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Quick Reference Guide

Purpose This Quick Reference Guide introduces you to the basic

navigation steps and screens necessary to create a
Performance Plan, Interim Review and Annual Appraisal.
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Department of Defense
Performance Appraisal Application

INTRODUCTION

The Appraisal Module is a part of Oracle Self-Service. Self-Service extends the functionality of the
Defense Civilian Personnel Data System (DCPDS) by enabling both employees and managers to
participate in Human Resources via a web browser.

Future Code Deliveries

In the next few months, the Appraisal Module in DCPDS will undergo several system changes, as code
is being developed and delivered. This guidance contains information as of Patch 61.4, June 18, 2006.
The next anticipated code delivery date will be August 13, 2006. Future guidance will provided as
new features become available.

What is Oracle Self-Service Human Resources (SSHR)?

Self-Service is the latest evolution in Defense Civilian Personnel Data System (DCPDS) applications.
It provides the automated tool for employees, supervisors, and managers to participate as stakeholders
in the Human Resources (HR) arena. Self-Service allows managers, supervisors and employees the
capability to access, view and update personnel information relating to Appointment, Position, Person,
Benefits, Awards and Bonuses, and Performance 24 hours a day/7 days a week.

The Appraisal Module is part of Oracle Self-Service Human Resources (SSHR). Self-Service extends
the functionality of the DCPDS by enabling both employees and managers to participate in Human
Resources via a web browser.

What is a “Self-Service Hierarchy”?

A self-service hierarchy is the mechanism used to create the one-to-one relationship necessary to
identify supervisory chain within the organizations. The “Self Service’ hierarchy must be established
to provide the Rating Official with access to their employees’ records. Until the hierarchy is
established in the Components’ production databases, the appraisal menu item will not be available on
the navigation menu. Note: Military Supervisors will also be established in the self-service hierarchy.

How will | get my User Accounts and Passwords to access Self-Service?

Component’s systems administrators for all users requiring access to the Appraisal module will
establish user accounts and passwords.

How do | access the Appraisal Module?

A user must have Self-Service responsibilities in DCPDS in order to access the Appraisal Module; the
Supervisor/Manager responsibility is “My Workplace” and the employee responsibility is “My Biz”.
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The following navigation steps will access the Appraisal Module after the user has logged into Self-
Service:

Rating Official Navigation: My Workplace > Appraisals

Employee Navigation: My Biz > Appraisals
NOTE: Rating Officials will access their personal appraisal through My Biz.
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Rating Official Navigation: My Workplace > Appraisals

The log in takes the Rating Official into the main page. The main page contains:

Two navigation tabs. (1) The Notification tab alerts the user when something has been routed to
him/her. (2) The Appraisals tab is the main page. It allows the user to initiate a new appraisal, view or
update an in-progress appraisal or search for historical appraisals.

View All Appraisals by Employee Button. This function on the main page allows a rating official to
view in-progress and completed appraisals.

Plans/Appraisals In Progress Area. This area contains appraisals the Rating Official has created and is
still in progress. A Rating Official can also create a performance plan in this area by clicking “Go” next to
the “Create Standard Appraisal.”

The highlighted pencil f under Appraise column indicates the Rating Official has ownership of
the appraisal. Click this icon to update appraisal information.

The grayed out pencil under Appraise column indicates the employee has ownership of the
appraisal. The Rating Official can view the appraisal for information only up to the last sharing point
Details

through the Details Icon

Print

The Print icon & allows the user to print the form with completed information. At this time, only the
performance plan will be printed and only “Approved” job objectives will appear on the form.

Completed Appraisals Area. This area contains appraisals that have gone through the final
appraisal process. The Rating Official can specify filter values, such as appraisal type and
employee, to locate particular completed appraisals in the list.

NOTE: The final appraisal approval process is associated with the pay pool payout process,
which is not available at this time.

Department of Defense e m ek
Perommance Appraisal Application Y oo arsal
Rating Official

Performance Mangement As Rating Official

Wigrw All Appraisals By Employes |

Plans/Appraisals in Progress '*'—

Create | Pedormantes Flen =1 So

Bt e |E1||||.|1urrte Iﬁppr.li:.ﬂ Efective Date Status Fanticipation Status | Details  Appraise  Delete  Pript
Todd, Kendra  MWyers, Stephanie 01 -Jar 2007 Ornigaang Open |= rd " &
Todd, Kendra Shialton, Chris 01 = Jae 2007 Transfarmed  Open F | o

Completed Plans/Appraisals *— Appraisals will not move to "Completed” until after the pay paol process has been finalized,
Please enter your search critena and select the "Go” button 1o see the resull. Mote that the search is case insenciie

Employes
Appraisal Effoctive Date E
wnarler I iy 2008
&ppraizal Type w
3o | | Ciear
Employes Appraisal Effective Date Appraisal Peried Start Date Appraisal Pariod End Date Appraisal Type Details Delote

Mo dats earsis

Wi Al Appralsals By Employes |
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Employee Navigation: My Biz > Appraisals
The log in takes the Employee into the main page. The main page contains:
Two navigation tabs. (1) The Notification tab alerts the user when something has been routed to

him/her. (2) The Appraisals tab is the main page. It allows the employee to view their appraisal and
provide feedback to the Rating Official.

Appraisals of (Employee Name) Area. This area contains the appraisal that has been created for the
employee.

The highlighted pencil f under Update column indicates the employee has ownership of the

appraisal.

The grayed out pencil under Update column indicates the Rating Official has ownership of the

appraisal. The Employee can view the appraisal for information only up to the last sharing point
Details

through the Details Icon ==
Print

The Print icon C-E} allows the user to print the form with completed information. At this time, only the
performance plan will be printed and only “Approved” job objectives will appear on the form.

Completed Appraisals Area. This area allows employees to see their historical appraisals.

Department of Defense Home Loaout Preferences Help

¥ Performance Appraisal Application

Motifications | Appraisals

My Appraisals
My Plans/Appraisals ‘—

Appraisals of Shelton, Chris

Initiator |A|)|)raisa| Effective Date |Rating Official |A|)|)raisa| Type Status | Details Update Delete Print
Todd, Kendra 01-Jan-2007 Todd, Kendra Annual Transferred f Cl}

Completed Plans/Appraisals dl—— Appraisals will not move to "Completed" until after the pay pool process has been finalized.

Please enter your search criteria and select the "Go" button to see the result. Mote that the search is case insensitive.

Initiatar |

Last Mame, Title First Mame

Appraisal Effective Date I:I
[ecample:; 20-May-2006)

Initiator Appraisal Effective Date Appraisal Period Start Date Appraisal Period End Date Appraisal Type Details Delete
Mo data exists.

£

Matifications | Appraisals | Home | Logouwt | Preferences | Help
Copyright 2000-2004 Oracle Corporation. A1 rights reserved. Privacy Statemert
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Can both Rating Officials and Employees contribute to the appraisal process?

With a paper appraisal, the employees’ ability to contribute to the appraisal is limited. This Appraisal
Module allows the Rating Officials to transfer the appraisals to the employees. The employees can
review the appraisal on-line, and make their contribution to the appraisal, when requested by the
Rating Official, and then transfer the appraisal back to the Rating Official. This sharing of the
appraisal between Rating Officials and employees can occur as often as necessary during a single
appraisal process.

How does “Ownership of the Appraisal” work? How does ownership affect other involved
parties? Are there any limits to the number of times an appraisal can be transferred?

Either the Rating Official or the employee “owns” the appraisal at any given time. The Rating Official
transfers ownership by transferring the appraisal to the employee, and the employee transfers
ownership by transferring the appraisal to the Rating Official.

e When Rating Official owns the appraisal, the employee:
o Cannot update the appraisal
o0 Can view the appraisal for information only up to the last sharing point through the
Details Icon. Any changes the Rating Official makes to an in-progress appraisal after
resuming ownership are not visible to the employee until the Rating Official transfers
the appraisal again.

e When the employee owns the appraisal, the Rating Official:
o Cannot update the appraisal
o Can see all sections of the appraisal through the Details icon; however, will not be able
to see the employee’s self-assessment or overall feedback until the employee has
transferred the appraisal back to the Rating Official

O NOTE: When cutting and pasting from another document into
O:‘{: the Appraisal Module, special characters may appear in the
C/ § Cut and Paste area. Please review closely.
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COMMONLY USED ICONS

Navigation Rule

The ability to navigate to the previous page is provided on each screen.
ETETS

DO NOT USE the browser’s Back button, & -
Instead use: (1) The == button at the top of your screen; or

(2) The “Return to.....” in the lower left hand corner of your screen; or
(3) The ‘==L pytton.
ICON DESCRIPTION
{? The Find icon invokes a Find window.
v Provides a dropdown list of values.
55,9 If highlighted, able to update
If not highlighted, unable to update
il Delete capability, will remove from the system and is permanent
| Details Displays “Read Only” information. The Details icon displays a different
set of information depending on the screen it is located on.

( 5ave and Continue | | Changes are saved. The user can continue to work on the same page or
navigate to other functions.

(_Cancel On some pages, this will take the user to the previous page. On other
pages, the user will receive the following warning. By answering, “Yes”,
will take the user to the previous page (make sure the changes have been

saved).
/N Warning
You have chosen te cancel your changes.

Do you want to continue with the cancellation?

o) (es)

._O Navigation Bar. Overview page allows the user to update items.

e o Review page allows the user to review your updates
Caontinue | Takes the user to the next page.
| Back | Takes the user back one page.

(_share with Rating Oficial ) | Transfers appraisal to Rating Official.

(_Transfer to Employee ) | Transfers appraisal to Employee.

_Apnply ) Applies all changes.
Calendar icon allows the user to select a date for update. Associated with

date areas only.

Show All Details Expands all sections.

Hide All Details Collapses all sections.
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Performance Plan — Step 1: Rating Official Creates Performance Plan

Log In: Rating Official

Step | Action
1. ' SFFROLAL VLS GOWERNHWENT SYSTEM FOR AUTHORIIED WSE OHLY H‘
- "'ﬂil:‘l::;;:l:‘ll:u;" LLL LI :U"' 'F!:.lll:"""u
w"—nh—ﬁﬂlﬂh*l! \l!lv—h \ﬂ'ﬂlu-ll'l' " Frausl and
f;:mrﬂnhhr:-ﬁﬂ-h ill!!lhrw-lﬂduphlm\- -:-.:-';:I
mhtl.r::‘mh.! b-llu.'b.l Hﬂu;::m‘:m::q
et B o ey e vy arval evver Baieny
Privacy St %Sty
Asgthoribyg s oSy B EE, FICAF
[CT TIEe ] l-p-v-l-\l:l-u——-—ﬂ——v—-hl-n: u-\.-l-\.-'d-
Rinrtices Usass mmwhﬂnhﬁh—uucunﬂu i
(nabmere) m#m:.‘?;x;‘""'m‘“‘:ﬂﬁxf“
ks apstaan In Tuls8 e s Priraay Avt ol 1874 55 buaamiade. )
User Hame [CPMS_SUPWVT
ORACLE"  pumord
E-BUSINESSE SUITE Canct
Forgot your password T
Enter User Name and Password.
2. MNavigator
(C7 HE Frofessional %4.0, Standard Iy Workplace
(M3 Manager Self Serice, Standard E] All Actions Aweaiting ¥ our Attention
(7 My Biz E] Appraisals (My Workplace)
My Workplace E] My Employee Infarmation
(T System Administrator
(T3 US Benefits Manager
(T3 US Federal HRE Manager
Click on My Workplace, click on Appraisals (My Workplace).
3.

i Department of Defense tome Losct Prsferces bl
¥ Pedarmance Appraizal Ap plication

(e e Appraisals

Rating Dfficial

Performance Management As Rating Official

[ View A Appraisals By Emglayes |

FlansiAppraisals in Progress
Create | Performance Plan lep

Click Go to Create the Performance Plan.
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4 Appeainaly Rabng Oficesl >
) Create Standard Appraisal; Employees in Hierarchy
Foeim Nama uiﬁpmm Cade Pashion Ouganization Aetion Durtalls
¥ Superasor]
CPMS
Emiployasi 03 Miscollanagus Adminstration & CPMSI2 NSPS CHILLAN PERSONNEL MANAGEMENT 1 E
CPMS Program {301) Specashsl B3132. DDJO APPR SERVICE DOW3HS0000 01 =¥
Click on the Action icon to select the employee. (Please make note of the Employee name.)
5.
Department of Defense
‘.- Parormance Apprasal Applcaton e Lognd Pialmeicss Heb
St ety e i
Craate Parformance Plan: Setup Details
Carcel | | Suve and Continue ) | TeansSerto Employee | Stop 1 of 3 [Megh )
Employae Nama  Chuis Shehen Organization YWASH HOS SVCS DDXIDDAADA D1
Paosition  TEST-17T.REALTY Location  Addington, US
SPECST1% DD APPR
Occupational Code  11T0_Realty Specialist H5F5) Pay Plan/Pay Band YAO2
Emplayes Mumber 41356
Setup Details MOTE: The system will not prevent creating
performance plans for "G5" employees; however,
Curart Base Salawy  BI610 certain functions will not be performed; e.q., auto-
e Sl et (=1 population of the performance indicators.
Wou cannol changa the appraisal temglate or the assagnment sfter chebong Plenl Y Can Save pour wink &l any slage uging the S and Cordinue icon 10 conbinug
wotk an the apprarsal
w Indecatos requingd field
« Agpraial Type  Asewal >
* Rating Cycle Sta Date  01-0ct2005 | )
= Raling Cycle End Dabe .i.lflSep-J;.!I.»- ] E
Performance Plan Appeosal Crabe . o E
Performance Plan End Dabe 3};:}."@;61 .
feantgde |3y 2006
= Appraisal Efeciove Date  0-Jar- 2007 !
= Rating Cficial  Teodd, Kendra ‘I'?
Performance Indicators
PA2 @
Cares] | | Save and Conbifue | | Teandfed do Ernploves | Step | of 3 | Megl |
Home | Logewt | Emfarences | Helo
Coprpright 000 004 Cricis Corp-paton. Al rights reserved Erivmey Smement
*Indicates Required Field. The data is auto populated, but user has override capability by
using the drop-down list or manual input of change:
Type of Appraisal - Annual
Rating Cycle Start Date - 01-Oct-2005
Rating Cycle End Date - 30-Sep-2006
Performance Plan Approval Date — Blank (Until such time the plan is approved)
Performance Plan End Date - 30-Sep-2006
Appraisal Effective Date - 01-Jan —2007 (the system date auto-populates, override capability)
Rating Official - auto-populates based on the Rating Official’s log in
Performance Indicators — This will be auto-populated based on the employee’s pay schedule,
band level and supervisory status; however, for YP pay plans, the rating official will have to
select the appropriate performance indicators to use.
Click Next.
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Department of Defense

Paformance Apprasal Application Horter Losed  Preierences

Setup Details  Ovendew  Ravew

Create Performance Plan: Overview

7

Cancel | | Swve and Contrwe | | Tranafir o Employes | | Back] Step 2 of 3 [hega |

Employes Name Chiis Shelan Organization WASH HOS SVCS DD 10DAADA 01
Pastion TEST-1T.REALTY Location Arlingten, USs
SPECATA . DDOLAPPR
Oecupabanal Code 1100 Realty Specialist (NSPS) Pay PlanPay Band  YAD2

Employes Mumber 41356

Plazement in Pay Band

Currer Base Salary B3670
Minimym Pay Band Leval 38175
Mamimum Pay Band Linel  B55T8

Setup Details
Initiator Todd, Kendia Rating Cficial Tedd, Kendia
appraisal Type  Annual Performance Plan Approval Date

Rsting Cycle Start Dste  01-0¢1.2005
Rating Cycle Erd Date  10.Sap-2006

Strategic Organizatienal Objectives *—-—— This will be changed w read “Relevam Organizational Mission Srraiegic Geals™

Enter Relevant Organizational Mission/Strategic Goals in the open text box.

7- Job Objectives
Add DbEjecive | F
Jab Objective Upidate  Optional  Adjusted Welglht Job Objective  Contilbisiing Factor  Adjusted  Walghted
Select Tile StalisDetalls  Welght (! Rathig Irmpiact Ratlng Ratlag Dalsts
Mo daa exisle
Click Add Objective.
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Department of Defense

Pardormance Apprasal Apphcation Giarwsics Home Logod Pugtsrsnces Pimtonsize Pags

LLE S S

Aeled Job Cblective
® |ndicatas mequinad Hebd GIEI.:I Bl and Condeue Apply and Add Aroiher &y_}

Placement in Pay Band

Currert Base Salary 63002

Wanimum Pay Band Lewel 38175

Mazimum Pay Band Lewel 85578

B St Siralegs Organizaleiaal Ok

de i

The Jab Objectve Title = Joh Objec
st e input batore you = o i T — —_—————
can click an " Show b
Strategic Organizational
Objeetives. = Start Date 034005 | [§) This will default to System Date.
P Ty Do not change.
Jubs Objectve Stalus
Diate Last Modifed 05-Jun-2005
ik Obpective
Lt b2 770 Chawmies 3 .
Warking Version Job Dbjectse
Ll B O0TN LR b o
O T hiriic ol Proficiency
[ Ceiz al Thirking
O Ceoperatsen and Teammmerk
F
Contrbutng Factoes Ot i
[ Caritames Focws
[ Re 10w ¢ Wamagement
CLsaderstip
Future
enhancement 5 Optionsl Woight
will open the Job Objpctive Rabey | =
"Optional
W\Eight" hox PShow ik Chacines Bl
for input. P S Pardsrmans el story

Contribating Facier Impact -

Adprited Rabeg
Mdjusted Wenght

Wiighted Rating (f Used)

1 5
Careal | | Save snd CorSinue | | Apoly and Add Ancther | | Agaty |

Diagopslics | Home | Logesd | Preferences | Pemonalize Pags
Copyright 2000- 2004 Cracle Corporabion. A8 rights reserved. Frivacy Slabemart
Abge) Ty Paos
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Job Objective — Getting Started

Step 1: Job Obijective Title: Title is a required field. You may enter up to 80
characters for title.

Step 2: Start Date: The date defaults as the “System Date”, but can be changed.

Step 3: Job Objective: The maximum limit of characters for job objective is 770.
» -- Each eligible employee shall be assigned at least one and generally three to five
job objectives

Step 4: Working Version Job Objectives: The maximum limit of characters for the
working version box is 2000.

» --Both the Rating Official and Employee when developing job objectives can use
the working version job objectives area. Employees are encouraged to develop their job
objectives and identifying applicable contributing factors.

» --Once the job objective is approved, the data in the working version job objective
area will be purged. The data will only be purged if job objective is approved.

Step 5: Contributing Factors: Selecting contributing factors for job objectives identify
the manner of performance that will significantly contribute to the accomplishment.
The contributing factors are: Technical Proficiency, Critical Thinking, Cooperation
and Teamwork, Communication, Customer Focus, Resource Management and
Leadership. Generally, no more than three (3) contributing should be identified for
each job objective.

» --The “Leadership” contributing factor has to be selected for a supervisory job
objective and, may be assigned to any employee who is responsible for directing work
and developing other employees

Step 7: Optional Weight (You can enter an Optional Weight at the Main Screen for

Job Objectives.) Future enhancement will provide user the capability to enter Optional
Weight from this area.

Step 6:

(Cancel) | Save and Continue ) [ Apply and Add Another ) (_Apply )

Cancel: If you wish to cancel the work so far that has been created; you may do so by
clicking the “Cancel” button.

Save and Continue: Changes are saved and user can continue to work on the same page
or navigate to other functions.

Apply and Add Another: Apply what has been done so far and provides the ability to
add another job objective.

June 2006
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Apply: Click when you want all “job objectives” to get added. The status of job
objectives will be “pending’” until such time they are approved.
Final Step: Click “Apply”
9- Cancel | | Save asdd Cortrwae | | Transfor to Employee ) | Back] Step 2 of 3 [Hegt )
Employea Mama  Chils Shelien Organizaticn WASH HOS SVCS DD 1DIMATA 01
Pastion TEST.17.REALTY Locaton  Aalingien, US
SPECATI¥ DIOLAPPR
Qooupational Code  1170.Realty Specialist INSPS) Pay PlanPay Band YADZ
Employes Mumber 4135
Placement in Pay Band
Currard Base Salary  BIGT0
Mirirmum Pay Band Liwel 33175
Maximum Pay Band Lewal 85578
Setup Details
Intiater Todd, Kewdra Ratmg Oficial  Todd, Kendia
Apprasal Type  Annual Pedoemance Plan Apgeoval Dale
Rating Cycle Start Date  01-Oc1- 2005
Rsting Cycle End Date  30Sup 2006
Strategie Organizatienal Objectives
Migsion af angamization is bo enhance our custormers” business by peowding The very highest qualty products snd senices possible. Our customer
suppon slealegy is based wpon tolal, po-compromise customer sabisfaction and v Ccontinemally stwee B0 ofier & complete package of updo-dato valun
adifed soliions 1o meet our cusbomen” nesds. We valos shove all ur beng-leamn Dusbinmer selatds
Job Obhjectives Enter Optional Weight here, if used.
Selict Object: | Approve | | | Agd Objacte |
Salact Al | Select Mong
Update Optional Adjirted Job Objective  Conmibuting Facter  Adjusted  Walghted
Select Job Ohjective Tifde Status Datails  Walght Wlght %) Pating lenpact Fating Rating Delotn
0 . .
O |mbﬁ:r1rfm:usps PENOING, I B ]
Add Optional Weights, if used.
Note: No job objective may be weighted less than 10 percent and increments of 5
percent. Weighted job objectives must TOTAL 100 percent.
10. Bargn Datallg Fes Hided s
Create Parformance Plan: Ovearview \
Cance] | | Saw and Conbnup | | Transter to Empl | I}::;l Step 2 of 3 Mgl |
Click Next.
June 2006
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11.

Solup Details  Oweniew  Rndew
L1l 1L RanizInonal 00 DRl s ¥ omployes J8FASEEEENL ¥ Hil

Create Ferformance Plan: Review

Cance| | | Saw and Continue | Priedable Page | | Transferto Employee | | Back | Step 3 of 3 | Agply
Employes Name  Chils Shelion Organizatson WASH HOS SVCS DD21DDAATDA 01
Postion  TESTATREALTY Locateon  Adlimgren, US
SPECATAY. DD APPR
Dgcupational Code 1170 Realty Speciallst (NSPS) Pay PlanPay Band  YAMZ

Employer Murber 41356
To make changes to the apprassal, chok Back
Setup Detalls

Indator Todd, Kemlia Rating Official  Todd, Kendra
Appraiaal Type  Amnual Perdamance Plam Apguoval Dabe
Rating Cycle Start Date 01 0c-2085

Rating Cyche End Date 30 -5op-2006

Strategic Organizational Objectives
Mieigaon of OIGamzalon 18 to enhance 0w cusiomars’ busingss by provadeg the very highest qualty products and semces possibla Chur customees

support strabegy i based wpon fotal, ro-compromese cusiomor satssfaction and we continually strve fo offer a complote package of up:to-date value
added Soliiong 10 il Our Eudtormeia’ needs Wie valie sbove Bl oud lang-bidm cuslomer relationg

Job Objectives

Optlomwal Aadjustsd Job Objective Coatiibuting Facio Adjustnd Welglsted
Details Job Objecthve Tile Statim  Welght Wakqht Ratling linpact Fatinia Reating
Py Objection 1 - Implemant  PERDING

A nses

On this screen, the Rating Official has the opportunity to review all the information he/she
has captured on the Performance Plan before submitting to the Employee for review and
comment. To view an individual objective, click “Show.” To collapse the “Show” folder,

click *“Hide”. This functionality is available throughout the application.
Click Apply.

12.
Department of Defense
Pafarmance Apprassl Apphtabon ome Logod Fratsrances
[Fl Confirmation
‘four changes have bean saved.
Rating Official Review
( Transfor to Employen | | Update Plandppraisal | | Submi Recommanded Rabings |
Employsa Mama  Chals Shelon Organizaticn WASH HOS SVCS DDXDIAADS 01
Foeiion TESTAT.REALTY Locaton  Aulimgten, U5
SPECETA%.DIM1APPR
Oeocupational Code 1170 Realty Specialist (NSP5) Pay PlanPay Band YADZ
Ernployes Number 41356
Setup Details
Change Raing Cicial
Intiatar Todd, Kendia Rating Official  Todd, Kendra
Appeaizal Type  Annual Appraisal Efective Date  01Jan 2007
Mppraisal Perod Start Date 010002005 Parigemance Plan Approval Date
Apprasal Penod End Date  30.5ep-2006
The Appraisal Module allows the Rating Official to transfer the appraisal to the employee.
This transfer can occur any time during the performance year.
Click Transfer to Employee.
June 2006
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13.

Brafing Ofcigl Fervigrs
Share Appraisal Details with Employee
Carcel | | Subqd |
Dietails to be Shared with Employes
Seloct appraisal componants completed by the rabeg official to share wilh (ke amployes
[ Objeective Ratings and Comments

Employse Permiztions
Indicate whathar ke gmployes can ypdale plan‘appraisal
=l Update Plan/Appeaizal

Hotification Message to Employes
Entar your madsage, ard click Submi 1o share the apprassal with the smployes

\
Carca| | | Subma |

Home | Logoul | Prefsences
Cogaytight 2000- 2004 Cwacle Corporation. AN rights reserved Faisacy Falemang

Enter comments to the employee in the Notification Message to Employee. These
comments can be instructional or informational in nature. This message will show up in the
Employee’s notification under the Notifications tab.

Click Submit to send the Performance Plan to the Employee.

14, =
0 Departmeut ofneftnse Home RLoOGE Freferences Hel
Parformance Appramal Apphcaton rottestons WTTTTT
[l Confirmation
Thet apguaisal has been transiamad 1o 1he employes

Click Logout. At this time you are logging out of the application under your Rating Official
responsibility. You will need to log back into the application under your Employee
responsibility.
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Performance Plan — Step 2: Employee Reviews Performance Plan

Log In: Employee

Step | Action
1.
[Q " BFFIGIAL U.5. GOVERNMENT S¥STEM FOR AUTHORIZED USE ONLY |
0 BARMING * ' BARNIMG *** WARKING *** WARMING ***
Unsuthoreed sccess o this U5 Govermmmisnt compater system snd
saftwars is prohibited by Tride 18, US Code, Section 1038, "'Frubdmd
Balatod Actiwity im conmection with © ters" . Unauthor | wsia s a8
Felony which is punishable by o illil..llll:l fime and up to ben years in jal,
Do vk discuss, tn-r. trwnsfer, process, of trananit dats of grester
itivity than lassifimd. Using this system constitules
:mhmmwt—w;minmdm
Privaoy Ack S tataoeent
Authority: 10 USC) 2013, SECAF
P ' To provide a marans of positive identfcation For the
purpase of processing applic ations or retrieving data.
Routie Uses: Mo (he one outskde Dol has access).
Disclosure:  Yolenbery, Failluse to provide d'u Mmun-dﬂfmmmun
may result in o delay or o of your reg
Usautherized use sould result in oriminal presesution. Infermation
W imihis sysiem is subjest te the Privasy Aet of 1974 as amended. .
User Mame [CPMS_EMPLOY
] ORACLE"  password [
E-BUSINESS SUITE Connect
Forgot your password?
Enter User Name and Password.
2. Navigator
(T HE Professional 4.0, Standard My Biz
(O3 Manager SelfSenvice, Standard [£] My Information
] | Update My Infarmation
O3 Wy Warkplace =] My Biz Help
("7 System Administrator =] Appraisals (My Biz) *
1 UE Benefits Manager
(CJ US Federal HR Managar
Access the Appraisal application by clicking on My Biz, then Appraisals (My Biz).
3. .
Department of Defense \ e Lol Estewom tee
Peformance Apprasal Apphcation
atgals
O this page, you can sccess your development funclsons and view talenl managemant netifcation messages
Hotifications Awaiting Your Attention
My Infsemation Subject |Sant |Hams |G ganizatian |oceupational Coda  update Detors
Your apgeaisal has been iranslomed fo you, 03-Jan-2006 Cheis Shelion WASH HQE SVCE 1170 . Really Speciabst
. DO21DDAADA 01 [NSFE)
Click on the Notifications tab.
Click on Your appraisal has been transferred to you.
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{71 Information
This retificalion does not requine a respanse.

Your appraisal has been transferred to you. \‘ ;

From Todd, Kendea
To Shelton, Chiis
Sent O3Jun 2006 110656

D 4FEB12
Summary
Efacine Dale 00 Jun- X108
Ermnployes Mame Chris Sholtan Employes Mumber 41356
Organization WASH HOS SVWCS DD1BDAAD 01 Occupational Code 11T0_Realty Specialist (NSP5)
Position TEST-17.REALTY Pay PlansPay Band YAD2

SPECATI%. DD APPR
Location  Aulimgion, BS

Rating Official Comments
Please teviow yous perfommances plan. ‘_

Appraizal Details
Rating Cycle End Date 3050 p. 2006 Ratng Cycle Siad Date  01.0c1.200%
Appraisal Type  Bnnual Pardoimance Plan Approval Date
Appracsal Effectve Date 01 Jan 2007
Raling Offsccsd Name  Todd, Kendia
Related Applications
B Ugdate Action *——_

Eeluzn fo orklist
Employee reviews Rating Official comments.

Click Update Action. Do not use the OK button. The OK button will close the notification.

NOTEZL: This OK button is being renamed to “Close”.
NOTEZ2: If the employee closes the notification, the plan/appraisal can be access through the

main page under Update.

) Department of Defense

Parfoirnance Appraal Applicaton

Details; Employee

Back ) | Transder o Raling Official ) Updabs |

Ernployes Mame  Chiks Shaltan Ernployes Mumber 11356
Digaruzaben  WASH HD'S SVCS DD2ZIDDAADA M Occupsteonsl Code 1170 Realty Specialis (NSP%)
Positienn TEST-17.REALTY Pay PlardPay Band W02
SPECATIFL.DDMLAPPR

Locaban  Aslingten, WS

Setup Datails

Irat=gtar  Toddd. Hémdia Rihng Ofcial Tadd, Keiidia
Appraisa Type  Anmmal Apgaaisal Efectae Date 01 Jan 2007
Raling Cycle Start Dale  01-0er- 2005 Pedommance Plan Approval Date

Raling Cycle End Dale 3.5 p-2006

FRelevant Organizatlonal Misslen/Strategle Goals

[Mizsion of organization is 1o enhance cur customsss’ busingss by providing the very Bighost qgualty pecdacts and serdces possible. Qur customar |
sugpart strategy is based upan 1atal, no-compramite customer atrfsthon and wi contmually stove 16 offer a complete package of up-to-datle value
added solutions 1o meel our customens” peeds. W value sbove 3 o loag-tesm customer relalions:

Job Objectives
S A1 Details | Hide A Details

Datails fob Objecthee Title Status
b=Sihow Ojecte 1 - Implemant NSPS FERDING

The Details page allows the employee to review the information about the performance plan. The
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employee can click on Update to go to the “Update Performance Plan: Overview” page (e.g, to
add a job objective). If employee does not add a job objective, click Transfer to Rating Official
6.
Department of Defense
Peffommance Apprasal Application Home Ropod Eritsrences
LER L Rirsiire
Update Performance Plan: Overview
Cance| | | Gawe a5 Ovafl | | Share with Main Appeaiser | | Gonbinug |
Employes Mame  Cheks Shalton Emglayes Number 41356
Organizabon  WASH HOS SVCS DDX1DDAADA 01 Occupstions! Code  1170.Realty Specialiss (HSPS)
FPoson TESTALREALTY Fay Plan'Pay Bard YADZ
SPECATHI,0D01.APPFR
Locabion  Adlingten, U5
Complete all appheable items
Flacement in Pay Band
Currint Base Salary 83610
Minimum Pay Band Level 38175
taximum Pay Band Level 83578
Setup Details
T sppraisal Type  Annual Rating Official  Todd, Kendra
Pedormance Cycle Stad Date  01.0c1.2005 Paraemance Plan Appeoval Dale  01.0c1-2005
Performance Cycle End Date  30.Sep-2006
Appraisal Efiectied Date 01 -Jan 2007
Relevant Organizationsl Mission/Strategic Goals
Migzion of organization ks 1o enhance our customers’ business by providing the very highest quality products snd senices possible. Our customes
suppor siratagy is based upon 1otal, no-compromise customsr salisfaction and we contirgally st to ofer & comiplote package of up-to-date valup
added solulmns to meet o cusiomers’ needs. We valug sbive all our long-leem customer mlabons
Job Objectives Employee can click "Add Objective" to add their own job objective or
= click "View Details" to show the Rating Official job objective.
Add Objective
View  Optienal Bljurstid Job Objective  Conmibiing Factor  Adjusted Weighted
Jab Objoctive Title Stafus Details  Welght Welght (%) Ratimy Impact Ratimgy Rating Dalets
Oy - m -
Nsﬁgw e i rd P
Navigate to Job Objectives.
7. Click View Details.
Cautionary Note: This area is under development. Do not use at this time.
8. Click Add Objective.
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Department of Defense

Pardgrmance Appraisal Apphcation [ L £ Pt £ B n

VRS

Bedl Job Cblective
& |ncicstas requinad Held R O8] ",| Favp and Comeue Apply and Add Arodher Agply 1

Placement in Pay Band

Curnar? Baseé Saliry 65002
inimum Pay Band Leval 38175
Mazimum Pay Band Linel 85578

b Shgw Siealages Qrganizaleoaal Qbjsc i
The Jah Objoctve Titls * .
st e input bafore youw = o Cljecin Tt

can click an “Show e —
Strategic Organi zaticnal
Objoctives.” = Start Date I:BM"DEE !] ‘— This will default to System Date,
P - Do not change.
Juls Objectae Stabus

Dt Last Modified 10G-Jun-2006
Jik Obpectren |

Warking Versson Job Objecie

(L 30 2000 chifactss)

[ Techinicad Proficisncy

O Cnatical Thinkirg

I Cooperation snd Teamwork
I Commusmication
CICustomes Fogus
CRescurce lanagemant

Conlrbuling Factons

CILeadership
Optionad Weaght
Joby Cihjectrs Rating
PGhiw Job Ofuécite Hateg
Be=Sihow Pedommanc Inie g
Contnbyting Factor impact
B Shirw buling Facics fmg

Adjusted Ratrsg
Adjusted Waight

Wirighted Rating (if Used)

GCance) | | Sawe and Conbinus | |_Appdy ard Add Anathar | | Agesy |

Homs | Logoul | Prefeences | Parsonalize Page

Copryrighd 2000- 2004 Orscls Conponston Al rights regarasd B
Prtwacy Splement
b s Poces

Employee Creating a Job Objective
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Step 1: Job Obijective Title: Title is a required field. You may enter up to 80 characters for
title.

Step 2: Start Date: The date defaults as the “System Date”, but can be changed.

Step 3: Job Objective: The maximum limit of characters for job objective is 770.

» Employee shall be assigned at least one job objective and generally three to five.

Step 4: Working Version Job Objectives: The maximum limit of characters for the
working version box is 2000.

> Both the Rating Official and Employee when developing job objectives can use the
working version job objectives area. Employees are encouraged to develop their job
objectives and identifying applicable contributing factors.

» Once the job objective is approved, the data in the working version job objective area
will be purged. The data will only be purged if job objective is approved.

Step 5: Contributing Factors: Selecting contributing factors for job objectives identify the
manner of performance that will significantly contribute to the accomplishment. The
contributing factors are: Technical Proficiency, Critical Thinking, Cooperation and
Teamwork, Communication, Customer Focus, Resource Management and Leadership.
Generally, no more than three (3) contributing should be identified for each job objective
created.

» The “Leadership” contributing factor has to be selected for a supervisory job objective
and, may be assigned to any employee who is responsible for directing work and developing
other employees

Final Step:

| Cancel ) | Save and Continue | | Apply and Add Anather | (_Apply

Cancel: If you wish to cancel the work so far that has been created; you may do so by
clicking the “Cancel” button.

Save and Continue: Changes are saved and user can continue to work on the same page or
navigate to other functions.

Apply and Add Another: Apply what has been done so far and provides the ability to add
another job objective.

Apply: Click when you want all “job objectives” to get added. The status of job objectives
will be “pending” until such time they are approved.

Click “Apply” when all job objectives have been added.
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Onverdew Feview

Update Performance Plan: Ovarview
(Cancel | | Saveas Drat | [ Share with Main Appraiser ) | Continue |

Ernployee Mame  Chris Shelton Employee Mumber 41356
Organizaton  WASH HOS SVCS DDADDAADA 01 Occupational Code 1170, Realty Specialist (NSPS)
Posttion  TEST-17. REALTY Pay PlanPay Band YALD2

SPECET49.DD01.APPR
Location  Arlington, US

Complete all apphcable tems.
Flacement in Pay BEand

Currend Base Salary 83610
Minirmum Pay Band Level 38175
Maxirnmum FPay Band Level #5578

Setup Details
® |ndicates required field
Agpraizal Type  Annual Rating Official  Todd, Kendra
Performance Cycle Start Date  01-0¢1-2005 Pedornance Plan Appeoval Date  01-0¢0-2005
Peforrnance Cycle End Date  30-Sep-2006
Apprasgal Efective Date  01-Jan-2007

Relevant Organizational MissioniStrateglc Goals

Misgion of erganization is o enhance our customers’ business by providing the very highest quality products and senices possible. Our customer |
suppoet strategy is based upon total, no-compramise customer satisfaction and we continually strve 1o offer a complete package of up-lo-date value
added solutions 10 meet our customers’ needs. Wi value above all our long-term customer relations:

Job Objestives

[ Add Oibjactive

I | View  Optienal Adjirsred Job Objeciive  Conuibuting Facton  Adjusted Wighted

Job Objective Tie  Status Datadls  Walght Walght (%) Flating Impact Rating Fating Dalets
Ernployes Objeetin - peprme -

Training #"f |
Objeetive 1 - nplament -

REPS FENDBG ﬁ’?

Click Continue to go to Review Page or click Share with Rating Official to transfer
performance plan to Rating Official.
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10. Home Logmt Prfererces Personeios Pege
m’; Z En"\'rn-un >
Share Appraizal Details with Rating Official
Whin you chek Subanil, ownarghip of this appraisal brardfens 10 the Rating Official Canca| | | Subina |
Natific ation Mestage for Rating Official
| hive added an objeciive pleass review. | agrae wilh your EI‘JJI?I:-INE|
Carcal | [Submin |
Heme | Logoud | Preferences | Pemonalize Page
iwrllwr: iﬂﬂ}m Coreci Corponaton. Al rghts resened Erevacy Sabement
Enter comments to the Performance Plan in the Notification Message to Rating Official
Click Submit.
11.
Department of Defense i LESSEtacan i
Perlanmance Apprasal Apphcabion p— m
Click Logout. At this time you are logging out of the application under your Employee
responsibility. You will need to log back into the application under your Rating Official
responsibility.
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Performance Plan — Step 3: Rating Official Approves Performance Plan

Log In: Rating Official

Step | Action
1- r SFFIOIAL ULS. COWERNMINT SYSTEM FOR AUTHORITED WSE DHLY 1"
b e b ks ) Syt et
weltmare is grohdhted by Btle 18, U8 Code, Section 1830, " Fraud and
Ralaind Activity s connecion v ibh Cormpubem ™. Unsthorized ues s
by b iy pursshable by & § 10,000 fine and o b b yoss in jal,
[ ieint a:ﬂm;;mhi. transber, wwﬂxm::'
W] T o s By Wi ) min] v Borirngy
Erivacy A<t intmment
Ansthriby U8 UL WA, SEEAF
Purpisat  Tor provishs o e o et ideriiic siion for the
Hembinge Lisess hhm;wblﬁnnnh—uu:m!.
e
I ELAY T rte 1s TANleaT oo tha PR arT i s 2074 o5 bt )
User Hame [CPMS_SUP
ORACLE Farrword [~
E-BUSINESS SUITE Connact
Forgot your password?
Enter User Name and Password.
2. Mavigator
(C1 HR Professional %4.0, Standard My Workplace
(7 Manager Self Service, Standard [E] All Actions Aweaiting ¥ our Atertion
("7 My Biz =] Appraisals (My Waorkplace)
My Workplace E] tly Employee Information
(O System Administrator
(3 US Benefits Mananer
(T US Federal HR Manager
Click on My Workplace; click on Appraisals (My Workplace).
3- iy Predarences Pernonaire P [Rasprcafic
Department of Defense oo Lo Bieces PaacelePucs
Pedormance Apprasal Apphcation \*
m
Corate Standard
w Cn this PEQE, YOU CaN ACCRSS worker devalopmand frclions and wiew Taland FIE Mg B ety nolfficabion mess wges
bty Emeiovee Metifications Awalting Your Attentlon
nfomion ) Eiusonakie Begion
Subject |$trﬂ |“-‘Imt |ﬂlq-trH:-11lun |ﬂlccup-1llan-11 Code |Upd.ﬂ- Delets
The appmisal of Shelion. Chiis Dd-Jun- 2006 Chins WHS DEF FACILITIES 1170, Realty (11709
__.' pebids vour gitention &% man Shelton MRECTORATE, DO21DDAADE M
ks
Click on the Notification tab.
Click on The appraisal of (Employee), needs your attention as main appraiser.
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Appraises Notification Comments ‘_/"
I hawe added an abjective please ieview, | agiee with your objective,

Bppraisal Details
Rating Cycle End Date  30.50p. 2006 Rating Cycle Start Date  01.0ct.2005
Appraisal Type  Annaial Performance Plan Approvad Dabe
Appraisal Efectve Date  01-Jan-200T
Rateg Official Heme  Todd, Kendia

Related Applications

[ Uodate Action -‘_—_

Biluin 10 Weaklis] Close |
Capgnostics | Homee | Logoul | Preferences | Halp | Parsonalize Page

Cimgrpvight JO00- 2004 Oviecie Corporalion. AN rights ridereid Brivacy

B fhis Pwes Erivery Sebenend

Rating Official reviews Employee comments.

Click Update Action. Do not use the OK button. The OK button will close the notification.
NOTE: If the rating officials closes the notification, the plan/appraisal can be access through

the main page under “Appraise” icon.

5. '
t Department of Defense
& Parfarmance Apprasal Applicaton n sty Hors Lomoud Bed s B .
Cretails: Rating Official
\‘*- Update | | Transtor 1o Empioyen |
Employes Nams  Chrls Shaliom Organizateon WHS DEF FACILITIES
DIRECTORATE, DO21DDAADE 01
Posiiarn NSPS-EX.Realty Locaten Aulinglom, US
Spaclalis S0606. D0 1LAPPR
Cceupational Code 1170, Realny (11705 Pay Plan®ay Band  YA-02
Employes Number 39356 Assignment Stalug
Click on Update.
6.
Department of Defense
Performance Appramal Spplicaton [agreatcs Mot Logoad Fretererces Fectoreige Page

DCatails: Fafing Oficial >
Rating Official Review
Tmeaher to Ernployss | | Upaabe Appramal | | Subeil Recommanded Ratings |

Ernployes Mame  Chils Shelien Crganizatson  WHS DEF FACILITIES
MRECTORATE, DD 1DDAALNE 01
Fosifion HSPSEY.Realty Locabion  Aullngten, US
Specialist.BME0E. DD21.APPR
Oocupational Code  11T0.Realty {1170) Pay PlanPay Band  YA-02
Employes Mumber T9156 Aggignmant Stalus

Click on Update Appraisal.
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| Department of Defense
Pefoimance Appraisal Application Dinoalics Home Lonpd Proleencts Posonmizs P
Update Plani&ppraigal
Cancel | | Eawm and Continss | | Apoh |

Employee Narme  Chiris Shelton

Fosition NSPS-EX.Realty
Specialist.d0606. 002188 PR
T Realty (1170

TS5

Occugalienial Code
Employes Mumber

Setup Details

= |ndcales reguired field
Appraisal Type
w Rating Cycle Start Date

:.ﬂ-.nnual v:
[moczos | H

D ik 21 Wiy 2005

[0-sep2006 | &

'

= Rating Cycle End Date

# Appraissl Effectve Date :IZI1-J3|'-HII'-'

Job QObjectives /

Select Object: (Approvs | | (_Add Objective
Select All | Select Mane

Update Optional
Details Weight

e
PENDING

Select Details Objective Title
B Show EMployee

Objective - Training
Rghnw Objective 1 -
Implement NSPS

Status
FENDING

Orgarization
Location

Pay PlarePay Band
Assigrmant Saius

Azsigniment Mumber
Rafing Cifficaal

Parfemance Flan Aoaproval Date |

Adjusted
Weight (%)

Job Objective Contributing
Rating Factor Impact

WHS DEF FACILITIES
MIRECTORATE, DOZ1DALDE 01
Arlingten, US

WA-DZ

356

Taald, Kendra

=
{ecirighs: 0By 2005

Adjusted  Weighted

Rating Rating Delete
i
i

To approve the Job Objectives check the box under “Select ” (individually) or the “Select

All”. Click Approve.

Job Objectives

Select Object: (Approve | | (_Add Objective )
Select All | Select Mone

Update Optional

Select Details Objective Title  Status Details Weight
O p-ShowEmployee APPROVED
Objective - /
Training

[] #=Show Cbiective 1-
Implerment NSPS

APPROVED

The Job Obijectives are now in an “Approv

Adjusted
Weight (%)

Job Objective Contributing
Rating Factor Impact

ed” Status.

Adjusted  Weighted

Rating Rating Delete
m
i
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Department of Defense

Performance Appraisal Application

Diagnostics Home Logout Preferences Personslize Page

Update Plan/Appraisal

| Cancel | | Save and Continue ) | Apply )

Employee Mame  Chris Shelton Organization WHS DEF FACILITIES
DIRECTORATE, DD21DDAADB 01
Position NSPS-E3.Realty Location  Arlingten, US
Specialist.80606.0021.APPR
Occupational Cade  1170.Realty (1170) Pay Plan/Pay Band YA-02
Employee Mumber 39356 Assignment Status

Setup Details

* |ndicates required field

Appraizal Type | Annual v Agsignment Mumber 39356

Rating Official Todd, Kend
= Rating Cycle Start Date |01-Oct-2005 i, o Aa g ||:I|C|1a I%I
tesample; 20-May-2006) erformance an ASpprova ate ]

le: 20-May- 2008
x Rating Cycle End Date |30-Sep-2005 e i)

* Appraisal Effective Date | 01-Jan-2007 \

Once all the Job Objectives are in an “Approved” Status, under Setup Details, enter the
Performance Plan Approval Date (e.g., 19-Oct-2005).

9.
2 Department of Defense
Parfarmance Appra isaIAppIicamn Diagnostics Home Logouwt Preferences Personslize Page
Update Plan/Appraisal
| Cancel ) | Save and Continue ) (_Apply )
Click Apply.
10.

Department of Defense mes g S EE
Pedommance Apprasal Applcation R m

Click Logout.
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Annual Appraisal — Step 1. Rating Official Invites Employee Self-Assessment

Log In: Rating Official

Step | Action
1.

r iFlIﬂI.i.i. [[E 8 l"llllﬁllﬂ' ‘I'l'ITIIIFDI AUT Hﬂll:lﬂ wEr ﬂHI.'l' )
' WAANIHG T WARHING "7 WABHIND '7 WARNING
Mu:mbmutmm-cmu baary

w“—-r—h-vhﬁl—‘h w— I' Ilk 1.'\.-!- 'lﬂ'.hﬂ Illl -F"lluld'r-\]

ted Activety d wee a8
Hmfﬂnhhpwnﬁlbhbﬂr l‘ll!.!!! hlm-induph!mvl'vmjd
D it clispuss, eniee, Dunader, process , o branevt dats of gresise

Fiad, Usireg Bhis sy bomn constibules

st b paverty burling snd saaiiering,

Masthoritys LB WG BRUE, SECAF

Homiting Usess Horee e one outsids Do B has scoesa ],
Dby Wiy, Fadure B0 provele the meipested st
sy realt i & cheslay o Reerimation o f your regesst.

Unawikarired wre asuld renwhl in srissesl preveowiies. Inlermaiien
i Wi Bite in Sl D e Tk By G0t ol 1T a5 amanded

A

User Hame [CPMS_SUP
ORACLE"  puuerd [~
E-BUSINESS SUITE

Connect

——

Frorgot your password?

Enter User Name and Password.

2. Navigator

(1 HE Professional 4.0, Standard My Waorkplace
(1 Manager Selt-Service, Standard E] All Actions Awaiting Your Attention

("1 My Biz E] Appraisals (My Warkplace)
[sfMy Workplace

| Wy Ernploves Information
(3 Systern Administrator
3 LS Benefits Manager
(3 LS Federal HR Manager

Click on My Workplace. Click on Appraisals (My Workplace).

Department of Defense Lope Lot [omecsss

Perfarmance Appraisal Application

Notifications |} Appraisals

Rating Official
Performance Mangement As Rating Official

| wiew All Appraisals By Emplovee )

PlansfAppraisals in Progress

—
Cre Performance Plan % | _Seo

Initiator Employee Appraisal Effective Date Status Participation Status | Details ~Appraise Delete Print
Todd, Kendra Myers, Stephanie 01-Jan-2007 Ongoing  Open . / i %
Todd, Kendra Shelton, Chris 01-Jan-2007 Ongaoing  Open f i @

Click Appraise.
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Note: For the annual Appraisal, the Employee is offered the opportunity to complete a self-
assessment of his or her performance and submit it to the Rating Official for consideration.
The first step in this process is for the Rating Official to request self-assessment input from

the Employee.

Department of Defense

Perdformance Appraial Applicaton T T ——.

Rating Official Review

Trarshar o Emm ) UEah AEEmrsal Subimit Recommended Ralngs J
Employes Mame Chris Shehon Organization WHS DEF FACILITIES
DIRECTORATE, DO 1DDAADE 91
Fosilon  NSP5-E3.Reaky Locstion  Arlington, Us
Speclalist Be06. DD APPR
Occupational Code  1170.Realty (170§ Pay PlanPay Band  vaA-02
Emgloyes Number  F9356 Aggigrmand Slatus

Click on Transfer to Employee.

Ealing Sficel Bevigey >
Share Appraisal Detalls with Employes
Al Subamit

Dietalls to be Shared with Empleyee

Selert appraisal components complated by the raling official to share with the amployas
FlObjecte Ratings and Commints

Employes Permissions

Indicats whather the amployes can updals planfsppraisal
[l Update Plan/ppraizal

Motification Message to Employes
Enfar your magsage, and click Submi to share the apprasal with 1he employes

Ploase prowde your asl-assessment

\

Cance| 5ultvp#

Enter comments to the employee in the Notification Message to Employee.
Click Submit.

Department of Defense r-.r:‘:% [ ———
Parformance Apprasal Application S —

Click Logout. At this time you are logging out of the application under your Rating
Official responsibility. You will need to log back into the application under your Employee
responsibility.
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Annual Appraisal — Step 2: Employee Provides Self-Assessment

Log In: Employee

Step | Action
1.
[:E " BPFICIAL U5 COVERMMENT SYSTEM FORAUT HORIZED USE OMLY
*OWARMING **° WARNING *** WARNING *** WARMING *=*
Unsuthoreed scoess o this US Govermiment compater sysbem snd
saftwars is prohibited by Titde 18, US Code, Secton 1038, "Frawd and
Ralated Activity in connectian with Computers" . Unauthariced wse i &
felomny which is punishable by a $ 10,800 fine and up to ten years in jadl,
Do nok discuss, inhr. bwllﬁpvu-nﬂ-u. or tranamit dats of gre stes
itiwity Ehan lassifind. Using this system constibules
:Wﬁhmwlr tmmting and maonitoring.
Privacy Act Statement
Authority | 10 USC; #0013, SECAF
Prairgeosa | To provide a marans of positive identfication for te
purpose of processing applications or retrieving datas.
1?"_.‘-... . Routiee Uses: None (v one sutsids Dol has access).
ATEs O Disclosure:  Wolenbaey, Failuse mpmld-dummd-ﬂmm
muay result i o delay or termination of your reg
Usautherized use sould result in oriminal prosesution, Intermation
L imthis system is subjest te ihe Privaey et of 1974 a3 amended. Y
User Mams [CPMS_EMPLOYY
) C}EACI—EL_ FPassword |_|
E-BUSINESS SUITE Connect
Forgot your password?
Enter User Name and Password.
2. Navigator
(1 HR Professional 4.0, Standard My Biz
(1 Manager Self-Service, Standard E] My Infarmation
™ =] Update My Infarmation
7 My Waorkplace E] My Biz Help
("7 Systern Administrator S| Appraisals (My Biz) ‘—
(3 US Benefits Manager
(] US Federal HR Managet
Click on My Biz. Click on Appraisals (My Biz).

3. e Lo Prstersnces Packnalze P
Department of Defense e
Pedommance Appraizal Applicaton ""-.._‘ m e

bl
O ihes pagi, you Can scceds your divaloprnent funclions and wie talent managemen nolificalnn messeges

Hotifications Awaiting Your Attention

110 | Moxl 10 <
D patianal

Subject l‘!‘rml |H‘-1ITH lﬁlganlzaﬂnu Cada Illp:l.:ll Delete

¥our appraissl has been transferrad  D4-Jun-2006 Cheis WHS DEF FACILITIES 1170 Realty (1170)

10 you Shslon DIRECTORATE, DO DDAADE O

Click on the Notifications tab.
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Click on Your appraisal has been transferred to you.
4. Rating Official Comments
Please provide yous self L ‘
Appralsal Detalls
Rateg Cycle End Dabe  30-Sep 2006 Rating Cyele Stat Date  01-Oct-2005
#gppraisal Type  Annwal Peformance Plan Appeoal Date  01-How 2005
Appraisal Efecte Date  01-Jan-2007
Rating Cficial Mame Todd, Kendra
Related Applications
[B] Lpdate Action <+
Bitfum 15 Wodkbst
Home | Logoui | Preferences | Help | Bersonslize Page
Copymignt 2000-2004 Ceecle Corporation. AN Ikgits reserved Brbesey Sipiutars
Abtad trit Page
Employee reviews Rating Official comments.
Click Update Action. Do not use the OK button. The OK button will close the
notification.
NOTE: If the employee closes the notification, the plan/appraisal can be access through
the main page under “Update” icon.
5.
Department of Defense
Pardormance Apprasal Application Home Lot Pralmecess Persooaizs Peg
Datails: Employee
Back | | Trangfer %o Rating Official | | Ugssate |
Employes Name  Chiis SheMen Ermployee Number 33356
Oregarazation WHS DEF FACILITIES Oceupatmonal Code 1170 Realty (1170}
DIRECTORATE, DDE1DMAAADE 01
Paostion HSPSEXLRealty Pay PlanPay Band  va-02
Spaclalist 80606 D021 APPR
Location  Arlington, US Aggignment Category
Click Update.
6.
e Department of Defense
Pedommance Apprasal Applicaton Home Loguudl Erefsrences Presonsize Page
(A riEn Béndw
Update Performance Plan: Overview
Garcel | | Save as Omit | | Share wih Ratng Official | Gontinue |
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Employee Self-Assessment

From this page, go to the Employee Self-Assessment box.
Employee updates Employee Self-Assessment.

Click Continue to go to the Review page or Share with Rating Official to transfer to the
Rating Official.

7.
Share Appraisal Details with Rating Official
‘When you click Subm#, ownership of this appragsal transfars to the Raling Official Cance| | | Swbms
Motification Mezsage for Rating Official
| hiwe updated my salf-sssassrmend for my final appraeal |
*—-
Sarcal Submil
fome | Legout | Prefarences | Berg £ Fag
ff‘::::q: .'lI:I:lr.W-'l Cracie Corporation. A rights renerved PR e
Enter comments to the Rating Official in the Notification Message to Rating Official.
Click Submit.
8. Department of Defense "-"-\'3'-5*—' Beimnr
Parformance Apprasal Applcation e m

Click Logout. At this time you are logging out of the application under your Employee
responsibility. You will need to log back into the application under your Rating Official
responsibility.
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Annual Appraisal — Step 3: Rating Official Submits Recommended

Ratings

Log In: Rating Official

Step

Action

1.

" SFFIDIAL WS COVERNHINT SYSTEHW FOR AUTHORIIED W50 OHLY )
mer EARMING " WARHEHNE "* ' WARHING " TARMING "

Unesthonaed sroess o Bhis US Govemenent Compuber spsbem snd

waltmare is probddited by Bitle 18, U8 Code, Section 1000, "Fraud and

Redated Activety i ©onne Ban it Comparters ™. nsuthonsed wee s a

Fabory vk in purssbhable by s § 10,008 e snd op b bee yoors in jul,

[ vt iheied b, i Bier, THai b, el it , o Byt data of gee aes
'Hun i Fimd, Uwineg Bhis wywbmmn conatiburis

Ko b g ety Lo vy v st R,

Brivacy Azt i fmmeant

Ansthoribys L8 WNE B EE, SEEAF

Praarpisnen s Bar prrirwinben & i o geimative iler Al ation Tor the

pTpos tione o =1 -

Hasutinye Uses: S s one oulside Do D has sccess ),
Dby i Wiy, Fadure G0 provels the seipoested et
sy rmaalt i m deley or Berination o your regesst,

Unswikarired wie aswld renwtl in srissesl prosoowiies. Inlermsiisn
i Bhds speiem ds subjentia the Privaay dat 4] 1374 a0 mmanded |

User Hasme [CPMS_SUPT

ORACLE"  pumcd[
E-BUSINESS SUITE Eorrd

Forgot your passwrord?

Enter User Name and Password.

Navigator

(1 HE Professional 4.0, Standard My Waorkplace
(1 Manager Selt-Service, Standard E] All Actions Awaiting Your Attention

("1 My Biz E] Appraisals (My Warkplace)
[sfMy Workplace

E] My Erployee Infarmation
(1 Systern Administrator

3 LS Benefits Manager
(3 LS Federal HR Manager

Click on My Workplace. Click on Appraisals (My Workplace).

e Department of Defense tre Ll Etewon Sxeombefus Censbe

Pedormance Appramal Apphcation \
m

Cawate Standard

digr On this page, you can access worker devalopmend fmctions and view falant management nolification messages
bty Emgloyes Metificatlons Awalting Your Artentlon
nboooaiicn Peagonabie Begion
Sulsject |$trﬂ |"-‘Imt |0|qa|H:-\ﬂﬂ1 |Dccup-1llan-1-1 ':ﬂ-l‘hILlprl.:ﬂl- Delete

The apgraisal of Shellon, Chiis Od-Jyn-200E Chiis WHS DEF FACILTIES 11700 Rty (11700
A Cteis your gitention 3¢ main Shahen DIRECTORATE, DO21 DOAADE 01

ppIaiger

Click on the Notification tab.
Click on The appraisal of (Employee), needs your attention as main appraiser
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Appralses Notifleation Comments

I hives wpdated my sell-assessment for my final appraisal. “.—

Appralsal Detalls
Rating Cycle End Date  30-Sep-2006 Rating Cycle Start Date 01012005
Appraisa Type  Ammual Perdormance Plan Approval Date 01 -How-2005
Apprarsal Effective Date  01-Pan-2007
Hating Official Name  Todd, Kendia

Related Applications

[ Update Action *—

Belum o Yorklis (Close
Diagnostics | Home | Logout | Preferences | Help | Personalize Pags

Ciopeyvighil 2000- 2008 Ovacls Conporalion A rights Fesenved B =

Acat i Pfiecy SAmlatesfi

Rating Official reviews Employee comments.

Click Update Action. Do not use the Close button. The Close button will close the
notification.

NOTE: If the rating official closes the notification, the plan/appraisal can be access
through the main page under “Appraise” icon.

Department of Defense
Parfoimance Apgramal Applicaen Oorcacy Weme Lomod Frelerenced Pessorive Paos
Details: Rating Official '\h*
U ) | Zramter o Exgicyme |
Emgloyes Hamg  Chois Shalton Oeganization WHS DEF FACILITIES
MRECTORATE, DD21DDAADE 81
Poadion HSPSELRealiy Location  Aullmgien, US
Spadl il B0E06. D021 APPR
Ootupitonal Code 1170 Realty {1170} Fay Plan®ay Band YA-02
Employree Mumber 39356 Assigramenl Stalus
Click on Update.
' Department of Defense
Pedormance ApprasalApplication [amgeitcs Mome Lomed Srefererest Seporelze Page
DCoatails: Rating Oficial =
Rating Official Review
Trmralaf to Erplayes | | Updabe Appmsal | | Subeil Recomenended Ralings |
Employee Name  Chils Shelisn Organizabion  WHS DEF FACILITIES
MMRECTORATE, D02 1DDAALE 01
Fosition NSPS.EXRealty Location  Aulimgten, U5
Specialist. 80606 D021 APPR
DOccupafional Code 1170, Realty {1170§ Pay Plan/Pay Band YA-02
Emgloyes Mumber ¥9156 Agsignment Stalus

Click on Update Appraisal. This action will take you to the Update Appraisal Page.
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Department of Defense

Perforrmance Appraisal Application

Disgnostice Home Logout Preferences Personalize Page

Details: Rating Official = Rating Official Review =

Update PlanfAppraisal

|Cancel | [ Save and Continue | (_Apply )

Job Objectives

Select Object: | Apprve | | | Add Objectve |

Setect All | Selec) Hore
Upikate  Ogptisnal Aidjusdadd Jol Fhjective Comtiibuting Adjusted  Walglted
Seloct Details Dbjective Tile  Status Detadls  Weight Weight (%)  Rating Factar mpact Rating Rating Deleta
0 e=ghenEmployee APFROVED o
Ohjecive - 5"‘
Trammng
O eGhoeCbitctiel-  apepeven 4 v
Imglgmant NSPS -'i; '

From this page, go to Job Objectives. Click Update Details on each job objective to
provide the Job Objective Rating and Contributing Factor Impact.

Department of Defense

Performance Appraisal Application

Diagnostics Home Logout Preferences Personalize Padge

Update Job Objective

Click Add Objective to create objectives against which you measure performance.
* Indicates required field

|Cancel | | Save and Continue | (_Apply and Update Mext | [ Apply |

* Objective Title |Object|ve 1 - Implement NSPS
(Erter up to 80 charscters)

Job Objective Status APPROVED

Date Last Modified |04-Jun-2006

(example: 20-May-2008)

Performance Objective

Within the next six months, the employee will define requirements for customer G
for an access system; develop a proposed systematic solution to meet

requirements; and obtain customer approval for mock-up, including input and

output formats, testing, cormputational processes, and guality assurance .
procedures. v

(Erter upto 800 characters)

B=tleed Help to Wiite Objectives
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[¥] Techinical Praficiency

[ Critical Thinking
Cooperation and Tearmwork
[ Cormmunication

[¥] Custorner Focus
[JResource Management

[ Leadership

Contributing Factors

Optional Weight

Job Objective Rating |3 % *_

B> Show Job Objective Rating

P=Show Petformance Indicators

Contributing Factar Impact | +1 & ‘—.—.

B Show Contributing Factor Impact

B Show Additional Information on Contributing Factors

Adjusted Rating 4
These areas will aute-pepulate

Adjusted Weight based on the Job Objective Rating,
Contributing Factor Impact, and
Weighted Rating (If Used) Optional Weights (if used).

Personalize Region
{ Cance\_'] ( Save and Continue J _}’(pplyand Updaté'Next ] | Agply]

Business Rule for Job Objective Rating:

» Job Obijective Rating: If a Job Objective is scored at Level 5, the contributing
factor impact can +1, but the Adjusting Rating must equal “5”.

Business Rule for Contributing Factor Impact:

» If no Contributing Factors are selected, the Contributing Factor impact will
automatically auto-populate to “0 Neutral”.

(Apply and Add Anather ) [ Apply )

Click on Apply and Add Another to update the next job objective or Click Apply when
all job objectives have been updated.

Job Objectives

Select Object: (Approve ) | (_Add Objective )
Select All | Select Mone

Upd Opti 1 Adj 1 Job Objective Contributing Adjusted  Weighted
Select Details Objective Title  Status Details Weight Weight (%)  Rating Factor Impact Rating Rating

[0 b>Show Objective 1- APPROVED v 3 +1 4

Implement NSPS f

Ermal Results
O B»Show =Mpioyee APPROVED /’ 4 3 a 3

Objective -

Training
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Rating of Record and Comments

Rating of Record
Rating Official Assessment

Employee did well this year with all projects assigned.

Employee displayed great communication skills with our customers

(Comments that appear in this box will be shown on DD Form 29068, Annual Performance Appraisal.
This box is limited to 2,000 characters )

b

|Cancel ) ( Save and Continue | [ Apply )

Rating Official enters Rating Official Assessment.
Click Apply.

Department of Defense

Perdorrmance Appraisal Application

Dretails: Rating Official =
Rating Official Review

Disgnostics  Home Logout Preferences

Personalize Page

|_Transfer to Employse | | Update Appraisal | | Submit Recommended Ratings |

Click on Submit Recommended Ratings.

10.

Department of Defense

Performance Appraisal Application

Disgnostice Home Logout Preferences

Details: Rating Official = Rating Official Review >
Give Recommended Ratings: Rating Official

|Cancel | | Save and Continue | | Centinue |

Employee Mame Chris Shelton Organization WHS DEF FACILITIES
DIRECTORATE, DD21DDAADB 01
Position NSPS-E3.Realty Location  Arlington, US
Specialist.80606.0D21.APPR
Occupational Code  1170.Realty (1170) Pay Plan/Pay Band  YA-02
Employee Mumber 39356 Assignment Status

Relevant Organizational Mission/Strategic Goals

Mission of organization is to enhance our customers' business by providing the very highest quality products and services possible. Our custormer
support strategy is based upon total, no-compromise customer satisfaction and we continually strive to offer a complete package of up-to-date value
added solutions to meet our customers' needs. We value above all our long-term customer relations.
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Job Objectives

Show Al Details | Hide All Details

Optional Adjusted Job Objective Contributing Factor Adjusted Weighted
Details Job Objective Title Status Weight Weight Rating Impact Rating Rating
p=Show Objective 1 - Implement  APPROYED 3 +1 4
NSPS
B Show Employee Objective - APPROWVED 3 0 3
Training

Overall Job Objectives Information

Average Score 3.50 *—

Rating of Record and Comments

Rating of Record  4-Exceeds Expectations ‘-—

Rating Official Assessment | Employee did well this yearwwﬁa\l projects assigned.

Employee displayed great communication skills with our customers.

(Comments that appear in this box will be shown on DD Form 2906, Annual Performance Appraisal
This box is limited to 2,000 characters.)

Component Unique Information

Input any Component unique information that needs to be
printed on Part Q - For Component Use Only, on DD Form 2906.

Details to be shared with Employee
Select appraisal components to share with the employee on completion of appraisal.
10]
MNo update allowed here.
Area still being reviewed.

Employee Self-Assessment

\

|_Cancel ] | Save and Continue | | Sortinue |

Average Score:

o IfaLevel 1 has been assigned to any job objective, the overall recommended
rating of record would be a “Level 1” regardless of the “adjusted rating” of any
other job objective.

0 Any job objected rated as “NR — Not Ratable”, is not counted when averaging
ratings.

Using Adjusted Rating: If no weights are used, total the adjusted ratings and divide
by the number of “Approved” objectives to obtain the average. Any average of (x.50)
where there is any number to the right of the 2" decimal place, round up to (x.51).
This satisfies the rule that any number above .50 can be rounded up.

Using Weight Rating Total: If job objectives were weighted, add the weighted
ratings. Any total of (x.50) where there is any number to the right of the 2" decimal
place, round up to (x.51). This satisfies the rule that any number above .50 can be
rounded up.
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Rating of Record: Overall Rating will apply to the rounding rules (Round up if .50

or higher, else round down.) Exception: If any Job Objective has a rating of 1, the
overall rating will be 1.

Click on Continue to go to the Review Page.

1L. Department of Defense

Performance Appraisal Application

Diagnostics Home Logout Preferences

Details: Rating Official > Rating Official Review > Give Recommended Ratings: Rating Official =
Give Recommended Ratings: Review

To make changes to the appraisal, click Back. To complete the appraisal, click Submit. | Cancel | | Back ) | Submit )

Employee Mame Chris Shelton Organization WHS DEF FACILITIES

DIRECTORATE, DD21DDAADB 01

Position  NSPS-E3.Realty Location  Arlington, US

Specialist.80606.0D21.APPR
Occupational Code  1170.Realty (1170) Pay Plan/Pay Band

YA-02
Employee Mumber 39356 Assignment Status
Relevant Organizational Mission/Strategic Goals
Overall Job Objectives Information
Average Score  3.50
Rating of Record and Comments
Rating of Record  4-Exceeds Expectations
Job Objectives
Show Al Details | Hide Al Details
Optional Adjusted Job Objective Contributing Factor Adjusted Weighted
Details Job Objective Title Status Weight Weight Rating Impact Rating Rating
B=Show Objective 1 - Implement  APPROYWED 3 +1 4
MSPE
B=Show Employae Objective - APPROVED 3 0 3
Training
Employee Self-Assessment
Details to be Shared with Employee
r 10 r
(I [
=
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APRTEVATE  \Whan fixed, this area will default to the first-lavel and second-level suparvisors as Approvars.
Line Ho Approven Approver Group Category Delete
1 MNSPS-55. Chief, Realty Programs 80584 DD21 APPR Approvgr
e Akl Allua Rppained
Comments to Approvers
Cancal | | Back | | Submi )
The Review Page allows the Rating Official to look over the information one last time.
Click Submit.
12.
Department of Defense
Performance Apprasal Apphcation W Loaod Preferences
A Warning
You have chosen to complate thiz appralsal.
Wou cannel update & completed spprastsl Do you wank 16 continua? \
(o) (es)
A decision box will appear informing the Rating Official that the Appraisal is about to be
completed. Click Yes. No more changes or updates are allowed once the user clicks on
‘lYeS.ll
13.
Department of Defense
Paformance Appramal Application Home Logot Praferences
. Confirmation
You kave submitted the appraksal for approval, [:% \
Ok
The appraisal has been submitted to the Pay Pool Manager for review and approval.
Click OK.
14. Home hognd Poafselced el
Department of Defense e el Bamere e
Perfommance Appramal Application netticasons W
[Fl Confirmation
¥ou have subeitted tha appraizal for approval +———
Parformance Mangement As Rating Official
Wiire Al Appratsals By Employae |
PlansiAppraisals in Progress
Create | Performance Plan » | 38
Inidtiator [Ensproyen |appraieal Effactive Date |Stanss [P articipation Stams Il:mall: Appraise  Delete  Primt
Todd, Kendra  Myers, Stephanie  01-Jan-2007 Cingoing Opan E | 3
_hTudd. Kendrs  Sheiton, Cheig 01-Jan-2007 Pending Approval — Open E 6 <
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The employee’s record on the Main Page will read “Pending Approval” under the Status
column. NOTE: The Rating Official no longer has ownership of the appraisal.
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Interim Review — Step 1: Rating Official Creates Interim Review

An interim review can be done at any time during the rating cycle, but it is
required at least once.

Note: The processes for the “Closeout Assessment” will be the same steps as
identified for “Interim Review”, except that the “Create Closeout Assessment”

button is used.

Log In: Rating Official

Step | Action

1. . SFFIOIAL ULS. GOWERNHINT SYSTEW FOR AUTHORIZED W5E OHLY ™
mer EARMING " WARHEHNE "* ' WARHING " TARMING "

Uneathonzed srcess o Bhis US GCovemanent Compuber spsbem snd
i P e i gerahuiled e by bl l' U! lu-h 'bﬂ'Hlu-! AR, "Fraaad snd
Redlated Activety L ith d e e -
Fuborey vk is gurssbhabile by & i" '!lhﬂlduphhn\c s by il
[ vt iheied b, i Bier, THai b, el it , o Byt data of gee aes

i Fimd, Uwineg Bhis wywbmmn conatiburis
et b ssmri iy e thag aral pvess Baarengy

Mastharitys 1B S SRS, SUCAF

Hemstinge Uses s S s one oulside Do 0 has scoass ),
Dmibsiere 1 Pobmlaey, Fadure G0 provebe the redgoesied soenstios
ey At & deliy o Rearnam st o F y ol regraa k.

Unswikarired wie aswld renwtl in srissesl prosoowiies. Inlermsiisn
Vi W it d S e e ke B ma g ad al VBT a5 am e d

o

User Hame [CPMS_SUPVT
ORACLE"  pugwerd[
E-BUSINESS SUITE
Conngct

Forgot your password?

Enter User Name and Password.

2. Navigator

("3 HR Professional 4.0, Standard My Workplace
7 Manager Sel-Serdce, Standard [E] All Actions Awaiting Y our Attention

("7 My Biz ] Appraizals (My Warkplace)
[afMy Workplace

5] My Ernplovee Information
O3 System Administrator

(O3 US Benefits Manager
T3 US Federal HR Manager

Click on My Workplace. Click on Appraisals (My Workplace).
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Department of Defense Bome Looou Ereferences Helo

Ferformance Appraisal Application

Motifications Appraisals

Rating Official
Performance Mangement As Rating Official

(Wiew All Appraisals By Employe

Plans/Appraisals in Progress

Cr Performance Plan ¥ | Go
Initiator |Em|1|oyee [Appraisal Effective Date Status Participation Status | Details Appraise Delete  Print
Todd, Kendra Myers, Stephanie 01-Jan-2007 Ongoing Open / i Q[)
Click on Appraise.
. Department of Defense
Performance Appraisal Application Home Locout FPrefersns

Rating Official Review

(_Transterto Emplovee | ( Update PlaniAppraisal ) (_Submit Recommended Rating

Employee Mame  Stephanie Myers Organization WASH HQS SVCS DD21DDAADA 01
Position  TEST-18.REALTY SPEC.87500.0D01.APPR Location  Arlington, US
Occupational Code  1170.Realty Specialist (NSPS) Fay Plan/Pay Band YA02

Ernployes Mumber 41357
Setup Details
(_Change Rating Offici:

Initiator - Tedd, Kendra Rating Official Todd, Kendra
Appraisal Type  Annual Appraisal Effective Date  01-Jan-2007
Appraisal Period Start Date 01-0ct2005 Performance Plan Approval Date 01-0ct2005

Appraisal Period End Date  30-Sep-2006

This is the top page of the Rating Official Review. To begin an interim review, scroll to
the bottom of page.

Interim Reviews

|_Create Interim Review |
Details Start Date End Date Initiator Status Update
Mo data exists

Click on Create Interim Review.

Throughout the rating cycle, one or more interim performance reviews will be held
between supervisors and employees. These reviews are more formal in nature and are
subject to documentation. Normally, Interim Reviews will take the form of face-to-face
dialogues with the Rating Official. At least one interim review will be documented.
Documentation requirements include the date and manner of the review and a brief
narrative by the supervisor describing the issues discussed (i.e., specific accomplishments,
areas of needed improvement, developmental suggestions).
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Interim Reviews

ss——————
| Create Interim Review

Details Start Date End Date Initiator Status Update

Mo data exists.
Create Interim Review [REr eviens

@ TIP An interim review should acknowledge achievernents to date and suggested areas far improvernent. It should facilitate meaningful dialogue and exchange of concems.

Communication Date :I
* |nterim Review Start Date  |01-0ct-2005 :I
-

. . Communication Method
# [nterirn Review End Date  |[03-Jun-2006 o
Other Cormmunication Methad
Stephanie, you have provided this organization with excellent support. This mid
year review proves that you are a true leader. You have so far exceeded my
expectations. Continue the great work.
D~

<

* Rating Official Assessment for Interim Review

———

Rating Official enters the “Interim Review Start and End Date” and provides the
assessment for Interim Review. Click “Save”. You are now ready to transfer the
appraisal to employee for them to review your interim review assessment. Click on
“Transfer to Employee”.

e —

| Transfer to Employee J | Update Plan/appraisal J | Submit Recommended Ratings J

L ——
Share Appralsal Detalls with Employee
Cind| Sugﬂ

Datails ta ba Shared with Employes
Selel apprincal compinents completed by the ralmsg oficial 1o shade with the employe
¥ Perdarmance Factor Ratings and Commants ™ Crvarall Rating

Employes Permissions
Indicate whather ihe employes can update the appeaisal, and provede feedback on the oversl rabing, or vew and sdd partscspant names
W Uipdate Apprasal ]

Motification Message to Empleyes
Entar your message, and click Submi to share the apprassal with 1he amployes

[Ploase take & look at bnterim Riview | 2]
.‘...—.
=l \
Carcel) | Subqp
Enter comments to the employee in the Notification Message to Employee.
Click Submit.
1.
Department of Defense L
Fadarmance Apprassl Apphiabon R m

Click Logout. At this time you are logging out of the application under your Rating
Official responsibility. You will need to log back into the application under your
Employee responsibility.
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Interim Review — Step 2: Employee Provides Self-Assessment

Note: The processes for the “Closeout Assessment” will be the same steps as
identified for “Interim Review”, except that the “Closeout Assessment” button is
used.

Log In: Employee

Step | Action

1.

OFFICIAL U.5. GOVERNMENT SYSTEM FOR AUTHORIZED USE ONLY
**+ *WARNING * * * WARNING * * * WARNING * * * WARNING * * *
Unauthorized access to this U3 Government computer system and software is prohdbited by Title 18, U5 Code,
Section 1030, "Fraud and Related Sctiity in cormection with Coraputers " Unauthorized use is a felongy, which is
punishable by a $10,000 fine and up to ten years in jail. Do not discuss, enter, transfer, process, or transmit data of
greater sensitivity than sensitive-unclassified. Using this system constitutes consent to security testing and
monitoring,
Privacy Act Statement
Amthorities: 5 1150 301, Department Regulations; Title 5, USC Chapters 11, 13, 20, 31,33, 41, 43, 51, 53, 55, 61,
63, 72, 75, 83, and 99, and Executrve Order D307,

Purposes: * To anthenticate the identity of individuals seeking access to their personnel data for purposes of
ensuring that only suthorized persons may process applications and view data pertaiving to thera.
* To permit suthorized mdrviduals to view their data for purpose of venfying its aceuracy and to
update the data when it is not cwrzent or is maccurate.
* To aundit user access to ensure that access is only granted to users that are authorized access to the
infiorraation

Routine Uses: To a Federal state, or local agency, as necessary and when the intended disclosure is for a purpose
corapatible with the parpose for which the inforation was collected, on personnel and related matters
irvvobving the indrvidual sbout whom the information pertains.

Disclosure:  Vohmtary. Failure to provide the requested inforuation will result in a delay or termination of your
request. If o request is terrinated, you will not be able to view and verify your data and you will
not be able to update your datavia this website.

A &

User Name |[SH_EMPLOY2 |
ORACLE’ Password!uuuu .
E-BUSINESS SUITE

Connact |
e

Fergot vour password?

Enter User Name and Password.

2. Navigator

(C1 HE Prafessional 4.0, Standard My Biz

Manager Selt-Service, Standard B hly Infarmation

=] Update My Information

=] My Biz Help

=] Appraisals (My Biz) ‘.

(3 Sy=Wm Administrator
3 US Bedgfits Manager
(3 US Federl HR Manager

Click on My Biz. Click on Appraisals (My Biz).
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Department of Defense

Performance Appraisal Application

My Appralsals

Home Logout Preferences Help

(M=l Appraisals

My Flans/Appraisals

Appraisals of Myers, Stephanie

Initiator |Ap|)raisa| Effective Date |Flating Official

Appraisal Type

Status | Details Update Delete  Print

Tcdd, <endra 0 -Jan-2007

Todd, Kencra Arnual

Click on the Notifications tab.

Transferred

' ]

<

' ) Department of Defense

Performance Appraisal &polication

Home Logout Preferences Felp

‘iﬁiﬁm Anpraisals

Create Standard
Apprd sdl

ely INTOHMATIon

Notifications Awaiting Your Attznticn

subject |sent

Cn tiis page, you cen sccess yodr development lunciions anc view taleat marsgerrent totification messaces.

|Name |Urgan|zat|on |Uv:cu|'-atm||al Laode |U|:.(Iale Lelete

Nousspprsiss has been transferrad to wou

Click on Your appraisal has been transferred

03-Jun-2005 Stepaarie

WAASH HOS S5

1170.Realty Specialist
CO21DDAADA O

»
(hSPS) & |0

I yeis

to you.

Department of Defense

Performance Appraisal Applicatior

dnme Lognit Prefsrences  deln

(D) Information

This notification does not requite a response.

Your appraisal has been transferrad to you.

From Todd, Kendra
To Myers, Stephanie
Sent 03-Jun-2006 10:17:14

ID 422810
Summary
Efective Date 03-Jun-2008
Ernployes Name
Organizat on
Posit on

Stephanie lyers

WASH HQS SVCS DD210DAADA 01
TEST-16.REALTY
SPEC.87500.0D01.APPR

Lacaton Aslingten, US

Rating Official Comments

Siephanie, please 1eview my assessment of yow perflvimance fun the inerim review,

Appraisal Details

Rating Cycle End Date  30-Sep-2006 Rating Cycle Start Uate 071-Uct2005
Appraisal Type  Annual Pedormance Plan Approval Date 01-0ct-2005
Apprzisal Effective Date  01-Jan-2007

Rating Official Mame Todd, Kendra

Related Applications
Update Action

Potum to WWorklist

Horne | Logout | Mrefesencas | Hels

Ernployee Numbe: 41357
Occusatichal Code  1170.Realty Specialist (NEPS)
Fay Plan/Pay Band YA02

You can provide me with a sell-assessment il you wish, Thanks

Employee reviews Rating Official’s comments.

Click on Update Action. Do not use the OK button.
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Peformance Appraisal Application

Department of Defense

Home Looout Preferences

Details: Employee

Employee Narme
Organization
Position
Location

Iniitiztur

Appraisal Type

Rating Cycle Start Datc
Rating Cyzle Erd Date

Stephanie Myers

WASH HQS SVCS DD21DDAADA 01
TEST-18.REALTY SPEC.87500.DD01.APPR
Arlington, US

Todd, Kendia
Annual
01.0ct-2005
30.Sep-2006

(Back) ( Transferto Raing Official )

Employee Mumber
O:cupational Code
Pay Plan/Pay Band

Raling Oflicia
Appraisal Effective Date
Petformance Plan Aaprovel Datc

(Lipate )

41357
1170.Realty Specialist (NSPS)
YAN2

Todd, Kendia
01-Jan-2007
01-0ct-2005

Relevant Qrganizational Mission/Strategic Goals

Mizgon of organizatior is to enharce our customers’ business by providing the very highest quality products ard serices possible. Our custamer
suppart strategy is baced upon total, no-compromise customer satisfaction and we continually strive to ofer a complete package of up-to-dale valLe
added solutions 1o meet our customers' 1eeds. Wve valug above all our long-term customer relationz.

Details: Employee (Click: “Update”) to begin the review.

2 Department of Defense

Merfonmance Appraisal Application

(Cancel ) (Saveas Draft ) | Sharewith Main Appraiser )

Ernployee “urnbar 41357
Occusational Code  1170.Realty Specialist (NSPS)
Pay Plan/Pay Band  YA02

Continue )

Ernployee Narne
Dryanization
Pasition
Location

Stephanie Myers

WASH HQS SVCS DD21DDAADA 01
TEST-18.REALTY SPEC.87500.0001.APPR
Arlington, US

Overview — Update Performance Plan. Scroll to the bottom of page to see “Interim
Reviews”.

Interim Reviews

Details Start Date
B Show 01-0ct-2005

End Date
03-Jur-2006

Initiator
Todd, Kendra

Status Update

FPEMNDING f

Click “show” to see specific details regarding the Interim Review for “End Date: 03-Jun-
2006”.

Interim Reviews

Details Start Date End Date Initiator Status Upidate
¥ Hide 01-Oct-2005 03-Jun-2006 Todd, Kendra PEMDING /
_I terim Revi
Interim Review A L wes.()ci-2005 Interim Review Initiator  Todd, Kendra

Intetim Review End Date 03-Jun-2006
Cormrnunicate Date

Intetim Review Status  PENDING
Intetim Review Approved Date
Comrmunicate Method Employee Acknowledge
Other Communicate Method Employes Acknowledge Date
Rating Official Assessment for Interim Review  Stephanie, you have provided this organization with excellent suppert. This mid year review proves that you are a
true leader. You have so far exceeded my expectations. Continue the great work.
Employee SelfAssessment for Interim Review

To continue, click “Update”.
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Interim Reviews

Details Start Date End Date Initiator Status Update
B=Show 01-Oct-2005 03-Jun-2008 Todd, Kendra PEMDING j

Update Interim Review

@TIP Selfassessment is volurtary but highly recommended. The selfassessment better informs the supenisor of employee major accomplishments throughout the periodfyear.

. . Intetirn Review Initiator Todd, Kendra
Interim Review Start Date  01-Oct-2005 \rterim Review Status  PENDING

Interim Review End Date  03-Jun-2006

Interirn Review Approved Date
Cornmunication Date e

Employee Acknowledge
CJAcknewledge
Emp Acknowledged Date

Communication Method
Other Communication Methad

Rating Official Assessment for Interim Review  Stephanie, you have provided this organization with excellent support. This mid year review proves that you
are a true leader. You have so far exceeded my expectations. Continue the great work.

Mir Kendra - just want to mention that | provided Inforrmation Technology training to 2

all DoD employees during the months of December, January and February

Frepared training material, travelled, etc. Thanks for allowing me to enter a self-

assessment far Interim Review.| b

Ernployee Selt-Assessrnent for Interim Review

—_—

| Save )| Cancel

[ Cancel ) | Save as Draft ) | Sharewith Main Appraiser | | Continue |

Review Rating Official Assessment. You may at this time provide a Self-Assessment for
the Rating Official. Once the review is complete and you provided a self-assessment, enter
an “x” in the L1 Acknowledge box ONLY if you have no other changes to make. Once you
enter an “x” in the Acknowledge box, you will not have the ability to edit your feedback.
Once you click the Acknowledge box, your Final Step is: Click “Share with Main
Appraiser”.

Share Appraisal Details with Rating Official
When you click Submit, ownership of this appraisal transfers to the Rat ng Oficial |Sance| ) | _Submit

Notification Message for Rating Official
Ivir Tadd - | have reviewed your interim reviews assessment and

appreciate the comments. | have arovidad you with 3 selfassessment
far you to consider. Thank you again for your kind words. (Stephanie)]

. ey . . . E ‘.fubT
Enter comments to the Rating Official in the Notification Message for Rating Official.

Click Submit.

10.

Department of Defense

Padormance Apprasal Apphcation
rRRrERLAER [T T Tl Apps aisal

Click Logout. At this time you are logging out of the application under your Employee
responsibility. You will need to log back into the application under your Rating Official
responsibility.
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Interim Review — Step 3: Rating Official Approves Interim Review

Note: The processes for the “Closeout Assessment” will be the same steps as
identified for “Interim Review”, except that the “Closeout Assessments” button is

used.

Step

Action

1.

epartment of Defense

Home Logout Preferences Help

MNavigator Favoritas

3 Apglicaticn Developer My Workplace Editikavoriis))
(7 Iy Biz [E] Al Act ons Awaiting YVour Atteation Appraisals

(i} 5 Lppraisals [ Zelf Service Information
[E] iy Errpl

(" System Administrato:
(0 US Federal HR Manager

Rating Official — My Workplace — Click on “Appratsals

b Department of Defense Hons Lot Pofererces Heo

¥ Parformance Appraisal Application

RGN Appraisals

Rating Official

Parformance Mangement As Rating Official

(_View All Appraisals By Emplovee
Plans/Appraisals in Progress

Create | Perdormance Plan v | So

Initiatu |E||||r|oyee Appraisal Effective Date ISlulu:s Participation Stats | Detalls Appralse Delete  Print
Todd, Kendra Myers, Stephanie 01-Jan-2007 Cnyoing Ogen [ f i &

There are two ways to update the Interim Review: Navigate through “Notifications” and
open the notification to begin work, or you can click on the “Appraise” button.

Rating Official Review

(_Transferio Ernployee | | SubmitRecorimendsd Ratings )

Employes Name Stephaniz Myers Organizatior  WASH HOS SVCS DD21DDAADA 01
Position TEST-18.REALTY SPEC.87500.0D01.APPR Locatior  Arlington, US
Occupaional Code  1170.Realty Specialist (NSPS) Pay Plen/Pay Banc  YAD2

Employee Number 41357

Setup Details

[ Change Rating Cfiicial
Initiator Todd, Kendra Rating Cfficial  Todd, Kendra
Appraisal Type  Annual Appraisal Effective Date  01-Jan-2007
Appraisal Porod Start Date 01-0ct2005 Pzformance Zlan Approval Date 01-0ct-2005

Appraisal Period End Date 30-Sep-2006

Rating Official Review Page: Scroll down to “Interim Review”. Click the “Update”
icon to continue.

Interim Reviews

Details Start Date End Date Initiator Status Upidate
B Show 01-Oct-2005 03-Jun-2006 Todd, Kendra PEMNDING /

Interim Reviews
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Interim Reviews

Details Start Date
B Show 01-Oct-2005

Updlate Interim Review

@ TIP &n interim review should acknowledge achievements to date and suggested areas for improvement. It should facilitate meaningful dialogue and exchange of concerns.

End Date
03-Jun-2006

Initiator
Todd, Kendra

Interim Review Start Date  |01-Oct-2005 Interirm Review Initiator
Interim Review End Date  |03-Jun-2006 Interim Review Status
LommunicstioniBate Interim Review Approved Date
Comrrunication Method 2 Employee Acknowledge

Other Communication Method

Emp Acknowledged Date

Status
PENDIMNG

Update

v

Todd, Kendra
PENDING
CJApprove

ACKNOWLEDGED
03-Jun-2006

Stephanie, you have provided this organization with excellent support. This mid
year review proves that you are a true leader. You have so far exceeded my

Rating Official Assessment for Interim Review . .
E expectations.  Continue the great work

Mr Kendra - just want to mention that | provided Infermation Technology training to all DeD} employees during
the months of December, January and February. Prepared training material, travelled, etc. Thanks for allowing
me to enter a self-assessment for Interim Review.

Employee Self-Assessment for Interim Review

Review Employee Self-Assessment for Interim Review. As you can see the employee
has provided the Rating Official with additional information regarding her performance.
The “Communication Date”, “Communication Method” and the LIApprove box has to
be checked if no further action is required. Click “Save” to complete Interim Review.

Interim Reviews

Details Start Date
B> Show 01-Oct-2005

Update

V4

Status
APPROVED

Initiator
Todd, Kendra

End Date
03-Jun-2006

Interim Review Approved
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Changing Rating Official

Navigation: My Workplace > Appraisals > Appraisals in Progress > Appraise Column > Rating

Official Review Page > Change Rating Official Button

The Rating Official can select a different Rating Official by clicking Change Rating Official found

under Rating Official Review page once the appraisal is in progress.

1 Click Change Rating Official.

Department of Defense

Performance Appramal Application ome Logod Fretererees

Rating Official Review ‘*—

Transfar b Employes | | Submit Recommended Ratngs |

Employes Hame  Chrls Shalien Creganization  WASH HOS SVCS DDIDDAADA 01
Position  TESTAT.REALTY Location  Arlington, US
SPECAT4%. D00 APPR
Occupational Code  1170.Realty Speclalist (HSPS) Pay PlanPay Band YA02

Employes Mumber 41356
Setup Details \

Changs Rating Officlal |

Indiator Todd, Kendia Rating Cficial Todd, Kendra
Appraisal Type  Amnual Appraisal Effectve Date 01 Jan 2007
appraisal Penod Start Date  01-Chot-2005 Performance Plan Approval Date

Appraisal Panod End Diste 30-Sep 2006

,
B

Type in new Rating Official name or use the ’
? | Click Apply.

to search for the name.

Department of Defense

Pedormance Apprasal Apphoaton Home Logof Frafersnces

Eating Official Review »
Change Rating Official
H you change raling official afles entering selup details bt before completing ather sections of the appraisal, you cease to be a participant in the Carcn| Apply ]
appraizal. H you change raling official afers completing S0me seclions ol the spprareal, you remain listed &% an appeaiser and any inforenaticn you
anter is netaingd. Howeer, you can make no further changes 1o the appraisal
® [ndcsles requingd feld
Appraisal Type  Ammial
Penod Start Date  01-0ct- 2005
Penod Erd Date  30-50p-2006
Terplate Default Appraisal Templats
Sppraizal Datg  01-Jan-2007
Nl Apprareal Date
Agsigrimend Mumber 41356

= Raling Offcxdl | Todd, Kendrs .-__'\a? ‘_ \
Cancel | |_Appdy |

Home | Logoad | Fefssences
Cogrright 2000 2004 Oracle Corporation . &0 rghts resereed Bafediy SHalemenl
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Rating Official: Change Rating Official (Cont’d)

The following confirmation window appears.
3 Enter Notification Comments to send to the new Rating Official. These comments will
appear in the new rating official notification under the Notifications tab. Click Yes to

transfer appraisal to new rating official.

Fam) Department of Defense

Wl Pofommance Appraisal Apphcaton Dagroics Hene Logod Dralienced

(1) Information
Ta confiom the new rating efficial, click Wes, Once you click Yes, you can no longer make
changes to the appraisal,

Matification Comments

- :
He ) [ fes
Deagnestics | Home | Logoul | Preferencss
Coargrighl 2000- 2004 Cracle Corporation. Allrights ressrved. Frivacy Shsmert

o i Pags
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