Performance Appraisal Application (PAA)

CENEG EEPAAYT Daroabcs Homs

MG PAAL - Rating Official

Track Progress ), Rebam 1o Main Page |

Employes Information

Employes Mame  Blomme, Demingo ¥
b= miployes Deta

Plan | Inberim Rindies T TR ETTCE LR Othir Assessmants Risponsif orms

Rscessments st Rongs R oo

Approvenls & Acknowiedgments

creem provides information regarding 1he status of your erployes’s Appraisa Mpeid Halem?
] informalion about the s1afus of your employess Appraigal
Sk AN Cied 5 | dp A1 [had
Details Tasks Status Bictinn
b St ¥
B Sy
"'.- ;
Comemumcaton Date  [20-Mar- 20089 ﬂ
Communication Method m
Crbeer Mlethiod
Riatng Crfficual Mame |Fii'|3rnq 5. Coread £
Save | 7
i WyBiz | IGE PAAWS | Disgrostics | Home | Logout | Prelerence
bt theg Page

From this page the Rating Official documents the communication to the employee of the
Annual Appraisal.
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Annual Appraisal- Rating Official
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Performance Appraisal Application (PAA)

M. Confirmation
Once you exit the appraisal, this appraisal will be removed from your Plans/Appraisals in Progress and a copy will be placed under the "Completed
Plans/fppraisals’ found on the PAA Main Page. Select the Print MG Form 430° button il you wish 1o print the farm prior te exiting this appraisal.

Dy yiis weid 10 Coriniee?

WCE WhvBig | ICE PAANWT | Luagedsics | Home | Logoul | Prafirencés

Absoud fhes Bage

The Rating Official selects the Yes button to complete the Annual Apprais'al.
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Annual Appraisal- Rating Official

Performance Appraisal Application (PAA)

CENEE EEPAANG Daworodfcy Homs Loooul Preleistoss

MG PAAL - Rating Official

Track Progress ), Rebam 1o Main Page |

Employes Information
Employes Mame  Blomme, Demingo ¥
[ mployse Data

Plan | Inberim Rindies T TR ETTCE LR Othir Assessmants Risponsif orms

Rscessments st Rongs R oo

Approvenls & Acknowiedgments

dcrgen prirndes iInlormation regandng 1he Stalus o your ereployees Appriaia

Mped Hale?
1 Show' to see deladed informalicn about the siatus of you ernployes’s Appraigal
Detaids Tasks Stans
P-Choy
P Show
"._
Comemimication Date  20-Mar-2008
Commmanication Method Face to Face
Crber Bgthad
Ratng Offcinl Mame  Rhynes, Conrsd I
Prink M Form 430
GE WyBiz | ICEPASNT | Diageosics | Home | Logoul | Priferences
AL theg P

The Rating Official selects the Print NG Form 430 to print the document.
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Reports and Forms

LU RGNS Provide Guest Feedback || Wy Journal
Employee
Performance Appraisal Application Main Page
Weed Help?
Warning The Perormance Appraisal Application is designated for sensitive unclassified personnel
rfarmation onky. Ca NOT enter classified infarmation in this system. Unauthonized release of
classified information is a violation of law and may lead to prosecution
15 created, and track the stalus of & plan. You
fthes page
& i Appraisal Pl & Select the Go' butle
s Sals t ihe 'Go' Bultan
Impontam: To becorme Farmliar with the colurmns, $elect the Mead Hel;
Appraisals of Blomme, Domingeo X
Crasate Mew Flan
[--Choose a Plan Type-- x| (o)
Table Size (10 'I
Employes Currrent Rating Official fAppraisal  (Appraisal [Plan Approval Flan Current PAA
Hame Crhwmien Hama LEET] LI} Diaite Type|Status Status Action
Blammse, Blamme, Rhynes, Cﬂnradm 235 BAN0S NG Ap d Al d |Updal:a j Go
Drarminga X Dominga ¥ I A JIme A
Transfer 1o Rating Official
Select the ink to search for completed i2'|-'a!' 5 H‘GEIDI'ISJ'FUPI'DS
P Show Cornpleted Flansibppraisal Track Progress
EAs Man Page | Provide Guest Fegdback | My Joumal | 1ICE MySiz | ICEPAANYS | Home | Logowl | Prefarences | Qucle Help | Diagnostics
Ab iFex P

From this Main Page the employee, Rating Official, or Higher Level Reviewer can
select the Reports/Forms option to begin viewing or printing selectable reports 73
and forms. UNCLASSIFIED / FOUO
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Reports and Forms
. 5 N 3 B 3 B B |

Performance Appraisal Application (PAA)

Foetum bo Main Fage |

beed Help?
Employee Information
Employee Name Blomme, Domings X
ViewlPrint Selected Sections
Selecting the “View®nn Selecled Section(s)” button allows you 1o print the selected sections. This is not an official NGB Form 430
[T Select/ Deselect All
™ Relevant Organization MissionStrategic Goals ™ Perfarmance Rating
™ Job Objectnes
[T Job Objectwas with Intenm Review Assessmenis
[T Job Objectwes with Closeout Assessments
[T Job Objectives with Annual Assessments
ViewlPrint Seleched Section(s) )

ViewlPrint Form

Selecting the “View/Pnnt Form™ button allows you to prnt the Perfarmance Plan, Intenm Rewview(s)/Closeout Assessment, and Annual Pedormance Appraisal (NGB

Fom 420)
‘WiewaFrind Form
ICE MyBiz | ICE PAA YT | Deagnostics | Home | Logoyt | Praferences
Aboad this Fags

These are the different areas of the form available to print. Until the Annual .
Appraisal is complete the Form 430 will be a working copy. 74
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Reports and Forms
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Frorm the Main Page, you can create, update and wew your Perdommance Plans, view and print part or an enfire plan after it is created, and track the status of a plan. You

can alzo search for completed plans by selecting the Show Completed Plans/Appraisals’ knk located 3t the bottom of this page
To creale a Peformance Plan To complete other aclions descnbed aboe

o Select Choose a Plan Type® « Select an option form the Action coburmn

» Select Appraisal Plan Type » Select the Zo" buttor

e Salect the 'Go' bulton

Important: To bicorme Brmbar with tha columng, select the Medd Help?” hnk
Appraisals of Willette, Morgan M
Craate Mew Plan

[-Choose a Plan Type- = 6]

Tahle Size |10 '-I

Employes Name Cumrent Owiner Rating Official Nama  Appraisal Year Appraisal 10 Plan Approval Date Type Plan Stans Current PAA States  Actian
Mo results found.

Select the Imk to search for completed plans

Completed Plans/Appraisals

1. Beain with erlering search crilana, The followeng fields can be enlered in any combinalion &g Appraigal Year only of Apprargal Year and Evenl
2. Select the Find bulton. Your results will be based on your seasch enteria I there iz no search crmeria entered, your results will be all Completed PlansiAppraisals

Appraizal Year [2009 'I

Event

Find ) [ Chear )

Tahle Size |10 '-I

Appraisal Yean I.ﬂuppui-.q'l {11} Type |Ewnl IE'I.I'E'I11 Complation Date [ RepoitaFo
2008 3 NG M5 Perdformance Evaluation 30-Sep- 2000 =)

EAA Main Page | Provide Guest Feadback | My Jownal | JCE MyBsz | ICE PAANG | Home | Logowl | Breferences | Qmgle Help | Diagrastics

Al Fus P

In order to view or print completed appraisals, select Show Completed Plans and
Appraisals from the Main Page. From this area you can search by Appraisal Year 79
and print by selecting the printer icon. UNCLASSIFIED / FOUO
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