Setting up a New Performance Plan
In the Performance Appraisal
Application (PAA)

Step-by-Step Guide



Setting up New Performance Plans in PAA

Either the employee or the rating official can begin the process of setting up a new
performance plan.

Both have the option of copying from a previous plan or starting a new plan from
scratch. Employees can copy one of their own plans from a former rating cycle. Rating
official can also copy a plan from any of their employees to another employee.

This guide shows the steps for the employee to copy a plan and make changes. If
starting from scratch, you will need to complete the mission and goals of the
organization, and add the job objectives.

Once created, the rating official has two options for obtaining higher level review:

Option A: Transfer the plan to the higher level reviewer, who will review and either
approve or return it for changes. This is the process used in this guide.

Option B: Document that the higher level reviewer has approved the plan (without
actually transferring it to that person). This option requires printing out a copy of the
plan and obtaining the higher level reviewer’s signature

The plan is confirmed once the higher level reviewer has approved it.



¢4 v Performance Plan & Job Objectives

Fundamentals

L Reflects a joint understanding of performance expectations for the rating
cycle

N Explains the organization’s goals and to align employee objectives with
these goals
s Focuses on results/work product and the employee’s contribution in
meeting the goals of the organization
Q:} Establishes measurement methods (Quantity, quality. timelines, resources) *
L Job objectives are established at level 3 (Expected resuits) *
s Must be written in S-M-A-R-T style
Q{) Should be challenging but attainable (avoid using absolutes, i.e., 100%. all, every; unless required,
Q:} Identify deve|0pmenta| needs e.g., 100% safety check on flight engines) *
Q{> Job objectives must be weighted (not less than 10% per objective NTE 100% for all objectives)

Communication between employee and rating official is key

* (Links to other guides) 3



http://www.schweinfurt.army.mil/Information/support/USAG_Schweinfurt_Job_Objectives_Guide_Jan09.pdf
http://cpol.army.mil/library/general/nsps/docdir/Job Objective Writing Guide 200701.doc
http://cpol.army.mil/library/general/nsps/docdir/Job Objective Writing Guide 200701.doc
http://cpol.army.mil/library/general/nsps/docdir/Job Objective Writing Guide 200701.doc
http://cpol.army.mil/library/general/nsps/docdir/Job Objective Writing Guide 200701.doc

USAG Schweinfurt
Mission Statement & Goals

USAG Schweinfurt provides installation operations in order to support
readiness and mission execution of stationed and rotational units while
ensuring the well-being of the community.

Maintain High Levels of Safety, Force Protection, and Occupational Health
Sustain and Improve Local Community Relations

Develop and Retain a Professional Workforce

Optimize Resources

Be an Adaptive, Customer-Focused Organization

Sustain and Improve the Infrastructure

Maintain Deployment, Sustainment, Redeployment Operations

NoahkwbE



Sequence of Events

Who Action* Slides
Employee Initiate new plan, transfer to rating official | 6 - 17
Rating Official Review the proposed plan and change 18 - 29

as needed; obtain higher level review
Higher Level Review the performance plan and 30-41
Reviewer approve or return for changes
Rating Official Transfer plan to employee for 42 - 48
acknowledgement
Employee Acknowledge receipt of plan 49 - 53

* (linked in Slide Show mode)




Setting up a Performance Plan

Employee Actions

e Create a new plan or copy an existing plan

e Transfer it to the rating official

Back to TOC

7 December 2009



Employee: Open the Performance Appraisal Application

2. Select Performance Appraisal

Navigator Application (PAA)
=My Biz My Biz
DYM}( Information
(=] Update My Information
[l Performance Appraisal Application (PAL)
1. Select My Biz




Employee: Select the option to create an NSPS performance plan

Employee

Performance Appraisal Application Main Page

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.

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. You can also search for completed plans by selecting the "Show Completed Plans/Appraisals’ link located at the bottom of this page.

To create a Performance Plan:

To complete other actions described above: « ” .
g In the “Create New Plan” section,

+ Select ‘Choose a Plan Type' » Select an option from the Action column | US€ the drop-down menu to select
+ Select Appraisal Plan Type » Select the "Go" button

i “National Security Personnel
+ Select the 'Go’ button System " then select “Go”

Important: To become familiar with the columns, select the ‘Need Help? link.

Appraisals of Clopp, Neda J

Create New Plan

Mational Security Personnel System v | Go)

8
7 December 2009



Employee: Check dates and names, select new or copy existing

Create Performance Plan: Setup Details

| Cancel and Return to Main Page J

Meed Help?

Employee Information
Employee Mame Clopp, Neda J
B> Show Employee Details
Setup Details
This screen provides information regarding your Appraisal Type and Dates. Update your Ap[—— ]
and Appraisal Dates if necessary 2. Select “Build New Plan” to create a

1. Check (and change, if necessary) plan from scratch, or “Copy Existing
Import . L. start of your performance . ;
period the plan dates, rating official, and Lduie and pay band will be] ~ Plan” to copy last year’s plan (you
yourag  higher level reviewer names elect the Need Help? linj__can make changes)

s Select the Copy an Existing Plan' b
¢ Select the ‘Build Mew Plan” button to ¢

y an existing performance plan.
an.

[ Build Mew Plan ) | Copy An Existing Plan )

Appraisal Type Annual Appraisal - NSPS
* Appraisal Period Start Date  01-Oct-2009
= Appraisal Period End Date  30-5ep-2010
= Appraisal Effective Date  01-Jan-2011

* Rating Official Name Wattenberg, Britteny ”’y

e

= Higher Level Reviewer Name Arqueta, Floyd C ,,5?

&
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Employee: Copy an existing plan

Copy Performance Plan

1. Change date to the year of the plan

[ Return to Plan Setup |
Rating Officials and employees car you want copy from (usually the

ating Officials can copy a plan from one leed Help?
employee to another. Once copied past rating cycle — 1_Jan_2010)
Search
Please enter your search criteria and sele ton to see the result. Mote that the search is case insensitive.

Select the "flas
Mame or Appraiza

Employee Name |[Clopp. MNeds

Appraisal Effective Date  01-Jan-2010

(example; 22

gziztance in entering the employee name. Y ou must select Employee
e Diate.

2. Select “Find” 3. Select “Copy”

| Find | [ Clear )
Employee Employee Appraisal Effective  Plan Approval Plan
Appraisal ID/ |Name Number Date Date Type Status View Cypy
32577 Clopp, NedaJ 60157 01-Jan-2010 07-Oct-2009 Annual Appraisal - MODIFIED = \Copy )
PP NSPS

| Return to Plan Setup )

4. On the Information screen, select “Yes”

(i) Information

Do you wish to copy the plan of Clopp, Neda J using the Appraisal 1D: 325777 Q

[ Mo ) | Yes )
ICE MyBiz | |ICE PAA NS | Home | Logout | Preferences | Fersonalize Fage
About this Page
10
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Employee: Mission and Goals tab

NSPS PAA

| Transfer to Rating Official j.‘ Track Progress j.‘ Feturn to Main Fage J

Employee Information

Employee Mame Clopp, Neda J
¥ Show Employee Details

m Reports/Forms ' |
SEECIER Mission Goals Joh Ohjectives ' | Component Unigue (Optional) ' | Approvals and Acknowleddments ' |

Mission Goals

This screen focuses on important information regarding your organization's goals and priorities. You may type or copy and paste information into MNeed Help?
the text box or it may be populated by your Rating Official. When done, select the "Next’ button or "Job Objectives’ Tab.

USAG Schweinfurt provides installation operations in order to support readiness and mission execution of stationed and rotational units while ensuring

the well-being of the community.

Goals:

. Maintain High Levels of Safety, Force Protection, and Occupational Health

. Sustain and Improve Local Community Relations

. Develop and Retain a Professional Workforce

. Optimize Resources

. Be an Adaptive, Customer-Focused Organization

. Sustain and Improve the Infrastructure

. Maintain Deployment, Sustainment, Redeployment Operations —

~NoO o~ WN R

(Limit to 1400 characters) Counter | 750

[ <PREVIOUS | | NEXT= )

I \ 1 —

1. Review the mission and goals for your
organization and insert here. 2. Select “Next” (or use the “Job
Objectives” tab above)

11
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Employee: Job Objectives tab

m Reports/Forms "|

FPlan Details "| Mission Goals ) Joh Objectives Companent Unigue (Optianal) "| Approvals and Acknowleddments "|

Job Objectives

This screen allows you to add new Job Objectives, update pending Job Objectives if you have ownership of your Performance Plan, and view approved Meed Help?
Job Objectives.

s To add a new Job Objective, select the "Add Job Objective’ button.

s To update a Job Objective, select the Lpdate’ button under the action column.
(Important: You must have ownership of your Performance Plan to update your Job Objectives]

¢ All "Approved’ Job Objectives with assigned weights must equal a total of 100%. Review each of your job objectives
¢ Towview an existing Job Objective, select the iew" button under the Action Column. from the Copied plan by Selecting the
“Update” action (see next page)

Important: If your Job Objective is approved, only your Rating Official may change/edit it.

B Show Applicable Performance Indicators
| Add Joh Ohject

Show All Details | Hide All Details

Details Number .Job Objective Title Contributing Factors Status Weight % (Optional) Action Delete
BShow 1 ~ Industrial Property Inspections Cooperation and Teamwork PENDING  40% =~ \Update ) m
PShow 2 ~ Special Projects Customer Focus PEMDING  20% - | Update ) M
BShow 3~ Industrial property evaluations Critical Thinking PENDING  40% ~ \Update ) m

Other actions:
* Select “Add Job Objective” to add an objective
 Select the “Delete” icon to delete an objective

» Change the weight of the objective using the drop-down -

7 December 2009



Employee: Update Job Objective screen (top)

Job Objective Mumber 1

*.Job Objective Title 54y strial Property Inspections

= Start Date 01-Oct-2009 — 1

(example: 28-Sep-2009)
Job Objective Status  PENDING
Date Last Modified 28-Sep-2009

Job Objective

If vou need help in writing job objectives, go to the iSuccess training course. Make sure you use the appropriate Performance Indicator when writing the job
objective.

Change the default Start Date, if necessary
to reflect actual EOD or effective date of plan

As required, effectively leads evaluation/inspection teams and study groups formed to evaluate industrial properties that support Army units/activities.
Based on inspections, review and studies, prepares and submits detailed analyses and/or reports with technical evaluation and recommendations for
policy, process, and procedural change within supenisor established suspense date.

2. Review the objective text and change as
needed (Consider using MS Word features —
spell-checker and word count)

4. Watch the character
counter to not exceed
the 1000 character limit

3. Scroll down for bottom of screen o 2
(Lirmit to 1000 characters) / = Counter
< > —

13
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Employee: Update Job Objective screen (bottom)

(Limit to 1000 characters)

. . . . Counter | 384
Review and select the most applicable contributing

factor or change (from copied plan), if necessary

Select Contributing Factors

s Select the appropriate Contributing Factor for the Job Objective. As a general rule, select between 1 and 3. The Leadership Contributing Factor must be
selected for a supemnisory Job Objective.

s Select the icon next to the Contributing Factor to read the appropriate benchmark descriptors.

[71 Technical ProficiencyZ [7] Customer Focus(Z!

[T Critical Thinking‘@ [ Resource I"u'1.'in.‘igpemlarfL-El
Cooperation and Teamwork/(Z [] Leadership/Z

[l Communication/®

[ Save ) | Save and Update Another Job Objective ] | Save and Return to Job Ohjectives Tah )
N\

Select 1 but not Select “Save and Update Another” to look at the
more than 2 next objective, or select “Save and Return to
Contributing factors Job Objectives Tab” when done

14
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Employee: Transfer plan to rating official

NSPS PAA

| Transferto Rating Official )| Track Progress || Return to Main Page |

Employee Information J\
Employee Name Clopp, Neda J

B Show Employee Details When done reviewing your plan, select the
“Transfer to Rating Official” button

m FeportsiFarms '\|

Flan Details '\| Mission Goals 3 Joh Objectives Component Unigue {Optional) '\| Approvals and Acknowledaments '\|

Job Objectives

This screen allows you to add new Job Objectives, update pending Job Objectives if you have ownership of your Performance Plan, and view MNeed Help?
approved Job Objectives.

To add a new Job Objective, select the "Add Job Objective’ button.

To update a Job Objective, select the "Update’ button under the action column.
(Important: You must have ownership of your Performance Plan to update your Job Objectives).

All "Approved Job Objectives with assigned weights must equal a total of 100%.
To view an existing Job Objective, select the View' button under the Action Column.

Important: If yvour Job Objective is approved, only your Rating Official may change/edit it.

15
7 December 2009



Employee: Complete the transfer

Employee Notification to Rating Official - Wattenberg, Britteny

( Cancel | | Transferto Rating Official without E-mail Motification | | Transfer ta Rating Official with E-mail Motification )

4/\ Need Help?

Message to Rating Official 2. Select “Transfer...without email
This screen allows you to transfer your performance plan to your rating official with or without ar notification” or “Transfer...with

| have set up my proposed new performance plan for the new cycle.

email notification” as appropriate

1. Enter a message to your rating official, if desired

-

Motice: You are about to contact Wattenberg, Britteny 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 privacy act information in your e-mail

| Cancel j | Transfer to Rating Official without E-rail Motification J | Transfer to Rating Official with E-mail Motification J

Confirmation

The appraisal has been submitted to the rating official. % Confirmation of transfer
Employee

Performance Appraisal Application Main Page

Meed Help?

16
7 December 2009



Employee: Status on PAA Main Page

Appraisals of Clopp, Neda .J

Create New Plan

7 December 2009

—~Choose a Plan Type- | Go )
Table Size -
Plan

Employee [Current Rating Appraisal |Appraisal |Approval Plan Current
Name Official Name |Year D Date Type JStatus |PAA Status IF“-"'ﬁD"
Clopp, Meda Wattenberg, |VWattenberg, . Flan in View +4 [ Go)
J Britteny Britteny =l iniel R e Progress
Clopp, Meda| Berrones, : Flan View 4 [ So
] Date Berrones, Pete 2010 32577 07-Oct-2009 NSF‘SIM&dlﬁed Approved ==

At this point on the employee’s main page:

- Current owner is the rating official to whom the plan has been transferred

- Plan Status is “Pending” and Current PAA Status is “Plan in Progress.”

- No approval date yet.

- Use the “Action” drop-down menu if you want to print a copy of your plan so far.

17




Setting up a Performance Plan

Rating Official Actions

e Rating Official may also create a new of copy an
existing plan (follow Employee actions pages 9-14)

e Review proposed plan and make changes if desired
e (Obtain or document higher level review

e Transfer plan to employee for
acknowledgement

Back to TOC

7 December 2009
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Rating Official: Open Performance Appraisal Application (PAA)

Mavigator

2. Select Performance Appraisal
Application (PAA)

3 My Biz
&

1. Select My Workplace

i_ﬂ_w;rk_place

=| Performance Appraisal Application (PAA]

| My Employee Information

| Update My Information

| Suspenses

| Apply Action(s) to Multiple Employees (PAA)
| Manage PAA Trusted Agent Authonzation

View/Print Reports
| Wiew/Print Performance Management Reports

| Wiew Previous Bequests

T 2V Il

[ Edit Favoritas |

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.g. cache, etc) and some web sites know
where to look to find it. For more information

Click here

Update Y our Completed Training

Via Self Senice

7 December 2009
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Rating Official: Select the plan you want to review

Plans/Appraisals In Progress

@& TIP Only Employees that have a plan in progress are listed below

Create New Plan

Show Me  All Appraisals = Appraisal Year ALL - —Choose a Plan Type— <l (@o)

Table Size 10 -

Plan
Employee |Current Rating Appraisal |Appraisal |Approval Plan Current
Name Cwner Official Name|Year D Date Type |Status  |PAA Status |Action
Nolda, PPM Wattenberg, 2010 32538 15-Dec-2008 NSPS Approved E;ﬁ'”g View v \8e)
Deangelo Britteny Approval
Clopp, Meda Wattenberg, Wattenberg, . Plan in Update
J Britteny Britteny 2011 32630 NSPS Pending Progress
Mowery, Wattenberg, VWattenberg, Flan Update - [ 3o
Lesley N Britteny Britteny 2010 32628 01-Mow-2008 NSPS Approved Approved

Select the link to search for Completed Plans
P=Show Completed Plans/Appraisals Make sure “Action” reads

“Update” then select “Go”

20
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Rating Official: Review plan details

m RepornsiForms "|

Plan Details Mission Goals "| Job Ohjectives "| Component Lnigue {Dptinnalj'} Approvals and Acknowledaments -'|

Plan Details

This screen provides information about the status of your employee’s performance plan. Need Help?
» Update the Appraisal Type and Appraisal Dates, if necessary. Click here to Change the
Important Note: The Appraisal Period Start Date represents the starnt of your employee's perfg rating OffICIaI (_)r hlgher n. Certain
information such as the pay schedule and pay band will be populated on the appraisal form ba level reviewer if needed | select the

Meed Help? link.

s Change the Rating Official and/or Higher Level Reviewer
s Transfer the Peformance Plan to your employee

1. Check plan dates,

To change a Rating Official, Higher Level Reviewer or both, then Change if needed d/or Higher Level Reviewel Atton.

When done, select the "Mext” button or the "Mission Goals’ tab.

| Change Rating Official andfor Higher Level Reviewer]

Performance Plan Approval Date
Plan Last Modified
* Appraisal Period Start Date  01-Oct-2009 o reatad ;y Clopp, Neda J

= Appraisal Period End Date  30-5ep-2010

= Appraisal Effective Date  01-Jan-2011

Rating Official Name Wattenberg, Britteny
Higher Level Reviewer Mame Arqueta, Floyd C

= Appraisal Type  Annual Appraisal - 5P -

2. Select “Next” # I,
| MEXT= |

21
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Rating Official: Review Mission/Goals

m Reparts/iForms |

Flan Details @@ EEIEEEH Job Objectives | Component Unigue (Optionaly | Approvals and Acknowledaments .i

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  Need Help?
text box, or it may be populated by your employee. When done, select the "Mext’ button or 'Job Objective’ tab

Relevant Organizational Mission/ Strategic Goals

USAG Schweinfurt provides installation operations in order to support readiness and mission execution of stationed and rotational units while ensuring

the well-being of the community.

Goals:

. Maintain High Levels of Safety, Force Protection, and Occupational Health

. Sustain and Improve Local Community Relations

. Develop and Retain a Professional Workforce

. Optimize Resources

. Be an Adaptive, Customer-Focused Organization

. Sustain and Improve the Infrastructure

. Maintain Deployment, Sustainment, Redeployment Operations -

~NOoO O WN B

{Limit to 1400 characters) Counter 755

| =PREVIOUS | | NEXT=

T Revi |
1. Review the mission and goals for your
organization and make changes, if needed.. 2. Select “Next”

22
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Rating Official: Job Objectives tab

m- Reports/Farms |

Flan Details | Mission Goals LI -C Compaonent Unigue (Optionall | Approvals and Acknowledgments '|

Job Objectives
Meed Help?

This screen allows you to add new Job Objectives, update pending Job Objectives if you have ownership of the Performance Plan, and view approved Job
Objectives.

¢ To add a new Job Objective, select the ‘Add Job Objective’ button. Review each of the JOb ObJeCtlveS

s To update a Job Objective. select the "Update’ button under the Action column. by selecting the “Update” action

¢ Toview an existing Job Objective, select the View button under the Action column. (Continue on next page)

+ Update the Job Objective weights, if appropriate

B Show Applicable Peformance Indicators

| Add.Joh Ohjective |

Show All Details | Hide All Details

Details Number Job Objective Title Contributing Factors Status Weight % [Optional) Action Delete
BShow 1 ~ Industrial Property Inspections Cooperation and Teamwork PENDING ~ 40% ~ | Update | mm
P=Show 2 ~ Special Projects Customer Focus PENDING  20% ~ Update | mm
¥ Show 3 - Industrial property evaluations Critical Thinking PENDING  40% ~ | Update | mm

| =PREVIOUS ) | NEXT= )

23
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Rating Official: Update Job Objective screen (top)

Job Objective Number
= Job Objective Title

= Start Date

Job Objective Status
Date Last Modified
Job Objective

1

Industrial Property Inspections

01-Oct-2009

(example: 258-Sep-2009)
PEMNDING
28-5ep-2009

—1 1. Check the Start Date, change if necessary

If you need help in writing Job Objectives, go to the iSuccess training course.
As required, effectively leads evaluation/inspection teams and study groups formed to evaluate industrial properties that support Army units/activities.
Based on inspections, review and studies, prepares and submits detailed analyses and/or reports with technical evaluation and recommendations for
policy, process, and procedural change within supervisor established suspense date.

2. Review the objective text and change as
needed (watch the character counter to not
go over the character limit)

4. Watch the character
counter to not exceed
the 1000 character limit

(Limit to 1000 characters) > —\

7 December 2009

3. Scroll down to bottom of screen

/

Counter
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Rating Official: Update Job Objective screen (bottom)

ek fo HO00 shnmmetess) Review and select the most applicable contributing Counter |24
factor or change (from copied plan), if necessary

Contributing Factors

s Select the appropriate Contributing Factor for the Job Objective. As a general rule, select between 1 and 3. The Leadership Contributing Factor must be
selected for a supenisory Job Objective
e Select the icon next to the Contributing Factor to read the appropriate benchmark descriptors

[ Technical F*ru:rﬁci|a'lr1|:1_-,.rﬁ:l [ Customer Focus®

["] Critical Thinkingﬁj ["|Resource Management@
[¥| Cooperation and Teamwark/Z |:|Le.‘a+.’:|v:arshipﬁ:J

"] Communication/~

| Bave | | Save and Update Ancther Job Ohjective | | Save and Return to Job Ohjectives Tah |

Select 1 but not /\

Select “Save and Update Another” to look at the
—_— fact next objective, or select “Save and Return to
contributing tactors Job Objectives Tab” when done

more than 2

25
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Rating Official: Proceed to Approvals and Acknowledgments

NSPS PAA - Rating Official

[ Transfer to Emplayee )| Track Progress ) Return to Main Page

Employee Information

Employee Name Clopp, Neda .J
B Show Employee Details

Select “Approvals and Acknowledgments” tab

m FepotsiForms ' |

Flan Details ' | Mission Goals ] Joh Objectives Camponent Lnigue (Optional) ' | Approvals and Acknowledgments ' |

Job Objectives
Meed Help?

This screen allows you to add new Job Objectives, update pending Job Objectives if you have ownership of the Performance Plan, and view approved Job
Objectives.

+ To add a new Job Objective, select the "Add Job Objective’ button.

+ To update a Job Objective, select the ‘Update’ button under the Action column.

+ Toview an existing Job Objective, select the View' button under the Action column.

s Update the Job Objective weights, if appropriate.
P> Show Applicable Pedformance Indicators

| Add Job Ohjective |

Show All Details | Hide All Details
Details Number Job Objective Title Contributing Factors Status Weight % (Optional) Action Delete
P=Show 1 - Industrial Property Inspections Cooperation and Teamwaork PENDING  40% ~ \Mpdate ) m
BShow 2 - Special Projects Customer Focus PEMDING  20% -~ \Mndate ) L]
P=Show 3 - Industrial property evaluations Critical Thinking PEMDING  40% ~ \Mpdate ) L]

[ <PREVIOUS ) | MEXT= )

26
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Rating Official: Begin step 1

NSPS PAA - Rating Official

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

Employee Information

Employee Mame Clopp, Neda J
P Show Employee Details

m FeporsiForms '\|

Flan Details '\| Mission Goals '\| Job Objectives '\| Component Unigue (Optional) ) Approvals and Acknowledgments

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

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

El JII_lL?

Select “Start” button for step 1

Show All Details | Hide All Details
Details Tasks Status

P Show Step 1: Rating Official - Reguest or Document Higher Level Review Mot Started

B Show Step 2: Higher Level - Review Mot Started Step 1 must be completed
P> Show|Step 3: Rating Official - Document Communication to Employee Mot Started  |Step 2 must be completed
P> Show Step 4: Rating Official - Document Employee Acknowledgment Mot Started  |Step 3 must be completed

| =PREVIOUS |

27
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Two options for higher level review:

Rating Official: Request higher level review - Option A: transfer the plan to the HLR
- Option B: document higher level review
@ TIP There are two options available to complete this step. If you are both the Rating Official AND Hig Wlthout transferring p|an (requires Signature
< Option A - Tr’nsfer to the Higher Level Reviewer (HLR) on hard COpy DD Form 2906)
Name Date
Wattenberg, Britteny Rating Official
Arqueta, Floyd C Higher Level Reviewer
@ TIP Please select new HLR from list of values, if required
Change Higher Level Reviewer Arqueta, Floyd C ,,;? Optlon A: Change h|gher level
Message to Higher Level Reviewer reViewer name’ If necessary

This screen provides space for you to send a Higher Level Reviewer a message regarding an employee's Performance Plan. After writing the message, select the Transfer to Higher Level
Reviewer with E-mail Notification’ button to send the message.

Please review this performance plan and take the appropriate action under the Approvals and -
Acknowledgments tab.

Option A: Select transfer with or without Option B:
email notification 1. Change HLR name, if
) necessary

Motice: You are about to contact Argueta, Floy
security numbers or privacy act information in your

ail. Due to the unencrypted nature of this e-mail communication, g

2. Enter review date
3. Enter method of review
4. Save

(Cancel ) ( Transfer to Higher Level Reviewer without E-mail Notification ] ( Transfer ta Higher Level Raviewer with E-mail>”

N\

—
Option B - Doyument the higher level review has taken place by entering the foll
Impaortant Mote: The Higher Level Rewiewer's signature must be obtained on a printed co

the Reports/Forms tab.

Form 2906 when using this option. A printed copy of the DD Form 2906 can be obtained on

Higher Level Reviewer Argueta, Floyd C ,,;? Method of Review -
Review Date Other Method
(Save ) )Cancel |
—

28
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Rating Official: Confirmation of transfer; status on PAA Main

Page

(i) Information

The performance plan has been transferred to the Higher Level Reviewer.

Select OK on confirmation screen

7 December 2009

[ OK )
Plans/Appraisals In Progress
@& TIP Only Employees that have a plan in progress are listed below
_ _ Create New Plan
Show Me  All Appraisals = Appraisal Year ALL - —Choose a Plan Type-— 2l =)
Table Size 10 -
Plan

Employee |Current Rating Official |Appraisal |Appraisal |Approval Plan Current PAA
Name Owner Name Year 1D Date Type |Status Status Action
Molda, Wattenberg, Pending PPM  viaw - [ Go
Deangelo PPM Britteny 2010 32538 15-Dec-2008 NSPS Approved Approval
Clopp, Meda Arqueta, Floyd Wattenberg, . Plan Pending  vjaw - [ Go
J C Britteny 201 32690 MSPS Pending HLR Review
Mowery, Wattenberg,  Wattenberg, Update - | 3o
Lesley N Britteny Britteny 2010 32628 01-Mov-2008 MNSPS Approved n Approved

Plan is now owned by Higher

Level Reviewer; status is “Plan

Pending HLR review”

29



Setting up a Performance Plan

Higher Level Reviewer Actions

e Review performance plan
e Approve the plan, or return for changes

Back to TOC

7 December 2009
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Higher Level Reviewer: Access Performance Appraisal
Application (PAA)

} Department of Defense

ICE MyBiz ICE PAAVY Logout Preferences Oracle Help Personalize Page

ew/Print Reports
View/Print Perfformance Management Reports
View Previous Reqguests

(=

MNavigator Favorites
3 CIV Pay Pool Manager My Workplace "m
3 My Biz &l Performance Appraisal Application (PAA) After using your browser to access DCPDS,
0 ] My Employee Information close all of your browser windows and restart a
E Update My Information . - - o wser
-| Suspenses i L
1= Apply Action(s) to Multiple Employees (PAA) 2. Selel(?t P_erformance Appralsal ?rhere to
i Manage PAA Trusted Agent Authorization A ication (PAA i h
1. Select My Workplace PP ( ) —

Update Your Completed Training Via
Self Senice

7 December 2009
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Higher Level Reviewer: Select plan to review

Performance Appraisal Application Main Page

Meed Help?

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

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

You can also pleted Plans/Appraisals’ link located at the bottom of this page

Optional filters available
To create a f (e_g.’ HLR Appraisa's 0n|y) s described above

s Select 'Choose
o Select ‘Apprais
s Select the 'Go

e Select an option from the Action column
e Select the 'Go’ button

Make sure Action shows
ar with the columns, select the 'Need Help? link “Update,” then SEleCt “Go”

Progress
es that have a plan in progress are listed below

Important: To becom

Plans/Appraisal
& TIP Only Empla

Current PAA Status is “Plan v Plan
Pending HLR Review”

Show Me  All Appraisals = Appraisal Year ALL -

Table Size 10 -

Plan
Employee |Current Rating Official |Appraisal |Appraisal |Approval Plan
Name Owner Name Year 1D Date Type |Status
Molda, Wattenberg, P
Deangelo PPM Britteny 2010 32538 15-Dec-2008 NSPS Approved A
Michelotti,
Ernie U Berrones, Pete Berrones, Pete 2010 32550 08-Oct-2008 MNSPS Approved
Clopp, Neda J Berrones, Pete Berrones, Pete 2010 32577 07-Oct-2009 MNSPS Modified Plan\Approved
Arqueta, Floyd Wattenberg, i Plan Pending  Update
Clopp, Neda J C Britteny 2011 32690 NSPS Pending HLR Review
Mowery, Wattenberg,  Wattenberg, View
Lesley N Britteny Britteny 2010 32628 01-Mov-2008  MNSPS Approved  Plan Approved
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Higher Level Reviewer: Check plan details

Click here to change the
rating official or higher

level reviewer, if needed

m Fepors/Forms | T\ \
Mission Goals | Job Objectives '. Component Unigue (Optional) | Approvals and Acknowledgments | \ \
Plan Details
This screen provides information about the status of your employee’s performance plan. Since you are in ~f|ew_fr]my_n_l__|__§wgj_rp_@}i__h@gp_g___w

| Change Rating Official andfor Higher Level REx;iewer_)

Appraisal Type Annual Appraisal - NSP5 Performance Plan Approval Date
Appraisal Period Start Date  01-Oct-2009 Plan Last Modified
Appraisal Period End Date  30-5ep-2010 Created By Clopp, Neda J

Appraisal Effective Date 01-Jan-2011
Rating Official Mame Wattenberg, Britteny
Higher Level Reviewer MName Arqueta, Floyd C

Select “Next” ;
| MEXT= ]
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Higher Level Reviewer: Review Mission/Goals

m Reparts/iForms |

Flan Details @@ EEIEEEH Job Objectives | Component Unigue (Optionaly | Approvals and Acknowledaments .i

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  Need Help?
text box, or it may be populated by your employee. When done, select the "Mext’ button or 'Job Objective’ tab

Relevant Organizational Mission/ Strategic Goals

USAG Schweinfurt provides installation operations in order to support readiness and mission execution of stationed and rotational units while ensuring

the well-being of the community.

Goals:

. Maintain High Levels of Safety, Force Protection, and Occupational Health

. Sustain and Improve Local Community Relations

. Develop and Retain a Professional Workforce

. Optimize Resources

. Be an Adaptive, Customer-Focused Organization

. Sustain and Improve the Infrastructure

. Maintain Deployment, Sustainment, Redeployment Operations b

OO WN P

~

{Limit to 1400 characters) Counter 755

| =PREVIOUS | | NEXT=

I X

1. Check mission and goals L
statement and direct update 2. Select “Next”

when necessary

34
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Higher Level Reviewer: Job Objectives tab

Review each of the job
objectives by selecting the
“View” action (see next page)

m ReportsiFarms |

Flan Details'| Mission Goals | Job Objectives Component Linigue (Optionaly | Approvals and Acknowledgments |

Job Objectives

This screen allows you to view your employee's Job Objectives. Select the View' button next to the Job Objective you want to view.

P> Show Applicable Peformance Indicators
Show All Details | Hide All Details

Details Number Job Objective Title Contributing Factors Status Weight % (Optional)
& Show 1 Industrial Property Inspections Cooperation and Teamwaork PEMDING  40%
B> Show 2 Special Projects Customer Focus PEMNDING  20%
- Show 3 Industrial property evaluations Critical Thinking PEMDING  40%

| =PREVIOUS | | NEXT= )
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Higher Level Reviewer: View Job Objective screen (top)

View Job Objective
* |ndicates required field | Return to Joh Objectives Tah |
MNeed Help?

B=Show Applicable Performance Indicators
This screen allows you to update a Job Objective and select the appropriate Contributing Factor

+ A Job Objective Title is required
+ Make sure you use the appropriate Perfformance Indicator when writing the Job Objective

Job Objective Mumber 1
= Job Objective Title  Industrial Property Inspections

* Start Date 01-Oct-2009 Review the objective text
Job Objective Status  PEMNDING

Date Last Modified 28-Sep-2009

Job Objective

If you need help in writing Job Objectives, go to the iSuccess training course.
(Limit to 1000 characters)

As required, effectively leads evaluationfinspection teams and study groups formed to evaluate industrial properties that support Army units/activities. -
Based on inspections, review and studies, prepares and submits detailed analyses and/or reports with technical evaluation and recommendations for
policy, process, and procedural change within supervisor established suspense date.

Scroll down for bottom of screen
1
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Higher Level Reviewer: View Job Objective screen (bottom)

o Review the selected contributing factor(s)
Contributing Factors

+ Select the appropriate Contributing Factor for the Job Objective. As a general rule, select between 1 and 3. The Leadership Contributing Factor must be
selected for a supenvisory Job Objective
+ Select the icon next to the Contributing Factor to read the appropriate benchmark descriptors

U Technical F'rnﬁﬁieruzyﬁ;| O Customer Focus/>
O Critical ThinkingE| 0 Resource MEHEQEH’IBHTE
Cooperation and Teamwork{Z) O Leadership-@

O Communicationi™
[ Return to Job Objectives Tab |

Select “Return to Job Objectives Tab” button and
continue reviewing remaining objectives

7 December 2009
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Higher Level Reviewer: View remaining job objectives

m FeporsiForms |

Job Objectives

This screen allows you to view your employee’s

B Show Applicable Performance Indicators

Flan Detaila': Mission Goals JEELTERN] T T t Compaonent Linigue {Optinnalj[ Approvals and Acknowledgments |

1. Continue reviewing remaining objectives by
selecting the View button for each

Show All Details | Hide All Details

Details Mumber
P Show 1

B Show 2
B=Show 3

and Acknowledgments” tab

2. When done, select the “Approvals

you want to view

Job Objective Title

Industrial Property Inspections
Special Projects

Industrial property evaluations

Contributing Factors

Cooperation and Teamwork
Customer Focus

Critical Thinking

Status
PEMDING

PENDING
PENDING

Weight % (Optional)
40%
20%

40%

Meed Help?

Delete
| Wiew ) ]
| Wiew ) 1m

[ =PREVIOUS | | MEXT= |
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Higher Level Reviewer:

Approve or Return for Change

NSPS PAA - Higher Level Reviewer

Employee Information

Employee Mame Clopp, Neda J
P Show Employee Details

LE ReportsiForms |

| Track Frogress ]ut Feturn to Main Page ]l

Select “Approve” to approve the plan, or “Return for Change”
to have changes made by the rating official

Flan Details '\| Mission Goals '\| Jab Ohjectives '\| Camponent Lnigue (Optional) P

Approvals and Acknowledgments

This screen provides details about the status of your employee’s performance plan. Select "Show' to see the detailed |

wyour employee's performance plan.

Show All Details | Hide All Details
Details Tasks

B> Show|Step 1: Rating Official - Request or Document Higher Level Review

P Show Step 2: Higher Level - Review

B> Show|Step 3: Rating Official - Document Communication to Employee
B> Show Step 4- Rating Official - Document Employee Acknowledgment

Status
Completed
Pending Approval
Mot Started

Mot Started

Approvals and Acknowledgments

ut the status of Need Help?

Action

| Approve | or | Return for Change |

Ste
Ste

p 2 must be completed
tep 3

must be completed

[ =PREVIQOUS |
Performance Plans are approved by the
HLR. Changes must be made by the rating
official.
39
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Higher Level Reviewer: Transfer approved plan back to rating
official

Higher Level Reviewer Notification to Rating Official - Wattenberg, Britteny

[ Cancel | | Transferto Rating Official without E-mail Notification | | Transfer to Rating Official with E-mail Motification |

Meed Help?
Message to Rating Official

This screen provides space for you to send a Rating Official a message regarding an employee's Plan Reapproval. After writing the message, select the Transfer to
Rating Official with E-mail Motification” button to send the message.

Please go to the Performance Appraisal Application (PAA) and select the Approvals and a
Acknowledgments tab under the Plan tab to complete Step 3.

Select transfer to rating official, with
or without email notification

-

Motice: You are about to contact Wattenberg, Britteny by e-mail. Due to the unencrypted

f this e-mail communication, please do not include any non-public
information such as social security numbers or privacy act information in your e-mail.

[ Cancel ] | Transfer to Rating Official without E-rmail Motification J | Transfer to Rating Official with E-rmail Motification J
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Higher level reviewer: Confirmation of approval; status on PAA

Main Page

Select “Yes” or “No” to approve or

(i) Information

Do you wish to approve the performance plan job objectives for Clopp, Neda J?

disapprove the performance plan

(Mo ) [ ves)

Version 3.0

Confirmation

Performance Appraisal Application (PAA)

: . PAA Main Page Frovide Guest Feedback

ICE MyBiz ICE PAA W3 Home Logout Preferences Oracle Help Personalize Page

The appraisal has been submitted to the Rating Official.

Rating OfficiallHigher Level Reviewer

Confirmation of transfer back to rating official

7 December 2009

Plans/Appraisals In Progress
& TIP Only Employees that have a plan in progress are listed below
: _ Create New Plan
Show Me  All Appraisals * Appraisal Year ALL -  Chones 2 Dlan Tune. 2| (Ga)
Plan status is now “Plan Reviewed by HLR”
Table Size 10 -
Plan

Employee |Current Rating Official |Appraisal |Appraisal |Approval Plan
Name Owner Name Year 1D Date Type |Status 5t
Molda, Wattenberg, Pe ~ | Go
Deangelo PP Britteny 2010 32538 15-Dec-2008 NSPS Approved App
E”r'ﬁi};'e,'h'j‘“" Berrones, Pete Berrones, Pete 2010 1560  08-Oct-2008 NSPS Approved men i <00
Clopp, Neda J Berrones, Pete Berrones, Pete 2010 32577 07-0ct-2009  MNSPS Modified v | Go)

Wattenberg,  Wattenberg, . Plan Reviewed vigw ~ | Go)
Clopp, Neda J Britteny Britteny 2011 32690 MNSPS Pending by HLR
Mowery, Wattenberg,  VWattenberg, View ~ [ Go
Lesley N Britteny Britteny 2010 32628 01-Mov-2008  NSPS Approved Plan Approved
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Setting up a Performance Plan

Rating Official Actions

e Transfer plan to employee for acknowledgement

Back to TOC
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Rating Official: Select plan from PAA main page

Make sure Action shows

Plans/Appraisals In Progress
& TIP Only Employees that have a plan in progress are listed below

Show Me  All Appraisals

~ Appraisal Year

ALL -

“Update,” then select “Go”

Create New Plan

—~Choose a Plan Type- Go
Table Size 10 -
Plan

Employee |Current Rating Official |Appraisal |Appraisal |Approval Plan Current PAA
Name Owner Name Year 10 Date Type | Status Status Action
MNolda, Wattenberg, Pending PPM ey -\ |Go
Deangelo FFM Britteny 2010 32538 15-Dec-2008 MNSPS Approved Approval

Wattenberg,  Wattenberg, i Plan Reviewed Update - | Go |
Clopp, Meda J Britteny Britteny 2011 32690 MNSFS Pending by HLR
Mowery, Wattenberg,  \Wattenberg, Update * | Go |
Lesley N Britteny Britteny 2010 32628 01-Mow-2008 MNSPS ﬁpprnuey/\&pprwed

7 December 2009
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Current PAA Status is “Plan
Reviewed by HLR”
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Rating Official: Select “Approvals and Acknowledgments” tab

NSPS3 PAA - Rating Official

Employee Information

Employee Mame Clopp, Neda J
¥ Show Employee Details

m ReportsiForms "|

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

Select “Approvals and

Acknowledgments” tab

—

Plan Details Mission Goals | Joh Objectives | Component Unigue (Qptionall |+ Approvals and Acknowledaments |

Plan Details

This screen provides information about the status of your employee’s performance plan.

¢ Update the Appraisal Type and Appraisal Dates, if necessary.

MNeed Help?

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 schedule and pay band will be populated on the appraisal form based on this date. For additional guidance select the Meed

Help? link.

7 December 2009

44




Rating Official: Start Documentation of Communication to

Employee

m Reports/Forms |

Flan Details | Mission Goals | Job Objectives ': Component Unigue (Dptional) ) Approvals and Acknowledgments

Approvals and Acknowledoaments
This screen provides information regarding the status of your employee's performance plan

¢ Select the "Start” button to complete a step
s Select 'Show' to see detailed information about an approval (date, method of review, etc )

Select “Start” button for Step 3

—=2d Help?

Show All Details | Hide All Details
Details Tasks Status
PShow Step 1: Rating Official - Request or Document Higher Level Reviey Completed
P=Show Step 2- Higher Level - Revie Completed
P=Show Step 3: Rating Official - Document Communication to Employee Not Started | Start )
P=Show Step 4: Rating Official - Document Employee Acknowledgment Mot Started Step 3 mus completed

45
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Rating Official: Documentation of Communication to Employee

Show All Details | Hide All Details
Details Tasks Status Action
P> Show Step 1: Rating Official - Request or Document Higher Level Review Completed { Start )
PShow Step 2: Higher Level - Review Completed
¥ Hide Step 3: Rating Official - Document Communication to Employee Mot Stared ( Start )

Communication Date .

Other Method | and method
| Save and Transfer to Employee for Acknowledgment jlL Save and go to Step 4 )
¥ Show Step 4: Rating Official - Document Employee Acknowledgment Started Step 3 must be completed
\
2. Select to transfer to employee for

* Documenting that the employee has acknowledgment, or document that
acknowledged the performance plan is employee has acknowledged* (by
normally done when the employee is selecting "Save and go to Step 4)
unavailable.
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Rating Official: Transfer plan to employee

Rating Official Notification to Employee - Clopp, Neda J

( Cancel] | Transfer to Employee without E-mail Motification | | Transfer to Employee with E-mail Matification )

Meed Help?
Message to Employee

This screen provides space for you to send your employee a message regarding his or her Performance Flan. After writing the message, select the Transfer to
Employee with E-mail Notification’ button to send the message.

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 23906 will be available in the Completed Plans/Appraisals area of the Performance Appraisal Sele_Ct transfer_to er_n_ployee, with
Application Main Page. or without email notification

-

Motice: You are about to contact Clopp, Meda J by e-mail. Due to the unencrypted nature of this e-mail communicatio
information such as social security numbers or privacy act information in your e-mail.

ase do not include any non-public

[ Cancel ] | Transfer to Employee without E-mail Motification J | Transfer to Employee with E-mail Motification J
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Rating Official: Confirmation of transfer; status on PAA main page

& Confirmation 1 Confirmation of transfer to employee

The appraisal has been submitted to the employee. =

Rating Official/lHigher Level Reviewer
Performance Appraisal Application Main Page

Plans/Appraisals In Progress
& TIP Only Employees that have a plan in progress are listed below

Plan is now “Approved”

Show Me  All Appraisals ~ Appraisal Year ALL - o Type- 2 (o)

Table Size 10 -

Plan
Employee |Current Rating Official |[Appraisal |Appraisal |Approval Plan ent PAA
Name Owner Name Year 1D Date Type |Status us Action
Molda, Wattenberg, nding PPM  vfigw - | Go |
Deangelo PPM Britteny 2010 32538 156-Dec-2008 MNSPS Approved Vprwal
Clopp, Neda J Clopp, Neda J E‘:ﬁ:;’;berg‘ 2011 32690  29-Sep-2009 NSPS Approved Plan Approved 1€ v (Geo
Mowery, Wattenberg,  Wattenberg, Update - | Go |
Lesley N Britteny Britteny 2010 32628 01-Mov-2008 MNSPS Approved Plan Approved
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Setting up a Performance Plan

Employee Actions

e Acknowledge receipt of plan

Back to TOC

7 December 2009
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Employee: Acknowledgment of approved performance plan

Appraisals of Clopp, Neda J :
ppraisals of Clopp, Neda From PAA main page, check that

! Action is “Update,” then select “Go”

Table Size 10 -

Plan
Employee |Current Rating Official |Appraisal |Appraisal |Approval Plan Current PAA
Name Owner Name Year D Date Type |Status Status Action
Clopp. Neda J f"”""’ Neda gﬁ:fn';herg’ 2011 32690  29-Sep-2009 NSPS Approved Plan Approved YPdate v
Clopp, Neda J Ez{:’”es’ Berrones, Pete 2010 32577 07-Oct-2009  NSPS Modified  Plan Approved V18W M
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Employee: Select “Approvals and Acknowledgments” tab

Select “Approvals and
Acknowledgments” tab

—

HENEN [nterim Reviews '| Annual Appraisal ¢ Other Assessments | Reports/Forms '| /

RELRNE BT Wission Goals | Job Objectivesﬂ Component Unigue (Optionaly | Approvals and Acknowledgments |

Plan Details

This screen provides information about the status of your performance plan Meed Help?

o Update your Appraisal Type and Appraisal Dates, if necessary. Important Note: The Appraisal Period Start Date represents the start
of your 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

s Change the Rating Official and/or Higher Level Reviewer
s Transfer the plan to your Rating Official

To change a Rating Official and/or Higher Level Reviewer or both, select the 'Change Rating Official andf/or Higher Level Reviewer button.
When done, select the Mext’ button or the ‘Mission Goals® tab.

{bhange Rating Cfficial andfor Higher Level Reviewerj

= Appraisal Type  Annual Appraisal - NSPS - Performance Plan Approval Date 23-Sep203 -
Appraisal Period Start Date  01-0ct-2009 iy st M |_NEXT- )
Appraisal Period End Date  30-Sep-2010 Crealed By Clopp, Neda

Appraisal Effective Date  01-Jan-2011
Rating Official Name Wattenberg, Britteny
Higher Level Reviewer Name Arqueta, Floyd C
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Employee: Select “Acknowledge receipt”

m Interim Reviews '\| Annual Appraisal '\‘| Other Assessments '\| ReportsiForms '\|

Plan Details'\] Mission Goals '\| Job Ohjectives '\| CumpnnentUnique(Optinnal}'\ Approvals and Acknowledgments

Approvals and Acknowledgments
This screen provides information regarding the detailed status of your performance plan. MNeed Help?

o Select "'Show' to see detailed information about an approval (dates, method, etc.).
s [f you have created this performance plan, select the Transfer to Rating Official’ button once you have completed all Job Objectives.
s Select the "Acknowledge Receipt’ button if highlighted.

Show All Details | Hide All Details

Details Tasks Status Action

P Show ?te:- 1 R.ating Official - Rg-:uest or Document Higher Level Review Completed Select “Acknowledge receipt”

P Show|Step 2: Higher Level - Review Completed

P> Show Step 3: Rating Official - Document Communication to Employee Completed W
P> Show Step 4: Employee - Acknowledgment Pending Empl Acknowledgment | Acknowledge Receipt )

| =PREVIOUS |
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Employee: Confirm acknowledgment date; status on PAA main

page

Confirmation
Acknowledge Receipt date is 29-5ep-2009.

Is this correct?

Select “Yes” to acknowledge

date of receipt”

7 December 2009

[ Mo ) [ Yes )
Appraisals of Clopp, Neda J
On PAA ) an i 4 and Create New Plan
n main page, plan is approved an ~Choose a Plan Type— = e
the employee is the current owner I
Table Size 10 -
Plan
Employee |Current icial |Appraisal |Appraisal |Approval Flan Current PAA
Name Owner me Year 1D Date Type | Status Status Action
Clopp. Neda J f'”pp’ Neda gﬁ:gen’;berg’ 2011 32690  29-Sep2009 NSPS Approved Plan Approved -Pdate ~ (Go
Clopp. Neda J EE{;‘J”ES’ Berrones, Pete 2010 32577 07-0ct-2009  NSPS Modified  Plan Approved V18W MLSELD)
Select the link to search for cnmpletedy To view your plan at any time as it was when approved,
B> Show Completed Plans/Appraisals —_ select the Show Completed Plans/Appraisals link
53



Employee: Using the Completed Plans/Appraisals link

¥ Hide Completed Plans/Appraisals

Completed Plans/Appraisals

1. Begin with entering search criteria. The following fields can be entered in any combination; e_qg,, Appraisal Year only or Appraisal Year and Event

2. Select the Find button. Your results will be based on your search criteria. If there is no search criteria entered, your results will be all Completed
Plans/Appraisals

Enter filter criteria (or leave blank),

Appraisal Year 2011~ then select “Find”
Even rﬁ:urmance Plan -
|FIRd ) | Clear )

Table Size 10 =

Appraisal Year |ﬂppraisal 1D Type |E‘u’EI‘It Event Completion Date | Reports/Forms
2011 32690 MNSPS MNSPS Performance Plan 29-5ep-2009 gf}
A
File Download = / \
Do you want to open or save this file? Select pfintel’ icon to

generate a copy of the
DD Form 2906

. Mame: CIV_PALA_DD2906.PDF
|| Type: Adobe Acrobat Document

From: hydra.chrcs.army.mil

Open ] [ Save ] [ Cancel ]

|

l@' While files from the Intemet can be useful, some files can poten] Select “Open” or “Save” to view
k..

ham your computer. f you do not trust the source, do not open

¥ savethis file. What's the risk? or save a copy of the form
|

Back to TOC
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