Writing Effective
Critical Elements Using the
SMART or MARST Formats



Employee’s Responsibilities

Employees are encouraged to:

Participate in the development of critical elements
|dentify and record their accomplishments

Participate in interim reviews and the end-of-year
assessments, including the self-assessment

Understand the link between their performance
expectations, conduct, and organization mission and
goals




Rater’'s Responsibilities

Ensure employees attend performance management
training

Develop critical elements aligned to mission goals and
objectives

Communicate performance expectations to employees
and hold them accountable for achieving them

Provide employee feedback—at least one interim
review

Foster and reward excellent performance
Address poor performance

Make meaningful performance distinctions among
employees




Higher Level Reviewer Responsibilities
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« Be involved in the performance management process
throughout the rating period

« Ensure organizational goals are communicated to
subordinate supervisors and employees

« Ensure equitable and consistent application of, and
compliance with, performance management requirements
by all subordinate raters



Requirements for Critical Elements
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Critical elements must be linked to the mission

Key responsibilities must be captured as critical elements to
define performance expectations

Mandatory Supervisory Critical Element

Critical elements must be in either the SMART or MARST
format

Critical elements may be weighted



Develop Critical Elements for an
Employee Using the SMART Format
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« SMART is a framework for developing (and evaluating)
Critical Elements

Specific
Measurable
Aligned
Realistic/Relevant
Timed




Define an observable action, behavior, or
achievement

Link to a level of performance, frequency,
percentage, or other number

Are specific regarding the description of the
result (not the activities to achieve that result)




Example: “Specific” Critical Element
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Provides accurate and timely advice and guidance on an
“as needed basis” to headquarters staff and managerial
accountants in the field — resolving normal
Issues/inquiries in 5 — 7 business days, for more complex
situations an initial response should be givenin 5 -7
business days and updated until resolved. Provides
responses to guestions and inquiries covering a variety of
policies and directives that require the correct application of
accounting principles, theories, concepts, and practices to
financial processes to produce accurate results and meet
legal requirements.
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Critical Elements are “Measurable”
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* Provide a method to allow tracking,
recording, and validation of quality of a
specific behavior, action, or outcome

S
« Define: M
— Quantity (how many) A
— Time (how long)
— Quality (how good) R
— Resources (how much)
T

11



Provides accurate and timely advice and guidance on an
“as needed basis” to headquarters staff and managerial
accountants in the field — resolving normal issues/inquiries
INn5 — 7 business days, for more complex situations an
Initial response should be given in 5 — 7 business days
and updated until resolved. Provides responses to
guestions and inquiries covering a variety of policies and
directives that require the correct application of accounting
principles, theories, concepts, and practices to financial
processes to produce accurate results and meet legal
regquirements.
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Critical Elements Are Aligned
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* Line of sight is drawn between the employee’s
work, unit’'s goal, and the organization’s mission

* Objectives ensure all are working toward shared
goals

direction

« Managers/supervisors need understanding of
own objectives before they can work with
employees to establish their own

S
M
- All objectives in the organization pull in the same A
R
T




Realistic: Goals and objectives achievable with
the resources and personnel available, and
within the available time

Relevant: Goals and objectives are important to
the employee & organization

Responsibility must be appropriate to
employee’s grade




Established start and/or
end dates are defined

Specific dates (e.g.,
March 15) are preferred
over relative
descriptions of time
(e.g., 6 months)

Milestones can be
Included

Critical Elements Are Timed
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Examples:

» Specific Time — by
December 10

» Relative to another
event — 6 months
after...

» Recurring —
guarterly, biweekly

15



Timed Example

Provides accurate and timely advice and guidance on an
“as needed basis” to headquarters staff and managerial
accountants in the field — resolving normal issues/inquiries
In 5 — 7 business days, for more complex situations an
Initial response should be given in 5 — 7 business days
and updated until resolved. Provides responses to
guestions and inquiries covering a variety of policies and
directives that require the correct application of accounting
principles, theories, concepts, and practices to financial
processes to produce accurate results and meet legal
requirements.

16
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Example - SMART Ciritical Elements

Complete the installation of 150 new computers in the
DOIM Office, by the second week of September

Provide a monthly progress report, with information on
completed work and anticipated obstacles, in the last
week of each month

Ensure that the DA Form 2062 issuing the new computer
to the PC user is signed by the user and forwarded to the
Property Book Officer in 2-3 workdays of signature

17



Consider These Questions When
Reviewing the Performance Plan
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Are the critical elements vague?

Can the critical elements be measured or verified?

Are the critical elements too complex or unnecessarily
long?

Does each critical element have a timeline?

Do the critical elements emphasize appropriate aspects of
the work?

Are there too many or too few critical elements? 20



= Rating Scale
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* 5 — Qutstanding

« 4 — Excellent

* 3 — Fully Successful
« 2 — Marginal

* 1 — Unsuccessful

21



Questions?

22



Critical Element Exercise with
Handouts

You will have 30 minutes, but no more than 45 minutes to
independently write two critical elements. At the end of the activity,
you should have at least written two critical elements and be
prepared for class discussion.

23



Performance Appraisal
Application (PAA)



Rating Cycle
—

Creates the reviews and
approves the
Performance

Performance
Plan
Plan

Rating Official

Rating Official
documents
N Transfers to
communication )
Higher Level

to the employee

of the rating Reviewer for Approval

) 4

Employee creates
An Interim
Review

Rating Official
Transfers to
Higher Level

Reviewer for Approval

N

| 3

Rating Official
reviews and approves
the Interim Review

Rating Official
reviews, approves,
and rates the
employee

Employee
creates
a Self Assessment




Tab Interface

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

Select this tab to view and

Sl i el " print selected portions or
elect this tab to create _
’ the Performance Plan
update and view a Select this tab to

Performance Plan 1 approve a plan

m ReportsiForms 1

Plan Details | Mission Goals RLIe IR Approvals & Acknowledgments

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

26



Establishing a
Performance Plan



Establishing a
Performance Plan - Employee

Performance Appraisal Application (PAA)

Wersion 3.0 g FEDRE W KE DAL W i i &% Oiriih R R
EEwds KEPASVD KERAMYE Home Leaed Bretereries DrxeBS1 The Need Help link will
Employse glr\:e you mf_(I)rrg:atlon ﬁn
Performance Appraisal Application Main Page what is available on the
page where you are
Need Help? located.
Warning: The Peformance Appraisal Application is designated for sens inclassified parsonnal
rformation onky. Do NOT enter classifed information in this term. Unauthonzed release of
classihed information 15 a violation of law and may lead to prosecy
Fro 1 your e Plar e’ ani 41 ke 1k t ]
Car = hicr |t aMs zals' | laic
0 Cré | ed a
glpct an aption from the Acton colurmn
. 2 o button ' To create a new Performance Plan:
. Select Choose a Plan Type

Select National Guard (Title 32)

Important: To become familiar with the columns, select the Meed Help® link
Select Go

Appraisals of BElomme, Domingo X
Create Mew Plan

This table includes information on the status of existing plans. -Choose a Plan Type- =] (oo
F[?m' _thlsl_ftir.een you can view and update existing plans. Nl ecutly Porscinal Systan
fans lian Intil Pars | Sys
Employes Cument Rating Official [Appraisal  [Appraisal |Plan Approval Pla Egt:]-:-rh:l g,r:a::nfr:ﬂl ;‘-5[;"“ ersonnel System
Name e i Name i an 1 [hate Type|Sta BLE JATTian
Blomma, Frad, Abdul Rhynes, Conrad Plan in Wi =| oo
Diominga ¥ N 7 2009 27 NG  Pending Progress [iew ,J o
Sl I Tif i plar
Bt
ICE MyBhz | ICE PAA NS | ICE PAANT | Hormg | Logowl | Preferences | Oracle Help -

From the Main Page the employee can create and review the Performance Plan,
transfer a plan in progress to the Rating Official, view and print the entire 28
plan after it is created and track the status of the plan.



CEMEE KEPASNY KEPAANWE Homs Lopoul Prafsrences

Create Parformance Plan: Setup Details

Cancel and Feturm bo Wain Page |

[Mesd Halp?
Employes Informatien
Emplayes Name Blomme, Demingo X

b=
Setup Details
Build Kew Plan | | Copy From ExsSng Plan |
Appraizal Type  Annual Appraisal - NG
& TIP The Agpraissl Penod Sian Date represents the star of the employes’s performance evalustion perod wader it

= Appraisal Pgriod Stan Date m ﬂ
= Aapraisal Penod End Dute lm E
= Appraisal Efectve Date W ﬂ

w Rating Official Name W w?

= Higher Leena] Reveser Nams 'W \_f

ICE MyBiz | |CE PAAND | ICE PAAYY | Home | Logout | Prelerences

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

29



Plan Detalls -Employee

Create Performance Plan: Setup Details

This shows current
employee
information

Cancel and Return 1o Main Page |

Biid Hilp?

Employee Information
Emgployes Hame  Blomme, Dominga X
W Hide Employes [ei
Information as of: Today
Fay Plan'Grade3ep  G5-1102
Cocupational Code 2130, Teaffic Management {2 130§
Foslion  S0592000. TRAFFIC MANAGEMENT SPECIALIST.691198.HGLG. TECH
Ceganization 193 LGR SO NGZGHIWFIHS01
Location  Middletown, Us
Work Schedule  Full-Time
Aasigrement Stales  Aative Appainimant
Employen Number 449191
lidaimation as of: Today
Curent Base Salary  §51,195.00

Setup Details

Build Mew Plan | | Copy From Existing Plan |

= Appraisal Type Jﬂ.rmual FAppraisal - NG;I

= Appraisal Pencd Sta Date El-uﬂ‘lm

&
= Appraisal Penod End Date  [30.Sep 2009 E
=

= Appraisal ESectevn Date El-ﬂdm
= Rating Official Mama  |Rhynes, Conrad £ ':V

T LRl Jale f neCaisar

= Highir Lireel Resiowner Mame  [Fred, Abdul N \;??
CE MvBiz | ICE PAAYI | Home | Looowt | Preferences -

30



Plan Detalls-Employee

MG PAA
Transfer to Rating Official | Track Progress J, Retwn o Main Page |

Employee Information
Emplayes Mame  Blomme, Demings X

A FieportsFomns

AT Missicn Geals | Job Objecives | Approvals & Acknowlodgments

Pl Dl ails

“._.._.-J rq._.|| rd
ary. Important Note: The Agpraisal Perno
hange Rating OMigial or Higher Lavel Reviewer |
Agppraizsl Type [.ﬂ.nnlual Appraisal - NG :1 Performance F;““ Approval Dl:"-'-'
lan La=i Modihed
» Appeaizal Period Stat Date [01.002008 ) Croated By Elomme. Demings X

= Appragal Poriod End Date  [30-Sep-2003 El
« Appiraisal Effectie Date ﬁi.ﬂtl.im E

Rateg Oficial MName  Rhynes, Conrad Z
Highar Lewal Reveser  Fred, Abdul M

MNEXT=

Tk =L

CE MyBiz | ICE PAAYE | Home | Legod | Prelirestes

You can change your

Rating Official, Higher

Level Reviewer or both
with one click.

When you are done,
select the Next button
or the Mission Goals
tab to build your plan.

From this page the employee can transfer the plan to the Rating Official for review
once it is established, track progress of the plan, change the appraisal type and 31

date and change the Rating Official and/or Higher Level Reviewer.



Mission Goals-Employee

Performance Appraisal Application (PAA)

IGEM:EiZ KEPARVI KEPAAWE oM Loooil Prafersioes

Transfer 1o Rating Official ) Track Progross J, Rotun o Main Pags

Employes Information

Employes Mame Blomme, Demingo X

A FeportsFoms
Plan Details Job Objectves | Approvals & Acknowledgmsents

Klis ko Goals

This 15 where wou input wour Mission Goals

Moy ok
Counter |I-'

“PREVIQUIS | | MEXT=

ICE WivBhig | ILE PAANT | KE PAAYD | Home | Logout | Preferences

This page provides information regarding your Organization’s goals and priorities. Either
the Rating Official or the employee can provide this information. Select the Next button to
continue. 32



Job Objectives-Employee
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kﬁﬁ) Performance Appraisal Application (PAA)

Tl A CEMET KEPAANT KEPAANWD Home Loooud Probsrencel

Transfer to Rating Official ) Track Progress § Rebun bo Main Page |

Employes Information
Employes Mame  Blamme, Demingo X

ML FeportsFomms

Plan Details | Mission Goals g R THaEE Approvals & Ackniwledgiments

Juob Otectives

Imponant: You must b

Important:  your Job Obpectoe is a

r proved, gnly your Rating Official may ¢hangefedn &
& TIP Only "Approved™ Job Obpecives will be wsad to calculale the rading of recard and average scoee. All "Apprived b Oibjectve iha I./
wights must equal a total of 100

Add Job ODjeciive
[hetails Nuimbii Title Slatiis Weight % [Optianali Actian [haleti
Mo results found

=PREVIOUIS | | HEXT=

ICE MivBiz | ICE PasA YD | ICE PAAYT | Home | Logout | Prefersnces

-

This page provides details about the status of the job objectives. The employee may add,
update and view the job objectives. Select Add Job Objective button. 33



Performance Appraisal Application (PAA)

Add Job Objactive

Sawe | | Save and Add Anomher Job Objecive | | Save and Retum o Job ODjecives Tab

The Job Objective Number
auto populates

Dbjectine Number 1

= Objectve Title |.]._.a|.-|]. Conbrod
= Starl Date 51.0“.2{{6 E

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

Job Ofyectre Stalus FEMNDIMNG
Date Lagt Madbed Z7-Feb- 2009

Job Ofyectin

The is whiré you Type your job obpstiong

You may copy and paste or
type your Job Objective

Countar {10 -

Save | | B and Add Another Job Objectiva ) | Sawe and Ratum 1o Job Objaclives Tab |

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

of the job objectives are created. When complete select Save and Return to Job 34
Objectives Tab.



CEMET KEPAANT KEPAANWD Home Loooud Probsrencel

NG PAA

Transfer to Rating Official ) Track Progress § Rebun bo Main Page |

Employes Information

Employes Mame  Blamme, Demingo X
b= Shiw Emploses [l

ML FeportsFomms

Filan Details: | Misgien Goals Approvals & Acknowledgrments

Juob Otectives

Imporant: You must Fia

Important:

FTIP Or

Add Job Objecive

Ma Bt il I
Denails Numbas Tile Sratus Waight % (Optisnal) Action [halate
[ 1= Quality Control PENDING [ x pdate | | |

= 2 5 Tasting PEMDING [ x Mpdats ) | |

APREVIOLIS | | HEXT=

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

delete a job objective. When your job objectives are complete click on the Next
button.
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yovals and Acknowledgments- Empigs

ol

MG PAA

Trangfer 1o Rating Official ) Track Progross |, Raben i Main Pags

Empleyes Infarmation
Employes Mame  Blomme, Demingo X

b. [}
m ReportaFome
Plan Details | Mission Gaals | Job Objecsnss
Approvals & Ackowlodginments
- 3 Halg
All [ig | 1
Denaile Tasks States Actian
e
b=
b=
-3
This screen details the status of the approval and
acknowledgment process. PREVIOLS

ICE MWiyBiz | ILE PAANT | ICE PAANVT | Home | Logout | Prelerences

This page displays information regarding the status of the Performance Plan. From
this page the employee may complete a step if it is highlighted, transfer the plan to
the Rating Official, track progress or return to the Main Page. Select the Transfer to 36
Rating Official button to continue.



Transferring to Rating Official

o

(w}) Performance Appraisal Application (PAA)

Eipp st

Employes Motification to Rating Official - Bogema, Genny B

Cancel | | Transfer o Ratng Oficial without E-mall Nolsication | [ Transfer o Ralng Oficial with E-maed Motificaban

Message to Rating Official

Cancal | | Transfer o Rating Ofcial wishout E-mail Motifica®on | | Transser to Rating Offcial wih E-mall Hedfication |

ICE Wiyl | ILE PAANT | ICE PAAYT | Home | Logout | Prelerences

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

this functionality to work.



Track Progress

Performance Appraisal Application (PAA)

EEMDE BEPRAV] KEPAANWG Home Logoul Preferences

Track Progress

Reurn bo Privious |

Employee Information

Employes Name  Blamme, Domingo X Select the ‘Return to
P-Shiw Employge Dtads Previous’ button to

_ continue with the process
This screen provides information regarding the status of your pedformance plan throu(JTigeur TTIE [FErg TENILeE Cyeie
When you are done réviewang your slalus, select the "Return to Prévious™ bullon to résume your aclmiy

Pran
| |Deafled 4
| lgproves =l
|_!A1:knuh1edged by Employes I_
[rterin Review

| :Empra]ree - Self Assegarmeant

| Kommunicated 1o Employee by Rating Cfficial B
I_l.lu:knwwged by Employes I_
Pt alsal

| [Employes - SeAssessrment

[ I’tqmmumcatad 1o Employes by Fating Official

. Refurn 1o Presious |
ICE MyBiz | ICE PAAND | ICE PAAYT | Home | Logout | Preferences

This page displays the status of the Performance Plan throughout the cycle.
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Approving a Performance Plan

Performance Appraisal Application Main Page

4 Halg
'J-'arning The Padfomance Anaraics] Ane 1o
lmpomant: T
PlansiAppraisals In Progress
Create Mew Flan
how Me |21 aizal - iasl Ye - )
ShowMe | Al Appratsals Appeniaal Vear |21 [~Choose a Flan Type =l (se) To review and approve a
T performance plan:
Employes |I'||||L~||I ]Fl.niuu Official [Appraisal |.!'l.|||||.|i'..|l Plan Approwal Flian |1 urrent PAA
Namie i Mame LCET] 1K} Dt Type|Statug  |[States Actlan Select the emp|0yee
This tabl'e includes Entslar, Takako gm;";- Eogena. Genrly e 81 MG Pending §:;‘;:ﬂ [Update =] (90} plan.
InfOI'matIOFl On the Tanks, Seema Bogema, Bogema, Gandy 00 & NG  Pendin Plan in |UFja|9 'ﬂ _Go
status of existing 0 Gwry8 10 : : il i B Select Update from the
lans. From thi Neifer, Latia ) Cogoma.  Bogema, Ganny . 83 NG Pending Clnin [Update =] (of
plans. Fro IS oifier, Lolia | porvE B = Pendng  press = drop down menu.
Screen you can view Blomime, Bogama, Bogema, Genny . - | E Plan in Updat =| (Go
d dy . . Damings X Ganny B B LA i e Pending Progress |Update = o
and update existing Select the Go button.

plans.

From the Main Page, the Rating Official can create, update and review the employee’s
Performance Plan, transfer a plan to the employee, view and print the entire plan 39
after it is created and track the status of the plan.



Approving a Performance Plan
— Ratina OfficiAl

Performance Appraisal Application (PAA)

ICE MyBiz ICE PAAYS Diagnostics Home Logout Preferences

NG PAA - Rating Official
| Transferto Employee )| Track Progress )| Return to Main Page |

Employee Information
Ermployee Mame  Blomme, Domingo X

B=Show Employee Details

HETNEG M Mission Goals Joh Ohjectives Approvals & Acknowledgments

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

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

Important Note: The Appraisal Period Start Date represents the start of your employee's perfarmance evaluation period under this plan. Certain infarmation
such as the pay grade and step will be populated on the appraisal form based on this date. For additional guidance select the Meed Help?' link.

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

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

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

= Appraisal Type IAnnuaI Appraisal - NGj F'erformaFrzlce PLIant *:dppdr_?’ac: gaie
an Last Modified Date

* Appraisal Period Start Date |15-Oct-2l]l]8 Created By Rhynes, Conrad Z
+* Appraisal Period End Date I23-Se|)-2l]l]9
= Appraisal Effective Date I24-Se|)-2l]l]9

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

=

From this page the Rating Official would begin to review the plan. Select the Next
button to continue. 40



Approving a Performance Plan
— Ratina OfficiAl

Performance Appraisal Application (PAA)

ICE MyBiz ICE PAS Y3 Disonostics Home Logout Preferences

NG PAA - Rating Official

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

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

m ReportsiForms
Flan Details QSRS Joh Objectives Appravals & Acknowledgments

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

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

B

This is the Mission Goals

=
{Limit to 1400 characters) Counter |25 /

[ <PRE¥IOUS | [ NEXT= )

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

About this Page

From this page the Rating Official would review the Mission Goals. Select the Next
button to continue. a1



Approving a Performance Plan
— Rating Official

Performance Appraisal Application (PAA)

MG PAA - Rating Official

Transfer o Employes ), Track Progress | Rahun o Main Page |

Empleyes Infarmation
Employes Mame  Blomme, Demingo X
P mplowee Ded

m ReportaFome

Plan Details | Mission Gaals Approvils & Atkniwladgiments

Job Obgechives

i Job Meed Help?

#ne

Agdd Job Objeciive

Crataile Humbas Title Status Walight % (Optianaly Action [halate
> 1 ‘l Guality Cortrol PEMDING 60 = Mpdaie | i

[ | Tasting PENDING 40 = Lpdate | [ |

SPREVIOLIS | | HEXT=

From this page the Rating Official can add weights to the employee’s job
objectives. The Rating Official can also update, add or delete a job objective. 42

Select the Update button to continue.



Approving a Performance Plan
— Rating Official

EE——— |

) Performance Appraisal Application (PAA)

iy us

Update Job Objective
= Indicates required Seld Save | | Save snd Uipdate Ancehar Job Objectve | | Save and Retum bo Job Objecives Tab
Mesd Halp?

Ohbjecting Mumbier 1

= Objecive Title |':"-'3"'-T Conbiod
= Starl Date ﬁ1.0.;|.m E

Job Olyectre Status FEMNDING
Date Las1 Modihied 27-Feb-2009
Jod Oibjectv

The is whine you ype your job obpscineg

-
Counter [0

'53' ] Save and Lipdale Another Job Objectve | | Sawe and Returmn loJob Qbjectives Tab |

ICE Paag | ICE PAsY @ | Logout |

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

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

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

until all job objectives have been reviewed. Select the Save and Return to Job 43
Objectives Tab to continue.




Approving a Performance Plan

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

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

Show Al Details | Hide All Details
Details Tasks

¥ Hide

Status Action

@ TIP There are twn nptinns available to camplete this step If you are bath the Rating Official AND Higher Level Reviewar, use Option B to dacument the appra
Option A - Transfer to the Higher Level Reviewer (HLR)

Name Title

Dobles, Titus K Rating Official
Topps, Donella C Higher Level Reviewer
@ TIP Please select new HLR fram list of values, if reguired

Change Higher Level Reviewer |Topps, Donella C ,,;?

Message to Higher Level Reviewer

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

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

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

| Cancel | | Transferto Higher Level Reviewer without E-mail Not\ﬂcat\onj | Transfer to Higher Level Reviewer with E-mail Notiﬂcationj

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

44



Approving a Performance Plan

— Rating Official
IR EEERRn

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

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

Higher Level Reviewer |Tupp9, Donella C Q? Method of Review -
Review Date | ﬁ Other Method | Cancel | | 53

ICE MyBiz | ICE PAA YT | Diagnostics | Home | Logout | Preferences

Using Option B, the Rating Official can document Higher Level Reviewer concurrence. The
Rating Official completes this step once they have reviewed the plan and are ready for

second-level review.
45



Track Progress

Need Help?
Employee Information IIII

Employee Name Blomme, Domingo X

PShow Employes Deta
sCréen provades Information réqardang the status of t performance plan throughout tt
performance [
When you are done reviewang your status, sefect the "Return to Previous® button to resue
it attmty
Plan
Drafted v
Reviewsd by Higher Level Reviewsr 1
“Ppproved F
2 Achnow?cvd-gieiibngmployue
Jrtorn Rondow

Employee - SeifAssessment
Rahng Official - Assessment f

Reviewed by anhm Level Review - ¥ Required

Communicated to Employee by Rat u;g 0‘63!
| Acknowledged by Employee
Woptatsal
| Employee SelfAssessment

- Ra‘lmg Official - Assessment
nghOI Level Rwakpprcmd
Communicated to Employee by Rating Ofcial

Retum o Prévious

ICEMyBIZ | ICEPAANG | KEPAANG | Home | Logod | Breferences

This page displays the status of the Performance Plan throughout the cycle.

46



Approving a Performance Plan
— Hiagher Level Reviewer

[eed Halp?
Wamning: The Performance Appraisal Application is designated for sensitive unclassified ¢
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Morgan M N Conrad L 2008 3 [2-Mar2008 NG Approved o Approval | J
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=
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From this Main Page, the Higher Level Reviewer can review the employee’s
Performance Plan, view and print the entire plan after it is created and track the
status of the plan. Select the Go button to continue. 47



Approving a Performance Plan
— Higher Level Reviewer

Performance Appraisal Application (PAA)

MG PAA - Higher Lavel Reviewear

Track Progross |, Roben o Main Pags

Empleyes Infarmation
Employes Mame  Blomme, Demingo X

m ReportaFome

Miggien Goals | Jeb Objectves | Approvals & Acknowledgments

Flan D adls

[Mged Help?
Appraczal Type  Annual Appraksal - HG Perfamance Plan Appooval Date
Agpraisal Perod Start Date 01 -Oct-2008 Plan Last Moddied
Appraiasl Penod End Date  30.5ep- 2009 Created By Blomme, Domingo X
Agpraisal Efectve Date 01 et 2000
Hating Official Name Rhymes, Conrad £
High Level Revigwar Frad, &bdul N
MEXT=

CE MyBiz | IGE PAAYS | Home | Logod | Preferentes

On this page the Higher Level Reviewer can review the plan details, track progress or return
to the Main Page. Select the Next button to continue. 48



Approving a Performance Plan
— Higher Level Reviewer

Performance Appraisal Application (PAA)

REMET KEFSANS Home Lopoul Preferences

MG PAA - Higher Lavel Reviewear

Track Progross |, Roben o Main Pags

Empleyes Infarmation
Employes Mame  Blomme, Demingo X

m ReportaFome
Plan Details G TERIITAT PN o Objec s Approvals & Acknmwledgiments

Misskon Goals
T T b Objactinns” tab Mesd Help?

Blis-sion

=PREVIOLE MEXT=

e Nam—

CE MyBir | ICE PAANG | Home | Logowd | Brelerances

On this page the Higher Level Reviewer can review the mission goals, track progress or
return to the Main Page. Select the Next button to continue. 49



Approving a Performance Plan
— Hiaher Level Reviewer

Performance Appraisal Application (PAA)

CEMNET LEPAAYS Home LoDoul Praferences

MG PAA - Higher Lavel Reviewear
Track Progross | Retun o Main Page |

Employes Information
Employes Mame  Blamme, Demingo X

ML FeportsFomms

Filan Details: | Misgien Goals Approvals & Acknowledgrments

Juob Otectives

Megd Help?

& TIP Ondly “Appeoved

[hetails Humbaér Titke Slals Wleight % iDptional) Actiom Delete
B 1 best PENDING iew |
b 2 test PENDING Wiaw |

APREVIOUS | | HEXT=

CE MyBiz | ICGEPAANT | Home | Legowt | Ereferences

S vl

From the Job Objectives Tab the Higher Level Reviewer can view the job
objectives. Select the Next button to continue.
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Approving a Performance Plan
— Higher Level Reviewer

Performance Appraisal Application (PAA)

CEMET KEFAAYWD Homt Looil Preferencos Cseonodbcl

MG PAA - Higher Level Reviewear
Track Progross | Rahum by Main Page

Employes Information
Employes Mame Blomme, Daminge X

A2 RepoitsFoms
Plan Dietails ' Mission Gaals Job Objecives Approvals & Acknowledgments

Appavals & Ackisvwddodgunnnt s

fyour Ngid Help?
Detxile Tasks Status Action
=
o Step 2: Hughar Leval - Rémew Pendng Appioval | Approve | ar |_Rabam for Change
b=
=
“PREVIOUS
ICE WyBsz | ICE PAANT | Homé | Logout | Bréfirences | Dugndsios
&boud Bis Poge

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

Do youn wish 1o appiove the Perfotmance Flan job ohjectives lor Blamme, Domings X7

E WxBiz | ICEPAAYG | Disgrostics | Home | Logowt | Prefrences

Select the Yes button to Approve the Performance Plan.
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Approving a Performance Plan
— Rating Official

Performance Appraisal Application Main Page

Meed Halg
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nfarmation onky. Do NOT » Nz 1zad raleas
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From the Main Page, the Rating Official can now begin to approve the plan. Select the Go

button to continue.
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Approving a Performance Plan
— Rating Official

Performance Appraisal Application (PAA)

MG PAA - Rating Official

Transfer o Employes ), Track Progress | Rahun o Main Page |

Empleyes Infarmation
Employes Mame  Blomme, Demingo X

m ReportaFome
Plan Details | Missian Goals Jiod Obgectvwes Approvals & Acknowledgment s

Approvals & Ackowlodginments

Datalls Tasks Status HActlon

-
[
b= Step 3. Rating Cficial - Document Communication to Employes Mot Started | St |
[
PREVIOUS
1 I EEEAANS | KREEAS | B | hegeut | B

The Approvals and Acknowledgments Tab displays details about the approval steps of
the employee's Performance Plan. Select the Start button to continue. 54



. Approving a Performance Plan

NG PAA - Rating Official

Transfor b5 Employee ) Track Progress ) Reban to Main Page )

Employee Information

Employee Name Blomme, Domingo X
D 2t

m ReportsfF oms
Plan Detalls | Mizsion Goals  Job Objectves ETTTTERVEE R TS FTREE AR TH T )

Appt ovals & Acknowdedgments

Detalls Tasks Status
>

b

WV Hads

Action

= - w
Communication Date |16f~;-1 2009 é]
Communication Method 'I

Other Method
Face to Face
Telephone

S Other Employee for Acknowsedgment ; Save and go 10 Sep &
—1 Oth
b

At this point the Rating Official can document communication to the employee and
955
the acknowledgment, or transfer the plan to the employee to acknowledge.



Approving a Performance Plan

— Rating Official
I EEEEREI

)) Performance Appraisal Application (PAA)

. Confirmation

A you sure you want 1o go 1o Step 47
Do you want to conbrue? /

NNNNN

Select the Yes button to continue to step 4.
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Approving a Performance Plan
— Rating Official

Performance Appraisal Application (PAA) SLILBD GRFRanG bore Legnd Bmesrorn Geoito
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Transfer o Employes ), Track Progress | Rahun o Main Page |

MG PAA - Rating Official

Employes Information
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=
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“PREVIOUS
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The Approvals and Acknowledgments Tab displays details about the approval steps of
the employee's Performance Plan. Select the Start button to continue. 57



Approving a Performance Plan
— Rating Official

&
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At this point the Rating Official is documenting the acknowledgment of the plan.
Select the Save button then transfer the plan to the employee.
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CEMEE KEPASNY KEPAANWE Homs Lopoul Prafsrences
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This page displays the status of the Performance Plan throughout the cycle.
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Interim Review



Employee

o

ok :r"?:.*.
Qﬁﬁ) Performance Appraisal Application (PAA)
Limpat

E Wy KEPASYE [eagrocics Home Logoed Preferences
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Employes Information
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Higher Level Reviewar Fred. Abdul N

HEXT=

From this page the employee can track progress, change the Rating Official and

Higher Level Reviewer or return to the Main Page. At this point, also notice that the
Interim Reviews and Annual Appraisal Tabs are now available. Select the Interim 61
Reviews Tab to begin the Interim Review.



Performance Appraisal Application (PAA)

KE Wiz KCEPASAVE Disorostics Home Loood Preferences
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& TIP Infterim Reviews are a review of an employee's performance which typically occurs midway through the performance cycle. (Nate: Not a closeout
or Annual Appraisal)
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From this page the employee can create an Interim Review by selecting the 62
Create Interim Review button.



Interim Review- Employee

Interirn Rewew Inlistor  Blomme, Damingo X
Intenrm Revew S1alus  lnitianed

Objectihve Assessmants

Intesim Riewiew Number 1
Approvals & Acknowladgments
Objective Assessments

el thie Wy Joumal bnk to refer 0o o

copy and paste any selba

diped Help?
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W%
Select Order ObjectiveTitle Status {Optianal)
Lo 1 Pt APPROVED
& 2 test APPROVED
Jub Objecthe
tastor

Eimgioyee Sl Assessment
Tadey £l L

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

4

This is the place where the employee would input the Interim Review Self Assessment
for each one of the job objectives.
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e 58

After the Interim Review Self Assessments have been entered for each job
objective, click the Return to Interim Reviews Tab.
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Performance Appraisal Application (PAA)

ELbhiny EEPAA V] Sagrostos Home Looo Prelerences

Employee Motification to Rating Official - Rhynes, Conrad Z
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From this page the employee transfers the Interim Review to the Rating Official for
review and approval. If the employee sends it using the Transfer to Rating Official with
Email Notification option, the text box appears in the body of an email delivered to
his/her email. The email address must be updated in My Biz or My Workplace for this
functionality to work. 65



Interim Review- Rating Official

Performance Appraisal Application (PAA)
Version 3.0

PM\ Main Page Provide Guest Feedhack
Rating OfficiallHigher Level Reviewer

Performance Appraisal Application Main Page

Meed Help?
Warning: The Performance Appraisal Application is designated for sensitive unclassified personnel
information only. Do MOT enter classified information in this system. Unauthorized release of
classified information is a violation of law and may lead to prosecution,

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

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

To create a Perormance Plan: To complete other actions described above:
s Select Choose a Plan Type' s Select an option from the Action column
e Select ‘Appraisal Plan Type' e Select the o' button

s Select the 'Go' button

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

Shaw e |AII Appraisals j Appraisal Year IALL 'l ~Chaose a Plan Type-
Reports/Forms
Table Size Im ,I groasnege RO andfor HLR
Employee Current Rating Official |Appraisal  |Appraisal [Plan Approval Plan Current PAA | Track Progress
Name Owner Name Year 1] Date Type|Status Status Manage Guest Patticipants
Blomme, Rhynes, Rhynes, Conrad Interim in Update ~| (Go)
Domingo X Conrad Z 7 2009 235 16-Apr-2009 MG Approved J £L:08)

Prograss

Select the link to search for Completed Plans.
PShow Completed Plansédppraisals

-
e ke M [ [ - n oA e P e A L 1 ' T [ e e

From the Main Page the Rating Official selects Update from the drop down and 66
then the Go button to begin the Interim Review process.



Interim Review- Rating Official

Performance Appraisal Application (PAA)

KEMEE KEPAAYVI (lognostics Mome Logout Profererces
)
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Important Note; The Appraisal Period Start Date re

such as the pay grade and step will be populated or

mance evaluation penod under this pian. Certain information

additional guidance select the Need Help?' ink

the appraisal form based on this date For
e Change the Rating Official andfor Higher Level Reviewsr
o Transfer the Performance Plan 1o your employee

o change a Rating Official, Higher Level Rewewer or both, select the Char ge 'r-.'.mm_] Official and/or Higher Level Rewawer' buttor

When done, select the Next’ button or the Mission Goals'tab
Change Rating Official or Higher Level Reviewer |
Apprassal Type IAnnunl Appraisal - M(;:] Perormance Plan Approval Date  16-Mar-2009
Pl Modd
« Agpraisal Period Start Date [01.0ct2008 ) Rl poches Las

Created By Blomme, Domingo X

* Appraisal Period End Date |30-Sop~2009 E
= Appraisal Effectee Date 51-0::12009 E

Rating Official Name Rhynes, Conrad Z
Higher Level Revewer Fred, Abdul N

From the Plan Details page the Rating Official would click on the Interim
Reviews Tab to view the Self Assessments. 67



Interim Review- Rating Official

Performance Appraisal Application (PAA)

E Wyfir KCE PR Y'Y [isgrccfics Home Logoud Prefersncss
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y conducted at the mid-poind of the cycle. From this screen you can cereate an Interim Feview, update an Infenim Review that has nol been approved, and view
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Creation  Higher Level Review Communication Communication Employes Ack
Humber Created By Dhate Date Stams Date Method Daie Actlon  Delete
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D'omlngu:. X

CE MyBiz | ICE PAAWA | Disgnostics | Mome | Logoul | Prefences

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

ICEMyBiz ICEPAA VS Disonostics

Create/Update Interim Review

Return To Interim Reviews Tab

Employee Information
Etnployse Name  Blomme, Domingo X
B Show Emnployee Details

Interim Review Initiator  Rhynes, Conrad Z
Interim Review Status  Initiated

M feprovals and Acknowledgments

Interim Review Number 1

Assessments
This screen allows you to view your employes's Job Objective and self-assessment, and 1o 1ype or copy and paste your evaluation

» Zelect the Radio’ button next to the Job Objective you want to evaluate

= Once you have completed your assessment for each Jub Objective, select the Apprevals and Acknowledgments' button to begin the approvals process

Impartant Note: If you transfer to the smployee after you have entered your assessmant and befare the approvals process has been comnpleted, your emplayes will be abl

- 1o view your assessment.

@ TIP an interim review should acknowledge achievements ta date and suggested areas for improvement. It should facilitate meaningful dialogue and exchange of
Employes Self Assossment and areas for
- Meed He
Job Objectives
Weigh
%
Select Order ObjectiveTitle Status. {Option
(c 1 test APPROVED
o 2 test APPROVED

Job Objective Text

test H
“« I
Fating Official Assessment /
Thiz iz whete the rating official would put his assessments in =]
— Counter |5
Retum to Top of Page
ILE PAANG | Duagnostics | Home | Logout | B
iz Page

This is where the Rating Official would put in the Interim Review Assessment and
then select the Return to Interim Reviews Tab at the top of the page.
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KEMyEiz KEPAS YT Disgnoatics Home Logod Prefsrendes

Create/Update Interim Review

Return To Inetirn Reviews Tab |

Employee Information
Ermployes Name  Blomme, Dominge X
P Show Emploves Datgilts

Imterirn Resiew Initiator - Blomme, Dominga X
Interim Review Siatus  Initiated

Asgesgments Appiivals and Ackiowledgments

Approvals and Acknowledgments

Intenm Review Mumber 1

Meed Halp?
This screen provedes inforrnation regarding the status of your employee's Intenm Revew

Select Show' 10 see the delailed information about the stalus of your employée’s Intenrm Riéviine,
o ", 18] | T =,
Details Tasks Stalus Actian
b=t 18P 10 Rating Official - Rlequest or Document Higher Level Review (f Requaned). NOTE: il nod required, go Mot Star |
~ 1o Siep3 Started
P=Zho
b= Show Step 3: Rating Official - Document Communacation to Employee g:““ 4 | Start )
ELE
B Sho
ICE h‘:‘ﬁl{ | ICE Paa T | Disgnostics | Harma | ooyl | Prafargncs
Aibond this Pages

The Approvals and Acknowledgments Tab displays details about the approve;I steps of

the employee's Interim Review. Select the Start button to continue.




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

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

Show Al Details | Hide All Details
Details Tasks

¥ Hide

Status Action

@ TIP There are twn nptinns available to camplete this step If you are bath the Rating Official AND Higher Level Reviewar, use Option B to dacument the appra
Option A - Transfer to the Higher Level Reviewer (HLR)

Name Title

Dobles, Titus K Rating Official
Topps, Donella C Higher Level Reviewer
@ TIP Please select new HLR fram list of values, if reguired

Change Higher Level Reviewer |Topps, Donella C ,,;?

Message to Higher Level Reviewer

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

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

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

| Cancel | | Transferto Higher Level Reviewer without E-mail Not\ﬂcat\onj | Transfer to Higher Level Reviewer with E-mail Notiﬂcationj

« | >%
From the Approvals and Acknowledgments tab, using Option A, the Rating Official can
transfer the plan to the Higher Level Reviewer for review,
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Interim Review- Rating Official
| | [ [ ][l

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

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

Higher Level Reviewer |Tupp9, Donella C Q? Method of Review -
Review Date | ﬁ Other Method | Cancel | | 53

ICE MyBiz | ICE PAA YT | Diagnostics | Home | Logout | Preferences

Using Option B, the Rating Official can document Higher Level Reviewer concurrence. The
Rating Official completes this step once they have reviewed the plan and are ready for

second-level review.
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Create/Update Interim Review

Employes Infarmation
Employes Mame  Blomae, Dembngo X
b= ployes Diat

Inferim Review Intiator  Blommae, Dominge X
Intenm Rivigw Status  Initiated

IRV oot cknawiedaerts |

Raturm To Interim Redews Tab

Intanm Riview Numbar 1

Appravalt and Acknowledgments

Detalle Tasks

Siatus Actlan

[
b=
=4 Step 3 Rateg Oficial - Documint Commuracation bo Employss 2":“ 4 Start
—hame
b=
IGE WyBiz | ICEPAANT | Qiagnostics | Home | Logout | Preferences
Lecu this e

The Approvals and Acknowledgments Tab displays details about the approval steps of
the employee's Interim Review. Select the Start button to continue. 73



Interim Review- Rating Official
l Create/Update Interim Review

Return To Inlerin Reviews Tab |
Employee Information
Employes Mame  Eutsler, Takako Q

.

Interim Review Initiator  Bogema, Genny B

I m R M
Intenien Review Status  Initiated e Renew tumber 2

Lot T Appr ovals and Acknowledgments

Approvals and Acknowledgments

Meed Halp?

Denails Tasks St Action
2
D

Communicatson Dae  |16=Apn 2009 E

Cormmunscation Method  |[EIILRSEES
Othes Method |

Save and Transfer bo Employee for Acknowiedgment | Save and gobo Slepd |
p=ci

CE MyBiz | ICEPAANT | Diggnostics | Home | Logow | Preferences
Bt thiz Peos

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

the acknowledgment, or the Rating Official can transfer it to the employee to
acknowledge the Interim Review.
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M, Confirmation
B o same you want 1o ge 1o Step 47

Dio you want 10 condinus?

BC WDz | ILE AR VT | Liageosins | Home | Logoul | Preferences
Adend theh Page

The Rating Official would select Yes if they are ready to document the
employee’s acknowledgment.
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CreatalUpdate Interim Raview

Empleyes Infarmation

Employes Mame  Blomme, Demingo X
b= Shisw Emplowes [ed

Interim Roview intiator - Blomme, Domingo X
Interm Rewew Status  Pending Empl Acknowledgment

Rutun To Intenim Rivigws Tab |

Irtenim Rinniw Mumber 1

Approvals and Acknowledgments

Details Tasks
=
it
b=
1 g

Step 4: Rating Official - Docurnent Ermployee Acknowiedgrment

ICE Mybsz | ICE PAANVT | [epgoosics | Home | Logout | Prederen

Mead Halp?

Status Action

Mot Stated | _Stad |

k-4

The Approvals and Acknowledgments Tab displays details about the approval steps of

the employee's Performance Plan. Select the Start button to begin.
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Interim Review- Rating Official

Fiiturn Ta Inbirim Riwirws Tab |
Employee Information

Employes Mame  Blomme, Damingo X
. Enmt

Intenm Riniiw Initiator  Blamme, Domings X Irdarim Revwew Numbes 1
Irterm Hewew Stales Pending Empl Acknowledgment
Azgessments Approvale and Ackmowledgments

Approvals and Acknowledgments

Details Tasks

Stams Action
=
(=2
=
?..
& TIP These fields are sulo-populated 9
Acknmwdedgment  |Refused =
Oahee
oae (MG )
Saw
ICE Miyfliz | ICE PAAWE | Disgeostics | Home | Logoul | Erefarences
T A

The Rating Official is documenting the employee’s acknowledgment of the Interim Review.
Once documented, click Save to continue.

77



Bz KEPAAND [iegreaficy Home Loood Frelorences

Create/Update Interim Review

Raturm To Interim Redews Tab

Employes Infarmation
Employes Mame  Blomae, Dembngo X
b= miployes Dat

Inferim Review Intiator  Blommae, Dlominge X Infarrm Raview Murmbar 1
Intenm Rivigew Status  Completed

LEETEEN T T Approvale and Ackmowledgiments

Appravalt and Acknowledgments

Datalle Tasks Srales Actian

YTYVY

LE WyDiz | ICE PAANG | Disgepsics | Home | Logoul | Prefsrences

The Rating Official selects the Return to Interim Reviews Tab button.
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CEMEE KEPAS Y D0y Home Loond Freloence;

MG PAL - Rating Officlal

Trangler bo Employes | Track Progress ) Rebam o Main Fage

Employes Infarmation
Employes Mame  Blomae, Dembngo X

=
Plan Aninudl Appraisal Chir ALt Lments Riparaf sems
Inftarim Reveas
. . Ieend Halg?
8 8 ed. and vie
1
Sty
har .
& TIF Intenm Reviews 306 8 fave
Creabe Interim Fedew
Creation Highir Lewel Comimunicatian Communicatisn Employes Ack
Humber Created By Date Revlew Date Status Date Mathod Date Action Dalata
1 glr:url;'lnrlmr;::- X Z0-har-2003 . 20-ttar-2009 Completed 20-bar-2009 Face 1o Face 20-War2008 o Hivery |
I

CE WyBiz | ICEPAANG | Disgrostics | Home | Logoul | Puefirences

5]

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

T

!H:ﬁ-
A

CEMRE KEPAS WD [isgrogics Home Loool Prelerences

Track Progress

Rt b Préndous

Hend Help?

Employes Information
Employes Mame  Blomme, Demingo X

fr1an
Deafted

Rewewed by Higher Level Reviewar
Approvad
Acknowledged by Employes
nterim Riraow
Ermnployes - Self Assessmant
Rating Cfficial - Assessment
Renesed by Higher Leve| Rimew - f Reguared
Camrmuracatéd to Employes by Raling Oficial
Acknowladged by Employes
Ppe aisal
Ernployes - SellAssesamant
Rating Offcial - Assedement
Highir Livvi]l Rirnirwr Approved
Commuyracated to Employes by Raling Official

R LR

Fatum fo Previous
ICE WyBiz | ICE PAANT | Disgnostics | Home | Logout | Preferences

AUl thes Pane

This page displays the status of the Performance Plan throughout the cycle.
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Annual Appraisal- Employee

Performance A]]ijgil App“l:ﬂﬂﬂ]l {FM} EEMyE: KERASYS Homs Lol Pressrences Cosche Hele Disencdics IIII

Versian 3.0
‘iii::li::n Provsde Ghaesl Fesdback Wty Jouenal
Employes
Performance Appraisal Application Main Page
Jaed Halp
Warning The Performance Appraisal Application is designated for sensitive unclassified personne
information orily IOT ente i ) Inauthonzed relaasa of
classifiad infarmation 15 aviolation of law and may lead to prosecution
[:] F ] ] ] 8 Al (- -] Al ] ' gate ok i al al
an alsn 1] F lar BClirg o Rppra i pag
pate @ ance F i ] d &
. 2 s Select a0 ull = U
. = Sale ‘b
.
Impertant: To become famdiar with the columns, salect the Meed Help®
Appralsals of Blomme, Dominge X
Create MNew Flan
|--Ch-:ch=n a Plan Typg j G )
Table Size |1€I Tl
Employes Canrami Fating Appratsal  [Appratsal [Plan Approval Flan Cunram P,
Hama (hwmen Cfficial Name [Year 1] LLETEY Type|Status Slabus Action
Blomme, Blamena, Rhynes, Intenmm Review Ugdate = Iy
Domingo X [Domisgo X Cosred Z 2009 m 1BMar 2008 NG Approved o0 [ =] (o)
sl i comp 1
=l I I
‘I-;«'xi My Page | Prpade Gues Feadback | My Jourgl | ICE MyBiz | IKE PAANYE | Home | Logowt | Preferences | Oeacle Helo | [uggeacice -

To begin the Annual Appraisal the employee selects Update and then the Go button.

82



Annual Appraisal- Employee

W KEMBE KEPAAYS Disgnomics Home Loood Praberences

NG PAA

( Trangfer bo Rating OMcial ) Track Progress ) Retum to Main Fage |

Employee Information
Employes Name  Blomme, Doamings X
P-Show Emplayes Details

Mﬁeﬂm / Annual Appraisal | Other Assessments | RepordsFoms
LI vission Goals | Job Objectives | Approvals & Acknowledgments

Plan [aetails

Thas screen prowides information about the status of your performance plan Mead Halp?

* Lpdate your Appraisal Type and Apprasal Dates, if necessary. Imporant Nete: The Appraisal Penod Start Date represents the start of your performance
evaluation panod under this plan. Certain information such as yowr pay grade and step will ba populated on your appraisal form based on this date. For
additional guidance select the Meed Help? link

» Change the Rating Official andfor Higher Level Reviewer

» Transfer the plan 1o your Rating Official

To change a Rating Official andfor Higher Level Reviewer or both, select the ‘Change Rating Official andfor Higher Level Rieviewer’ button, When done, select the Nexd
bisttan of the Mission Goals" 1ab

(_Change Rating OMcial o Higher Levil Rivigwer |

Appraisal Type | Annual Appraisal - NG = Performance Plan Approval l._?'a“'a 16-Mar- 2009
Appraisal Period Stan Date 01-0c1-2008 Plan Last Modified
Appraical Period End Date  30-Sep-2009 Ureated By Glamma, lomingo &

Appraisal Effective Date  01.0ct-2009
Ratmg Official Mame  Rhiynes, Conrad £
Higher Level Reviewer  Fred, Abdul N

ICE MyBiz | ICE PAAYVT | Duagnostics | Home | Logout | Prefarences

The employee would then select the Annual Appraisal Tab. 83



Othar Assessmants | Repots/Foms

Jirs Gl lives

Waights
!
Select Onder Ul'-]!l.liwli“? Slamis |l_'|||l||I:.||.'|.||-
w 1 [T APPROVED
L& | APPROVED
Job Chjective
bgsber

Ernployes Sell Assessment

/

This is where the employee inputs the Self Assessment.

/

This is where the employee would input their Annual Appraisal Self Assessment for each
one of their job objectives.
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MG PAA

Employes Infarmation
Employes Mame  Blomae, Dembngo X
b e s [ial

Pian | Inbirim Réviws CAhir ASSREEmEnts

Translat o Rating Oficial J Track Progress ) Retam o Main Fage

Risportaf onms

Assessnwas
Jolr Ohjectiees
Waigh
Select Ouder OhjectiveTitle Status (Dption
L 1 st APPROVED
s 2 rest APFROVED
Jobs Objecthve
lester
-

4

L3

After completing the Self Assessment for each job objective the employee selects the

Transfer to Rating Official button.
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LT
(% ) Performance Appraisal Application (PAA)

Ung B Lhiiy KEFPSANWD [eonogtcy Home Lo Erederences

Employes Motification te Rating Official - Rhynes, Conrad Z
GCarcal | | Trandfar 1o Rating Cfficial withoul E-roail Motiication | | Transfer i Rating Oficial with E-mail Mosfic aon |

Mezzage to Rating Official

Canoal | | Transher o Ratng Official without E-rmail Molification | | Trandfir o Raling Offitial with E-rdil Matification )

CE MyBiz | ICE PAAYS | Disgrostics | Heme | Logost | Preferences

byl ey Poge

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

this functionality to work. 86



Ferformance Appraisal Application (PAA) KEME LEPASYD Home Lot Praferences Cosche el Disonouics
Versian 3.0
P'M [ETT T Frivide Guest Feadback
Rating GificlaliHigher Level Reviewer

Performance Appraisal Application Main Page

Beed Help?
Warning: The Performance Appraisal Applcabion
information anly. Do MOT enter classihad infarmmationin th
[
Impartant: To Becoms famadiar with it ming, salect the Meed Helg
Plans!Appraisals In Progress
Craate Mew Flan

Shiow M I.-'-JI Appraisals =| Appeaisal Year |ALL = |--'Ch|::|$e 2 Flan Type- ﬂ Ty
Table Size I13 'I
Employes Currant Ratimg OfficiallAppraiszal  [Appraisal |Plan Approval Flan Current PAK
Hams LT Mami LT 1] [hane Typ | Stamis SranE Actlon
Blommi, Rbyrgs, Rhiynes, L. ~ r Intinem Rintis IUp:IaIP ﬂ G
Dieningo X Conrad I Conrad L 2009 m 1B-Mar 2008 NG Approved Completed

From the Main Page the Rating Official selects Update and then the Go button to
begin reviewing the Annual Appraisal Self Assessments. 87



Annual Appraisal- Rating Official

NG PAA - Rating Official

Transfer to Employee ) Track Progress ) Retumn 1o Main Page )

Employee Information
Employee Name  Blomme, Domingo X

M interien Reviews | Annual Appraisal | Omer Assessments | Reportsi oms
ST wssion Goals  Job Objactves | Approvals & Acknowtedgments

Plan Detadls

o Update the Apprmsal Type and Appraisal

Important Note: The A

Change Radng Officlal or Higher Leved Reviewor )

Appeaisal Type lAnnuaI Appraisal - NG ;l FORURONCY *W0 AMONIS - SP-200)
Plan Last Modified Date

» Appeaisal Period Start Date [01.0c1.2008 E Crested By Blomme, Domingo X
» Appraisal Pediod End Date [30.Sep2009 1)
« Appraisal Efiectve Date [01.0c12009 53]

Rating Officisl Name  Rhynes, Conrad Z
Highes Level Reviewer Fred, Abdul N

NEXT>

E MyBiz
iyBiz

From the Plan Details Tab the Rating Official selects the Annual Appraisal Tab.
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ICEMyBIZ ICEP&4 Y3 Disonastics Home Lowout Preferences

NG PAA - Rating Official
( Transferto Employee ) Track Progress )i Return to Main Page |

Employee Information
Employee Mame Blomme, Domingo X
B> Show Employes Details

Plan | Interim Reviews SENHTERDETEEINY Other Assessments | Reporis/Forms

T Lo i Rating of Record | Approvals & Acknowledgments

Assessments and Ratings
This screen allows you to view your employee’s | eotives and self-assessment and wite your evaluations Meed He

Engloyen Sell ASSessman

s Select the ‘Radio’ buttan next ta the Job Objective you want to evaluate
ThIS |S Where the employee Inputs the Self ASSeSSment s Once all Assessments and Ratings have been assigned toJob Objectives, select the Rating of Record tab.
* Appraisal Type | Annual Appraisal - NG ~ Appraisal Period Start Date 15-0¢t-2008

Appraisal Effective Date  24-Sep-2009 Appraisal Period End Date  [23-Sep-2009 E

Job Objectives

Weights
9 Adjusted
Select Order ObjectiveTitle Status (Optional) Weight Ratii
& 1 test APPROVED
(a] 2 test APPROWED
Job Objective
15t =]
Rating Cicial ASsedtimii
This is where the Rating Official inputs the assessment
: il

Countar |55
Oijcines Faling
Opteanal Weight Job Objective Riating |3 =|E

Adpsted Weight hl

Retuin b Tap of Page

This is the location for the Rating Official to input the Annual Appraisal Assessment and
the Job Objective Rating. Click on the Rating of Record Tab to continue. 89



MG PAL - Rating Officlal

Transfer by Emploves | Track Progress ) Retam o Main Fage

Employes Infarmation
Employes Mame  Blomae, Dembngo X
b 0 e et

Plan | interim Reviews JTETTEIETR  caner Assessments | Ruped &
Assossments and Ratings W L Gl Appeovals & Acknowiedgrnents

Fasting of Fecond

Ideed Halp?
lmyportani Hote: Or
Jub Objectie Ratings
Welght % Aadjirted
Ordar OhjectheaThile Siatus {Dptionall Welght Rating
1 et APPRONVED | d B
2 et APPROVED ]' 3 j"

Fotineg o Rl

Sgrage Score 300
Rateg of Record 3

Aol thej Page

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

score and the Rating of Record. From here the Rating Official will go to the Approvals and
Acknowledgment Tab. 90
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k ) Performance Appraisal Application (PAA)

T

CEMEE KEPAANYD Doorgaicd Home Loood Prolorelces

MG PAA - Rating Officlal

Translar bo Employes | Track Progress ) Rebam o Main Pags
Emplaye# Infarmation

Employee Mame  Blomme, Demingo X
b Employes Dats

Bian Inumhﬂmﬂmrusnsmanu Froponsfeams

Asgisemaents and Ratings Rafing of Rucord Approvals L Acknowledgments:
Apga owals & Acknowsledgnnent s

Details Tasks

Srats Action
B=Chiw Step 1: Rating Ofcisl - Regquest ar Document Higher Level Rewieser Mot Stafed | Siar )
pci
b. I
GEMxEZ | [CEPAANT | Diageosics | Home |
Al this Fage

Logoul | Preferences

From the Approval and Acknowledgments Tab the Rating Official selects the Start button
after the Annual Appraisal Assessments are put in for each job objective
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Approvals & Acknowledgments
This screen provides information regarding the status of your employee's performance plan.

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

Show Al Details | Hide All Details
Details Tasks

¥ Hide

Status Action

@ TIP There are twn nptinns available to camplete this step If you are bath the Rating Official AND Higher Level Reviewar, use Option B to dacument the appra
Option A - Transfer to the Higher Level Reviewer (HLR)

Name Title

Dobles, Titus K Rating Official
Topps, Donella C Higher Level Reviewer
@ TIP Please select new HLR fram list of values, if reguired

Change Higher Level Reviewer |Topps, Donella C ,,;?

Message to Higher Level Reviewer

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

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

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

| Cancel | | Transferto Higher Level Reviewer without E-mail Not\ﬂcat\onj | Transfer to Higher Level Reviewer with E-mail Notiﬂcationj

pa

) | vl
From the Approvals and Acknowledgments tab, using Option A, the Rating Official can
transfer the plan to the Higher Level Reviewer for review,
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Annual Appraisal- Rating Official
] [l

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

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

Higher Level Reviewer |Tupp9, Donella C Q? Method of Review -
Review Date | ﬁ Other Method | Cancel | | 53

ICE MyBiz | ICE PAA YT | Diagnostics | Home | Logout | Preferences

Using Option B, the Rating Official can document Higher Level Reviewer concurrence. The
Rating Official completes this step once they have reviewed the plan and are ready for

second-level review.
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| [
Q’;ﬁ) Performance Appraisal Application (PAA)

Ty

MG PAA - Rating Officlal

Track Progress. ), Febum fo Main Page

Emplaye# Infarmation

Employee Mame  Blomme, Demingo X

Bian Inumhﬂmﬂmrusnsmanu Froponsfeams

Asgisemaents and Ratings Rafing of Rucord Approvals L Acknowledgments:
Apga owals & Acknowsledgnnent s

Details Tasks

Sramnig Betion
[+
b *
b Stiep 3 Rating Oficisl - Dacumint Communicatsan Eo Employse Mol Started Star )
GEMxBiz | ICEPAANT | Diageosics | Home | Logoul | Pufirences
ALl this Fasoge

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

employee and the acknowledgment of the Annual Appraisal Rating by selecting the
Start button.
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Annual Appraisal.

MG PAL - Rating Officlal

Employes Infarmation
Employe

Teack Progress ) Redam o Main Page

e Mame  Blomme, Demingo X
= Employee Dt

Pian | Inbirim Réviws CAhir ASSREEmEnts

Riparaf sems

Assusbments and Ratings Rling of Record Appovals & Ackowledgments
Apga oveals & Acknowledpments
Tt A 0 foerread Magid Hele®
Details Tadks Slamis Bctiom
b
T
?‘ 44 ¥

Comenunication Date W E

Communication Methed  |[EECEDIEE] =
Crheer Bathod
Ratng Official Mam |F|h3rnt::-_ Cormad Z
Save
E WyBiz | ICE PAANT | Diagros)
i P

| Home | Logoyl | Feelerences

From this page the Rating Official documents the communication to the employee of the
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&ﬂ!?z?c
@) Performance Appraisal Application (PAA)

1%, Confirmation

Once you exit the appraisal, this appraisal will be removed from your Plans/Appraisals in Progress and a copy will be placed under the "Completed
Plans/Appraisals’ found on the PAA Main Page. Select the Print NG Form 430° button if you wish to print the form prior to exiting this appraisal.

Do you want 10 continue?

The Rating Official selects the Yes button to complete the Annual Appraisél.
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CEMRE KEPAS WD [isgrogics Home Loool Prelerences

MG PAL - Rating Officlal

Employes Infarmation
Employes Mame  Blomae, Dembngo X
b Ennr s [ial

Plan | Interi Reviews JITTTTIFTR - cther Assessments || Repodsif srms

Teack Progress ) Redam o Main Page

e et T At L BT T Approvals & Acknowledgments

Apga oveals & Acknowledpments

Details Tadks
b=

s

v

Comemumication Date 20-Mar-20080
Communication Method Face to Face
Crber Méthad
Hatng Ufbcanl Mame  Rhynes, Conrsd L

Stans

Frind MG Foerm 430

—

GE MyBiz | ICEPAANG | Qiagrostics | Home | Logoul | Pueferences

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

- /71

‘iuiﬂim Privide Guest Feedback | My Journal

Employes
Performance Appraisal Application Main Page
Meed Help?
Warning: The Performance Appraisal Application is designated for sensitive unclassified personne
nfermation onky. Do NOT enter classified information in this system. Unauthonzed release of
classified information is a violation of law and may lead to prosecution
Frorn the Main Page, yo gate, update and vew your Perfomance Plans, view and pint part or an entine plan after it is created; and track the stalus of a plan, You
can also search for completed plans by selecting the Show Completed Plans/Appraisals” bnk located at the bottom of this page
e @ Performance i T =] I i | T | &
& Sple Ch i Pl I # S@lect an 1ar i Thi A I uli
& Sple Apnpraigal Pl I # S@lect the T I
® Sple ' bigdtan
Impomant: To becarme farmliar with the columng, select the Meed Help
Appraizals of Blomme, Dominge X
Create Mew Flan
[--Choose a Plan Type-- =] (6]

Table Size |10 'I

Employes Current Rating Official [Appraisal  [Appraisal |[Plan Approval Flan Current PR

Hame Chamien Hame LEET] L1} Date Type|Status Status Bction

Blamma, Blamme, Rhynas.Cunradm 5 16-Aor-2000 B 1 | ; |Updal:e d 50 )
Dominga X Dominga ¥ Z i Approve A

Transfar 10 Rating Official
ReparsForms
Track Progress

Select the link to seanch for completed plans

o Cornpleted PlansfAppraisal

EBAA Main Page | Provide Guest Feedback | My Jowmnal | ICE MyBiz | ICE PAANYE | Home | Logowl | Breferences | Qracle Help | Diagnostics
Ak b e Pae

From this Main Page the employee, Rating Official, or Higher Level Reviewer can

select the Reports/Forms option to begin viewing or printing selectable reports 98
and forms.



Reports and Forms

Performance Appraisal Application (PAA)

KEMyEiz KEPAA VS [(Mbonotics Homh Logodl Prafersnces

Fetum bo Main Page |

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

ViewlPrint Form

Selecting the “View/Pnnt Form™ button allows you 1o print the Parfarmance Plan, Intenm Review(s)V/Closeout Assessment, and Annual Performance Appraisal (NGB

Fomm 4300
‘WiewaP'rind Form
Il_."|;' h‘.!*fl; 1 ICE PAS W3 1 Chagnoztics | Homea | ooyt | f—"lg‘g'ﬂn;gg
Aboad this Pags

These are the different areas of the form available to print. Until the Annual .
Appraisal is complete the Form 430 will be a working copy. 99



Reports and Forms

Cld = U TN IO U TS o WL U 1dvy Sl | I-J_- Ty Ly I 1o pme g |

Frorm the Main Page, you can create, update and vew your Performance Plans; view and print part of 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’ Bnk located at the bottom of this page

To create & Performance Plan To complete other actions descnbed above
] » Select an oplion fiom the Action column
. » Salect the Zo" button
®

Important: Ta becarme Grmliar with (he columng, select the Moed Hielp?

Appraisals of Willette, Morgan M
Craate New Flan

[~Choose a Plan Type- =] (6o

Tahle Size |10 '-I

Employee Name Cuirent Owinei Rating Official Name Appiaisal Year Appraisal 1D Plan Appioval Date Type Plan Statis Cuiient PAA Staties Action
MNao results found.

Select the lmk to search for completed plans

Completed Plans/Appraizals
1. Begin with endering search crileria, The followang fields can be entered in any combination; .0, Appraisal Year anly or Appraisal Year and Ewvinl
2. Select the Find bulton, Your results will be based on your search critena If there is no search crilena entered, your resulls will be all Completed PlansfAppraisals

Appraizal Year 2009 'I

=LA N Pedormeance Evaluation

Find ) [ Chear )

Tahle Size |10 'I

Appraisal Year I.ﬂ.ppu.ris.n (13 Type |Ewr1l |Ew.=||'r Completion Date | R portsFoy
000 N NG M Pedorrmance Evaluation 30-Sep-2000 w

PAA Main Page | Prvide Guast Feadback | My Jowmnal | 1CE MyBiz | ICE PAANT | Home | Logowt | Preferences | Qragls Help | Disgnostics
Al d et Pads

In order to view or print completed appraisals, select Show Completed Plans and
Appraisals from the Main Page. From this area you can search by Appraisal Year 100
and print by selecting the printer icon.



