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Introducing the National Guard
Performance Appraisal
Application (PAA)

This briefing is
UNCLASSIFIED
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Overview

This Overview focuses on:

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

 The Employee creates the Performance Plan

* The Rating Official reviews and approves the Performance
Plan

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

 The Employee creates an Interim Review

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

* The Rating Official reviews, approves, and rates the employee

* The Rating Official documents communication to the employee

of the rating ,
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Tab Interface

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

Select this tab to view and

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

Performance Plan l approve a plan
Ftepurtawams 1

Plan Details | Mission Approvals & Acknowledgments

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

3
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Establishing a Performance Plan - Ermlo ee
I N

-

@ Performance Appraisal Application (PAA)
Version 3.0 . - : : =
e EEMf CLFALYY EREALYD Home Lomsd Rrtererces Dusd The Need Help link will

Employee give you information on
what is available on the
page where you are

Performance Appraisal Application Main Page

Need Help? located.
Warning: The Pedformance Appraisal Application is designated for sensitive unclassified personnel
nformation anky. Do NOT enter classiiied information in this system. Unauthonzed release of
classihed informaton 15 a violation of law and may lead to prosecution
From the Main Page, you can create, update and siew your Pedomance Plans; view and print pat or an entire plan after it is created; and track the status of a plan. Yo
can also search for completed plans by select ng the Show Completed Planst@apraisals' ink located at the botlam of thes page
To create & Pedwmance Plar To complate oikher aclions descibed above
» Salect Choose a Plan Type e Salect an aption from the Action colum:
+- Billet Avprsdesd Pien Triie piioi it kil " To create a new Performance Plan:
A IV X oy Select Choose a Plan Type
Impanant: To becoms farmiliar with the colemns, select the Meed Help?' link SeIeCt Nathﬂa' Guard (Tltle 32)
Appraisals of Blomme, Domingo X SeIeCt Go
Create Mew Plan
This table includes information on the status of existing plans. --Chagse a Plan Type-— =] (Gs
F[?nl Er‘us?creen you can view and update existing plans. el Eaeity Pargsairel Cystern
: _. = Dafanse Cralian Intelgence Personnel Systern
Employes Curant Hating Official |[Appraksal  [Appraisal [Plan Approval Plad piarional Guarnd Title 32)
Hame i i Mamis LCET I [rane T:"m Sl P JOETam
Blomma, Fred, Abdul Rhynes, Conrad Plan in Wi =| (0o
Dommgo X N s 20039 27 NG Pending Prograss | ddad ...I =0
gt 1 1 irc| T rmpl#ed plan
=) I | i

IGE MyBiz | ICE PAANE | ICE PAA YT | Hame | Logeyd | Preferences | Cracle 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

T 4
plan after it is created and track the status of the plan.
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Plan Detalls- rr_IEIo ee

Performance Appraisal Application (PAA)

KEM:BE KEPAANT EKEFASYY Home Loooul Profersn <

Create Parformance Plan: Setup Details

Cancal and Retum 10 kain Fags |

[esd Halp?
Employes Informatien

Employes Name  Blomme, Domingo X

Setup Details

Build héw Plan | | Copy From ExsSing Plan |

Apprasal Type  Annual Appraisal - HG

& TIF The Appraissl Pencd Stan Dale represents the star ol the employes’s performaence evaluslion penod whier ol
::I w BFTEN T \"'.. !.'}".: 3y & =| 1
e NGB Form 430 based om 1 date. Pleage review snd change this date f neceszar
= Appraisal Penod Stae Date El-ﬂﬁm ﬂ
= Agpraiasl Penod End Date  [30.Sep 2009 E
= Appraisal Efecinve Dale ﬁl-ﬂdm ﬂ
= Rating Official Name  |[Bogema, Genny B w?
= Higher Lewvel Revewer Hame  |Steinhant, Zane 7 :P’

ICE WiyBiz | ICE PAANVD | ICE PAAYS | Home | Logous | Preforences

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

5
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Plan Details —E

nmlo ee
I B B S e [ N

This shows current
employee
information

\

En‘ip!ﬂ'g'.l Infarmatien
Emgloyes Hame  Blomme, Domingo X
W Hids Erploves Dol
Infoermation as of: Today
Fay Plan/Grade/Sep G51102
Dccupational Code
Posdion
Degamization
Location
Work Schadule
Aszsignment Stalus  Active Appointment
Employes Numbar 449191
Indermation as of: Teday
Curent Base Salary  §51,195.00

Widdienown, U5
Full-Time

Setup Details

= Indicates required finld

= Appraisal Type

& TIP The Apprais
plan, Car

b
1 P

nbcarnakinr

£ 255 haead oe thie dsd
o Fonm &4 bafed on this dale

= Appraisad Period Stan Date
= Anpraissl Penod End Date
= Appraisal Efecten Date

= Rating Official Mama

= Higher Lireel Ressiiwnir Mama

Create Performance Plan! Setup Details

Cancel and Relurn 1o Main Page |

Heed Help?

2130, Traffic Mansgement 2 130§
BOSHR000. TRAFFIC MANAGEMENT SPECIALIST.B91108,HGIG TECH
193 LGR SO NGZGHAOWEFIH501

Bluild Mew Plan | | Copy From Existing Plan

|Anr|un| Appraisal - NG;I

23t of 1k & alugisan period under this

oy#e's base salary band will ke populated on

Nagse réaew and char qe thoe dale

Froame B
[osepzom 5]
proazne B
Iﬂhynl-l. Canrad £ ?’

[Fred. Abdin 7

f neLessary

ICE MvBiz | ICE PAAYT | Home | Lootad | Preferencas -

6
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Plan Detalils-Employee

MG PAA
Transder 1o Raling Official | Track Progress J, Retun o Main Page |

Employee Information
Employes Name  Blomme, Damingo X
B Shiw Emploves [eds

L FesoitsFoms

M winsion Goals | Job Objectves ppnovils & Acknawlpdgrmients

Phan Dlatails

Gl Megd Halo?

d 3l [ate ary, Impartant Nete: The Appraisal Penod Star Dae represents the star of your perf
' Viigorlpiisni You can change your
0t Rating Official, Higher
e & e Level Reviewer or both
tat with one click.
Change Rating OMciad or Highar Lavel Reviewas |
Agpraissl Type [ Annual Appraisal - NG =] Perfarmance F;un Appreval Dra'-u
lan La=1 Modified
= Apprarsal Penod Star Date W E . aélﬂ;id EIE} Blomme, Domings X
= Apprasgal Perod End Date  [30-Sep-2008 E
« Appiraizal Effective Date ﬁi.ﬂum E
Rateg Ofcial Mame  Rhynes, Conrad £ When you are done,
Hi Larwnl Bl Fred, Abdul M
s bt Heapeer Fred, Shdu /_ select the Next button
HEXT» or the Mission Goals

tab to build your plan.

EMyBiz | ICEPSANT | Home | Logowt | Preferecces

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

date and change the Rating Official and/or Higher Level Reviewer. !
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Mission Goals-Employee

STy,
&

&

k%iﬁ) Performance Appraisal Application (PAA)
¥

I

MG FAA
Transder lo Raling Official | Track Progross | Fabem o Main Page |

Employes Informatien

Emplayes Name  Blomme, Deminge X

LR Fepoits orms
Flan Dietails Job Obgecies Apgiovals & Acknisdadgmignts.

Klis s Goals

This 15 where wou input wour Mission Goals

ey Croualy|
Counber |I.'

=PREVIOUS HEXT=

This page provides information regarding your Organization’s goals and priorities. Either
the Rating Official or the employee can provide this information. Select the Next button to
continue. 8
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"_H-E 'l'j-:.

s

T a22% : s
Q{‘;;ﬁ) Performance Appraisal Application (PAA)
o

Job Objectives-Employee

KEMET KEPAANT EEPALNYY Home Lonoul Poofere 4

NG PAA

Emplayes Information
Employes Mame  Blamme, Daminge X

A Reportswoms

Transder 1o Rating Oficial ) Track Progross § Reben o Main Page |

Pian Dolails | Mission Goals JNENTCTI TR0 - Approvals & Ach

Jodi THsecihes

Impoitant: You must hive ownessbap of your Pefrmands Plan bo updats

Impartant: H your Job Obgecie i appi
& TIP Only “Approred™ Job Obpecives vill be gged 10 calculale ihe raling of record and average scoee Al “Agproved with assigned apliog
wmighits muest egual a 1otal of 100
Agd Job Ohjecive
Drevails Numbar Tile Htan Welght % [Dptionali fActian [relene

Ho results found

ICE WiyBiz | |ICE PAS YT | ICE PAA YT

=PREVIOLIS | | NEXT=

| Home | Logout | Preferences

-

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

Performance Appraisal Application (PAA)

Add Job Objective
. ates required feld Sowe | | Save and Add Ancther Job Obdecive | | Saveand Retum o Job Objecives Tab |

The Job Objective Number
auto populates

Dibjecte Mumber 1

= Objpecire Title |.-:|,_,5|.-|.|. Caontel
= Start Date F 1-Cipt-2008 E

T N You can change the
Job Ofyectr Status FPENDING start date to reﬂect the

Date Las1 Madrhed 2 -Fab- A0 .
period of performance

Job Ofyectms

The is whiri you Type your job obpecivg

You may copy and paste or
type your Job Objective

I'.‘q-urlrer i 7 /

Save | | Bawe and Add Another Jdob Obiectve § | Sewve and Rebumn toJob Objecles Tab |

ILE byphz | JLE Paabg | KEFAAYD | Home | Logout | &

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

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

'?‘-_H;E'Tj-:-:’l
Q”ﬁ]) Performance Appraisal Application (PAA)
o
s GEMEZ MEPAANT EEFAS VY Home Lomoul Preferen gl

NG PAA

Transder 1o Rating Oficial ) Track Progross § Reben o Main Page |

Employes Information
Employes Mame  Blameme, Daminge X

JET Reponswoms

Plan Dotalls | Mission Qodls - T FE S Approvals & Ack Apdgmtnls

Jodli THsecihes

oEe a o]
Impaitantz You must b
» Al Approved' Cibjaci et with a

Impertant: H your Job Objecioe is appr
ETIP Only "Approved” Job Objecives will be used 1o calculate the rating of record and mverage scone Al “Apprgved” Job Objectives with assigned opliona
woighls must egual & 161 LN
Add Job Objecive
4 Al Datsits | H ala
[hanalls Humbes Tide Status Walght " (Optlenal fction [alats

e L | Guality Cortrol PENDING [ -] \pdate | |

e

PShow |2 'I Tasting PEMDING | ¥ | Updule ) B

SPREVIOUS | [ NEXT® )

——aan

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 11

button.
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Approvals and Acknowledgments- Employee

JCE W ol P
Transder to Rating Official | Track Progross ) Roben o Main Pago |

Employes [nfermation
Employes Name Blomme, Demingo X
- o :
A Revitasoma

Plan Details |/ Mission Gaals o Job Objectes

Approvals & Acknowlodgnents

: Rl nencati Magd Halp?

s il
aint
g » | H

Cranaile Tasks Stahe fictian

[

=4

=

b -

This screen details the status of the approval and
acknowledgment process. SPREVIOLS
ICE wiyBig | [CEPAAND | IGE PAANT | Home | Logout | Preferences

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

Rating Official button to continue.
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Transferring to Rating Official
I DN DN D B B B B .

Performance Appraisal Application (PAA)

Employee Notification to Rating Official - Bagema, Genny B

Cancel | | Tranafer fo Ralng Oficial withoul E-mall Boiflcabion | | Trenafer fo Raleg Oficial with E-rnad Mobficalon |

Mezsage to Rating Official

Cancal | | Transfer o Raling Cfficial wahout E-mad Notfica®on | Transter o Rating Offcial wal E-mall Hodfication

ILE byBiz | ICE PAAYS | CE PAAYS | 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.
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Track Progress
I DN DN D B B B B .

&

Performance Appraisal Application (PAA)

EEMDE BEPRAV] KEPAANWG Home Logoul Preferences

Track Progress
Ritturn ba Prirdous

pbed Halg?
Employee Infermation
Employes Name  Blamme, Domingo X Select the ‘Return to
PrA R Previous’ button to
continue with the process
Thiz screen provides infarmation regarding the status of your pedformance plan throwlJTOUl T8 [FErGIENLE CyCis
When you ané dona reviewang your siatus, salact the "Retum to Pravious” bulton (o resumie your Ay
Pran
| [Dwafied W
!_!ﬁwpnm'd
| lAcknowledged by Employes
Pt Fisden
| [Employes - SeifAssessmen
i il:ﬂrn!'nunu: ated 19 EmPﬂﬂ]'ﬁﬂ by ﬂ:l:ln-g Official
| |Acknowledged by Employes !
Popratsal
| Employes - SelfAssessmen |
| KCommunicated 1o Emplayee by Rating Official ' ]
\_Fetum 1o Presious |

ICE MyBiz | ICE PAANVD | ICEPA&WT | Home | Logout | Preferances

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

Performance Appraisal Application Main Page

Meed Help?
Waming: The Performance Appraisal Application lesignated for sensive unclassified personr
rifarreeat om onl. Do M WS Qo in this Az authanzed rale
ifled | I o lead 1
Impomant: To becoms fimilisr wih the coluems
Plansiappraisals In Progress
Create Mew Flan
Stowhis. |20 dopraient W vy 5L 18 |--Chansa a Plan Typs = (G To review and approve a
Tk s [0 performance plan:
Employen |l'."||||u1|'I IFt.ﬂIulJ Oficial [Appralsal  |Appraisal |[Plan Approval Plian Current AR
MNarnis i inel Haine LEET] L] ata Typi|Status Ll Aetlai SeleCt the employee
This table includes Eutsler, Takako 233,;’;:.- o, SANY 0t a1 NG Pending ﬁ::';,:‘“ [ Update 2 (%) plan.
information .Or! the Tanks, Seema  Bagernas, Bagems, Ganny =009 & NG Panding Plan in |=JFda|E =] 5o
status of existing < Suyf B : P Select Update from the
. ogama, ogama, Ganny = lan in Update b T/
plans. From this _ Neifor, Lois | GoorvE B o & NG Pending oonrene ! L drop down menu.
D Pt s RO CWILS @ S S [ 3 &)
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 15
after it is created and track the status of the plan. UNCLASSIFIED / FOUO
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Approving a Performance Plan — Rating Official
I D N -:- I .

Performance Appraisal Application (PAA)

ICE MyBiz ICE PAAYS Diagnostics Home Logout Preferences

NG PAA - Rating Official

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

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

Plan Details Mission Goals Job 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 performance 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.

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

To change a Rating Official, Higher Level Reviewsr ar both, select the Thange Rating Official and/or Higher Level Reviewar' buttan.

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

* Appraisal Type IAnnuaI Appraisal - NGj Perfarmance Plan Approval Date

Plan Last Modified Dat
* Appraisal Period Start Date [15-0ct2008 anLas DC:;ztedaB; Rhynes, Conrad Z
L
* Appraisal Period End Date I23-Se|)-2l]l]9

= Appraisal Effective Date I24-Se|)-2l]l]9

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

[NEXT=)

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

Performance Appraisal Application (PAA)

ICE WivBiz ICE PAMA Y3 Diagnostics Home Logout Preferences

NG PAA - Rating Official

| Transferto Employee | Track Progress J Return to Main Fage J

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

m Reports/Farms
Flan Details SUESREEERN Job Objectives Approvals & Acknowledgments

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

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

B

This is the Mission Goals

=
[Limit to 1400 characters) Counter |25 /

[ sPRE¥IOUS | [ NEXT= )

ICE MyBiz | ICE PA& YT | Diagnostics | Home | Logout | Preferences

Lbout this Page

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

Performance Appraisal Application (PAA)

KEM:BE KEPAANT EEFAANY Home Loooul Profsrences

MG PAA - Rating Official
Transder o Employes ) Track Progress | Reben lo Main Pago |

Employes Infarmation
Employes Name Blomme, Demingo X
beci il 1

A Revitasoma
Plan Ditails |/ Mission Goals JSTPTTReTRelY  anprovals & Ackniowiodgments

Job Ofjactives

b Mead Halp?
iI
& TIP Qndy "Appraved” Job Ohjecives wal be used 10 ca abw Sk ralsg af
Agd Job Ohiecive
} . stails | H i
Caralls Mambss Tids Sratus Weighn % (Dptlenaly Actlan Dhalate
B-Show|1 %] Cuality Corral PENDING 60 = Mpdate ; ]

[ 2 '| Tasting PEMNDING 40 = Updats | | ]

SPREVIOLIS | | MEXT=

CE MyBiz | JCE PASYD | ICE PAAYT | Home | Logowt | Preferences

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

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

Performance Appraisal Application (PAA)

Update Job Objective
= Indicates required feld Save | | Save and Lindale Another.Job Objectve | | Save and Retum ko Job Objecives Tab |

Mged Help?
Oibject Mumber 1
= Dbjecime Title IrJUB"‘-T Cantid
= S2an Data 1-Oipl-2008 =
Joby Objectre Stalus FPEMDIMNG
Diate Las1 Modihied 27-Feb- 2008
Job Oyt
Thee is whiené you 1ype your job objectme
Counter 40

Sawe | | Save and Updeie Anothes Job Objgctve | | Save and Return 10 Job Objactives Tab |

dvfiiz | ICEPAANG | ICE P2

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

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

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

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

-

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

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

Show Al Details | Hide All Details
Details Tasks Status Action

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

@ TIP There are two options available to complete this step. If you are bath the Rating Official AND Higher Level Reviewer, use Option B to document the appray
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 requirad

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

Message to Higher Level Reviewer

This gcreen 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 Motification button to send the message

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

[Motice: You are about to contact Topps, Donella © by e-mail. 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-mail.

Cancel ) | Transferto Higher Level Reviewar without E-mail Not\ﬂcat\onj |_Transfer to Highaer Level Reviewear with E-mail Notiﬂcation]

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

20
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Approving a Performance Plan — Rating Official

Cancel : . Transfer to Higher Level Reviewar without E-mail Motification J . Transfer to Higher Level Reviewer with E-mail Notification )

Option B - Decument the higher level review has taken place by entering the fellowing infermation:

Higher Level Reviewer |TuppE.DunellaC t? Method of Review '|
Review Date | Other Method | _Cancel ] | Save
ICE MyBiz | ICE PAA WS | Luagnostics | Home | Logouwt | Preferences
-
oA }I_

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.

21
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Track Progress

MNesd Help?

Employee Information
Ermployes Mame  Blomme, Domingo X
P-Show Employes Detaily

Thigs screen provdes infarmalion regardendg the stalus of your perofmant @ plan throughout the
porfomanty cycle
When you are done réwewang your status, sefact the "Rétum to Previouws ™ bution to resume

Ol SCIATLY

Plan
| Drafted i

Jetenan Redew
Empluyes - SetAsgessmant
| Rating Official - Azsessmen

|

| Commumeated 1o Emplayed by Rating D0%eial
| ‘Acknowtedged by Employee
Papramsal

| Employee - SeffAssessment

| Higher Level Revewir Approved
| [Commumeated 1o Employes by Rating Ofcial

[Reluir 1o Prévious |

ICE MvBiz | ICEPAAND | KEFAANYS | Home | Logoud | Frefemnces

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

Meed Halp?
v unClassiied
hionzed releas
LE] cial
an a ar ap
ple pag
2 Pe
Impromant 0 Becoames Familiar vt h tBe columr g
PlansiAppraisals In Progress
Create MNew Flan
Friory I All epal d Y
Show Me E Apprascals *| Appraisal Year [ALL v] [__Eh:u 3% 3 Fian Type- ;] 6o
Tabile Size lILI x
Plan
Employes Cammant Fating Appraisal  JAppraisal [Bppreval Flan Crrent FAA
Name Crwsitiied Officknl Name|vsar L] [hate Typa|Stans  |Stahin Action
Willulte, Fried, Abdul Rhynes, - Appeaital Pending  [ipdate =| | Go
Morgan M M tonead 2 200 3 0282008 NG Approved i aon ol [ue —
Puskas, Puskas, Rhynes, Interim Feview [vimw =] Go
Weston R Weston R Conead 7 AN et O-Mar2ld NG Approved  eprnnieted
Edorramsa, Fred, Abdul Rhynes, Plan Penmng HLR  |update =] | 3o
Diominga 4 N Consad 7 A 211 NG Pandmng Ravidwr | pd ,_j
[
liin PAs | Gudd i Pyrficspant | ICEMyBi | ICE PAANG | Home | Legowt | Prefsrspces | Qugche Help

From this Main Page, the Higher Level Reviewer can review the employee’s
Performance Plan, view and print the entire plan after it is created and track the

status of the plan. Select the Go button to continue.

23
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Approving a Performance Plan — Higher Level Reviewer
I D DN D N N e

(i,'t;ﬁu Performance Appraisal Application (PAA)

M Al CEMWDI CEPAAYS Home Loooul Probsrohs o,

MG PAA - Higher Lavel Reviewear
Track Progross | Rotun o Main Pago |

Employes Infarmation
Employes Name Blomme, Demingo X

A Fevitasoma

JETTTTTTR  mission Goals | Jon Objectves | Approvals & Ackniowiotgments

s Chafl adls
LL B Halp?
Appracsal Type  Amnual Appraisal - HG Perfotmante Plan Approval Date
Agpraisal Period Start Date 01 Oct- 2008 Plan Last Mod#ied
Appraizal Penod End Date 305 ep-200%9 Created By Blomme. Domingo X
Appraisal Efective Date  01.0ct-20000
Rating Official Name Rhynes, Conrad 2
High Level Revigwar Frad, &bdul N
HEXT»

CE MyBiz | KEPAANT | Home | Legow | Preferarges

On this page the Higher Level Reviewer can review the plan details, track progress or return
to the Main Page. Select the Next button to continue. 24
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Approving a Performance Plan — Higher Level Reviewer
I D DN D N N e

Performance Appraisal Application (PAA)

CEMWD CEPAAYD Home Loooul Profsrsncen

MG PAA - Higher Lavel Reviewear
Track Progross | Rotun o Main Pago |

Employes Infarmation

Employes Name Blomme, Demingo X

A Revitasoma
Plan Details Joh Objec et Approvals & Acknislodgimients

Folis sl i Divaals

yid poontias. Whan dons set the Nast’ butten ar it b Objacties” tat Mesd Hilp?

LB

=PREVIOLIS | | HEXT=

LMD | KEPAANG | Home | Logowt | Erafsesndos

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

return to the Main Page. Select the Next button to continue. -
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Approving a Performance Plan — Higher Level Reviewer
I D DN D N N e
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( ,ﬁl) Performance Appraisal Application (PAA)
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CEMDT CEFAAYD Home Loooul Profsrsnce

MG PAA - Higher Lavel Reviewer
Track Progross ; Reben o Main Page |

Emplayes Information
Employes Mame  Blamme, Daminge X

A Reportswoms

Pian Dolails | Mission Goals JNENTCTI RS0 - Approvals & Ackniwiadgmients

Jodi THsecihes
T . r Masd Helg?

& TIP Onéy “Appeoved” Job Cibjectives will be used 1o calculate the ralang of record a

Details Humbies I Ttk Stahim Walght % iCptional) Action Delate
B Showe 1 ] PENDING iew |
P Show2 est PENDING Lil.d

SPREVIOLIS | | NEXT=

KEMyBiz | IGEPAANVG | Home | Legow | Erefersnces

From the Job Objectives Tab the Higher Level Reviewer can view the job
objectives. Select the Next button to continue.
26
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Approving a Performance Plan — Higher Level Reviewer
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A
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?gﬁy Performance Appraisal Application (PAA)
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MG PAA - Higher Lavel Reviewar
Track Progross | Rahem by Main Pagae |

Employee Infarmation
Employes Name  Blomme, Damings X

MO Repoitswoms
Plan Dstails | Mission Gaals Job Objecives Appaovals & Ackmowledgiments.

Approvals & Ackmowlndgiments

..... d H._.||:
&5 pedfarmance plar
Datalls Tasks Sranim Action
P
b= Step 2 Higher Level - Rewew Panding Appioval Approvn | o | Ruebam for Change
=3
- 4
“PREVIOUS
IGE MyBer | ICE PAANT | Home | Logout | Breferences | Daagnosics

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

27
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Approving a Performance Plan — Higher Level Reviewer
I D DN D N N e

|
Performance Appraisal Application (PAA)
CEMWET KEPAAYY [aamomicd Home LOGnl PrEsefnces
[ Infarmation
Do youn wish 1o appiove the Perfotmance Flan job ohjectives lor Blomme, Domings X7
(o) [Yes)
LEWxBiz | ICEPAANG | Qiageosiics | Home | Logoul | Breferences
E

Select the Yes button to Approve the Performance Plan.

28
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Approving a Performance Plan — Rating Official
I DN DN D B B B B .

Performance Appraisal Application Main Page '
[Maed Halp?
Waming The Performance Appraisal Application i el
nfcrrmaton onk MNOT r classified in
classiad INoImanan IS & Wokalon OF kv and im
From the Main Fage, you can creale, update and view employes Pedfomance Plansg; change the Rating Cificial andfor Higher Level Rewiewer, view and print pa an endire
plan after # iz crasted; close = plan, snd track the ststus of 5 plan
[+ an al 1 v l plans by selecting 1he Show Complated Plans/Sppraisals” link located at the baotiom of this pag
i 3 Pafamants Pla o EoF i deserbad abir
- nT « Ta I I
- (] + Sal F i
-
Impomant: To becomss familiar wih 1he columns, select the Weed Help
PlansiAppraisals In Progress
i Craata Mew Flan
1 | weal ¥
Show Me FN Apgpratzals =] Appraisal Year |ALL = [~Crouss a Plan Ty 5 @&
Tabile Size III:I b
Pl
Employea Caprrt Rating Appraisal  |[Appraisal JApproval Pl Currend P
Hame wimei Criflcial Maime|Vean i0 Chale Il.rpiu LETLTEY Siatis Aetlen
Willoite, Fred, Abdul Rhynes, Agpraigal Pending [ vigw =] | S0
g oy, 0w 3 (2Mar2009 NG Approvd LR 00 | =] (@)
Fuskas, Puskasg, Rhynes, Intenrn Réwes View =
Wetten B Westen B Cosirad 7 a0 i O-MarX02 NG Approved coriatad ! -l
Biinmma Rhymas, Rhiynas X Plan Reveramd hy Lipdate S
Dominga X ConeadZ  Conrad I i 211 MG ey R I S L=
Select e b g8 F
=2 il

Mien Pad | Guesi Padicipan | IGE MyBiz | [CEPAANT | Home | Logoul | Podferences | Qracle Help | Qidgnostics

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

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

KEM:BE KEPAANT EEFAANY Home Loooul Profsrences

MG PAA - Rating Official
Transder o Employes ) Track Progress | Reben lo Main Pago |

Employes Infarmation
Employes Name Blomme, Demingo X
beci il 1

A Revitasoma
Plan Daetails ' Misshon Goals Jiol Qb tvis Approvals & Rcknowledgment s

Approwals & Achwowladaments

Cratalle Tosks Siatus HAction

=he Step 3: Ratng Oficial - Document Communication to Employes Mol Started St |

vTVYYV

<PREVIOUS |

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

MG PAA - Rating Officlal
Transfor by Emploves }| Track Progross ), Rietun o Main Page |

Employes Information
Employen Mamn  Blomme, Damingo X
b [ = Clat

m ReporisFeams
Pign Details | MiEEion Goale | Job Objecives A cesalks & Acknawledgmaent s

Apginrale & Rebiiowledginet e
T 4 i 3 _L'
1 Shaw' 16 ik délailad informal
Detalls Tasks Status Action
P-Show
b5
W
Comemunicatcn Date |18 2009
Communication Method -
Criher Bdethod
ace 1o race
5 L“I:;‘Ih“"'“ Employes for Ackniwisdgment | Save and go o Siep 4 |
F L
b=t
“PREVIOLS
ICE MyBiz | ICE PAANE | Disgeostccs | Home | Logoul | Prefecences
Bz, Ui By
e

At this point the Rating Official can document communication to the employee and
31
the acknowledgment, or transfer the plan to the employee to acknowledge.
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Approving a Performance Plan — Rating Official
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| Performance Appraisal Application (PAA)

CEskE KEFARWY [eanogiicy Home LOGou Freserences

. Confirmation

A Yo siie you want to go 1o Step 47
D you weant 1o confrme? /
Mo | | Yas

ICE Wyfiz | ICE PAANG | Quagnoslics | Home | Logoul | Preferences

Select the Yes button to continue to step 4.

32
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Approving a Performance Plan — Rating Official

Performance Appraisal Applicatinn {PM:I LEuhBg LEPMAVY Homs Logod Preferences (esnosics
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Transder o Employes ) Track Progress | Reben lo Main Pago |

MG PAA - Rating Official
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Approvals & Ackiowladganent s
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= Seloct the Stan” Button ta cor
& Suloct Show' Lo soe detailed ind ey appraval (dale, methad of review, otc
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B Shios
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Step 4: Rating Cificial - Document Employes Acknoewl adgmient Mot Stared Srart

“PREVIQUS

Main PAS | Guast Pardicipant | ICE MyBi | ICE PAA VG | Homa | Logowt | Profersmces | Disgnostics

The Approvals and Acknowledgments Tab displays details about the approval steps of
the employee's Performance Plan. Select the Start button to continue. 33
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Approving a Performance Plan — Rating Official

MG PAL - Rating Officlal i
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Detalls Tasks Slatus Action
P
=
Bt
W i
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= bt Fa &
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=PREVIOLED
GE WiBiz | ICE PaANG | Diggroslics | Home | Logoul | Preferances
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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. 34
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Track Progress

Performance Appraisal Application (PAA)

KEM:BZ KEPAANT KEPAANVY Home Looou Proferences

Track Progress
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Employes Information
Emplayes Mame  Blomme, Damings X
b= Emploses Del
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Fim
Drafled W
[Rewewed by Highar Level Revewsr W
| Pppremd W
"~ [acknowledged by Employen i
et e Hamdar
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Fating Official - Assezsment
| [Reviewed by Higher Level Revew - il Requred F
; _'lin-mmun;:n!;i;;.l.lu E.mﬁ.l-u'[nu I:;]- .H'A'il-rg- dﬁtlé‘
| |Acknowladged by Employes
A adsal
Employes - SelhAsseasmen
 [Fating Official - Assessment E
" Highur Level Reviewes Approvmd
ICommunicated 1o Employes by Rating Official
Ritumn 80 Priidus

[CE tyBiz | ICEPAAYZ | GEPAAYS | Home | Lego | Ereferences

This page displays the status of the Performance Plan throughout the cycle.
35

UNCLASSIFIED / FOUO



UNCLASSIFIED / FOUO

Interim Review- Employee

-

EER
e 2 1 ’ :
Ur-*ﬁr ) Performance Appraisal Application (PAA)
v
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NG PAA
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Employes Information
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B=Shiow Er vae Cledail
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Plain Dadails
Th ean provides information show the status of your perfarmance plan Mepd Halp®
= Uipdate your Appraceal Type and Appraisal Dates, f necessary, Important Note: The Appraisal Penod Stard Date represents the s1an of your performance
1 f T r 1k pla Corla fommadion such as our pay grade and step will be populated an your appeaisal Toem based on 1hig dale For
R
f | sl ] | I I | s Ratir F I = = r I
1 "1ak
Change Rating Offcisl or Higher Level Reviewar |
Apprasal Type Iﬁnnuql Appraisal - NG ﬂ Parfoimance Plan Approval Date  1E-Mar 202
Appraisal Penod Sta Date  01.0c12008 Flan Last Modied
Appraisal Period End Date  30-Sep-2009 Created By Blomme. Domings X

Apprarsal Effectve Date  01-0c1-2009
Rating Official Name  Rhynes, Comad £
Higher Level Reviewsr 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 36
Reviews Tab to begin the Interim Review. UNCLASSIFIED / FOUO
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Interim Review- Employee
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Performance Appraisal Application (PAA)

KE Wiz KCEPASAVE Disorostics Home Loood Preferences

Transfer 1o Rating Official | Track Progress ;| Reham bo Main Page |

Employees Information
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completed Interim Review
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ICE MyBiz | ICE PAA YT | Disgnostics | Home | Logout | Preferences
Abond this Page

From this page the employee can create an Interim Review by selecting the 37
Create Interim Review button. UNCLASSIFIED | FOUO
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Interim Review- Employee

Interim Rewew Intiator Blomme, Deamingo X rterinn Revdiew Number 1
InteErim Reaew Status  Dnitiated

TIOR8 Acknontedgmorss

Objective Assessments
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Jdab Gbjectives
Welghts
[
w
Select Order ObjectiveTitle Status {Optional)
& 1 18] APPROVED
L= 2 est APPROVED
Jol Dbjective

faster

Eimgioyee Sell Assessiment
Taley o™il 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.

38
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Performance Appraisal Application (PAA)
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After the Interim Review Self Assessments have been entered for each job
objective, click the Return to Interim Reviews Tab. 39
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Interim Review- Employee
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CEsfay EFPAA VY [Seonostics Home Loomg Prelmences

Employes Notification to Rating Official - Rhynes, Conrad Z
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Message to Rating Official
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CE WyBiz | IKE PAANT | Dragnestics | Home | Logodd | Erafernce
Aboil g P

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. 40
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Interim Review- Rating Official
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Performance Appraisal Application (PAA) ICE MyBiz ICEPAAY3 Home Logout Preferences
Version 3.0
Pn.o. Main Page Provide Guest Feedhack

Rating OfficiallHigher Level Reviewer

Performance Appraisal Application Main Page

COracle Help  Diagnostics

Meed Help?
Warning: The Performance Appraisal Application is designated for sensitive unclassified personnel
information only. Do 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 employes Peformance Plans, change the Rating Official and/or Higher Level Reviewer, wiew and print part or an entire
plan after it is created, close a plan, and track the status of a plan.

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

To create a Perormance Plan: To complete other actions described above:

e Select Thoose a Plan Type' e Select an option from the Action column
& Select ‘Appraizal Plan Type' & Select the 5o’ buttan
e Select the 'Go' button

Important: To become familiar with the columns, select the Meed Help?' link.
PlansiAppraisals In Progress
@ TIP Only Employees that have a plan in pragress are listed below.

Creatadlew Blan _____________ .

Shiow Me IAII Appraisals j Appraisal Year IALL 'l —Chooea @ Plan Type— i :
Reparts/Forms
Table Size m glhange RO andfor HLR
0se

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)
Dormingo X Conrad 7 7 2009 235 16-Apr-2009 MG Approved Progress J 08

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 41
then the Go button to begin the Interim Review process.
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Employee Information
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= Lpdate the Apprassal Type and Appraisal Dates, f necessary
Important Hote: The &ppraisal Petiod Stan Date represents the stat of your employes's perfarmance evaluation penod under this plan. Cerfain information
such ag the pay grade and slep vall be populated an the appraisal form baged on 1his date. For additional guidance seloct the Weed Hielp?* lmk
» Change the Rating Official andfor Higher Level Rgviwer
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To change a Rating COfficial, Higher Leval Rewvewar or bath, select the Change Rating Ofcial andfos Higher Level Revwewar’ bufton
When done, select the Mex!’ button or the Mission Goals™ 1ab
Chanpe Rating Official or Higher Level Reviewsr |
Agpraisal Type |£umual Appraisal - p.“_;:J Perorrmance Plan Approval Date  16-Mar-20009
Plan Last Modified Date
= Agpraisal Period Stat Date [01.01.2008 E Created By Blomime, Domingo X | |
= Appraisal Penod End Date |30 -Sep-2009 E
= Appraisal Effectree Date ﬁl Aer- 2009 E
Rating Official Name  Rhynmes, Conrad £
Higher Livel Rigviwer  Fred, Abdul H

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

Reviews Tab to view the Self Assessments. 42
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Interim Review- Rating Official
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KEmfer KFPaA VY [isgroslics Home Lognd Erefersnoes

NG PAA - Rating Official
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Employee Informatien
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[ - & Claka
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ally conducied at the mid-poind of the cycle. From this scaeen you can cieate an Inlerim Review, updale an Inlenm Revew that has nol been approved, and v

i compleled Irnenm B

an fint 1 | te Intanr | l @ Pla
= To complete oiher actions descrbed above, select the buttan ur
& TIP Wtenm Féviews ang a s of an employes’s pedommance which typically occurs midway through the pedormance cycle (Mote; Mot a closeout Assessnfr
ar Armyal Agpraisal
Creatlon Highaor Level Review Communlcation Communication Employas Ack
Humiber Creared By Dt Date Status Date Methad Date Aetlon Delets
1 Glomma, 20-Mar-2009 Initiated Lpdate ) o

Damingo X

Myliz | ICE PAANT | Disgnostics | Home | Logout | Preferences

Aboug hes Pege

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.
43

UNCLASSIFIED / FOUO



UNCLASSIFIED / FOUO

Interim Review- Rating Official

_?‘r_n.l T ,..{:‘;.
({gﬁ) Performance Appraisal Application (PAA)

Create/Update Interim Review
Fohatn To Inferim Blieviws Tab

mplayen Hame Blomime, Domings X

Select Ouder ObjectiveThi Stanus \Dpliull
5 s
This is where the Rating Official would put in the Interim Review Assessment and 44

then select the Return to Interim Reviews Tab at the top of the page. UNCLASSIFIED | FOUO
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Performance Appraisal Application (PAA)

KEMyEz KEPAS VI Disgnosies Home Logoul Prelsrences

Create/Update Interim Review
Refurn To Interim Reviews Tab |

Employee Information
Employes Mame Blemme, Dominga X

Interirn Review Initiator  Blamme, Dominge X Inbeien Review Mumber 1
Interim Review Status  Initiated

Ll el Approvals and Acknowledgments

Approvals and Acknowledgments

Mesd Halp?

This gcreen provedes inforrnation regarding the status of your employee's Intenm Fevew

Datails Tasks ; St Aetion
P Show S1ep 1 Rating Official - Request or Dacument Higher Lewel Revew (f Requared). NOTE: I not required, go Mot Starl |
~ 1oSiep 3 Stared
P=Show 5 L
P=Chow Step 3 Rating Official - Document Commundcation 10 Employes Eﬂt“ 4 Bl
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The Approvals and Acknowledgments Tab displays details about the approval steps of
the employee's Interim Review. Select the Start button to continue. 45
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Interim Review- Rating Official
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Approvals & Acknowledgments
This screen provides information regarding the status of your employee's performance plan.

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

Show Al Details | Hide All Details
Details Tasks Status Action

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

@ TIP There are two options available to complete this step. If you are bath the Rating Official AND Higher Level Reviewer, use Option B to document the appray
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 requirad

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

Message to Higher Level Reviewer

This gcreen 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 Motification button to send the message

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

[Motice: You are about to contact Topps, Donella © by e-mail. 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-mail.

Cancel ) | Transferto Higher Level Reviewar without E-mail Not\ﬂcat\onj |_Transfer to Highaer Level Reviewear with E-mail Notiﬂcation]

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

46
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[ Cancel | | Transfer to Higher Level Reviewer without E-mail Notification | | Transfer to Higher Level Reviewer with E-mail Notification |

Option B - Decument the higher level review has taken place by entering the fellowing infermation:

Higher Level Reviewer |Tupps_DuneIIaC (? Method of Review '|
Review Date | Other Method | _Cancel ] | Save
[ d
ICE MyBiz | ICE PAA WS | Luagnostics | Home | Logouwt | Preferences
-
! v

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.

47

UNCLASSIFIED / FOUO



UNCLASSIFIED / FOUO

Interim Review- Rating Official

Performance Appraisal Application (PAA)

Create/Update Interim Review

Relurn To Intarm Reviews Tab |

Emplayes Infarmation

Employes Mames  Blomme, Demingo X
[ wiploves Ciet

Interim Rewiew Initiator  Blomme, Dominge X Intanrmn Riview Mumbar 1
Intanm Roview S1afus  Initiated

LEERTE TP Appi ol and Acknowledgimeils

Appravals and Acknowledgments

Datalls Tasks

Sratus Actlan
= s

PG

B Show Stép 3: Rateng Oficial - Document Commuretalnin bo Employss hict Stan
Started

g

ICE MyBiz | ICEPAANT | Dipgnostics | Home | Logout | Preferences
Al [he Pans

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

the employee's Interim Review. Select the Start button to continue. 48
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CreateilUpdate Interim Review

Feturm To nlerim Reviews Tab |
Employee Information

Employes Name  Eutsler, Takakoe O
=t Emip & Llats

Interim Review Intiator Bogema, Genny B

5 Imenim Review Number 2
Intenmm Rewew Status  Initiated

Ll BT Approvals and Acknowledgments

Approvals and Acknowledgments

gd Halp?
alson regardeng the status of your empioyee’s Infevr R
1 kg

Denails Tasks Status Action

P=5he

W e

Communicalson Date  |16=-Ape 2008 E
Cormmunseation Methed  |[AREa "'I
Criher Method |
Save and Transfer b Empéoyee for Acknowdadgment | Save and go bo Slep 4. |
B
CE MuBiz | [CEBAANT | Disgnostics | Home | Logou | Brefgrences

Bboad they 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. 49
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")) Performance Appraisal Application (PAA)
r KEMBE CEPAAYD [worodicl Home Loood Preleredces
M, Confirmation
Bire you saine youl wanl 1o ge 1o Step 47
Dio you want 10 condines?
o | | es

E byvBiz | ICEPASYS | Disgeostics | Home | Logout | Preferences

Adead U P

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

CreatelUpdate Interim Raview

Futun To interen Riviews Tab |

Employes Infarmation

Employes Name Blomme, Demingo X
b= Shiw Ervplowes Dol

Interim Revigw intiator  Blomme, Dominge X It R Murnb 1
Interm Revew Status Pending Empl Acknowledgment T R

ALSessmanis Apparosvals and Acknosiedgmens

Approvals and Acknowledgments

Heesd Helg?

Details Tasks Sinfus Action
b= hio

L™
Ll :
b= Sep 4. Rating Oficiall - Docurment Ermployoe Ackrowiedpment Mot Started |_Stad |

ICE MyBaz | ECE PAANT | Disgnosics | Homs | Logoul | Brederénces
Abcad Shig Page

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

the employee's Performance Plan. Select the Start button to begin. 51
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Fetumn To Intgrim Redews Tab | =
Emplayes Infarmation

Employes Mamo  Blomme, Damingo X
b = T o Dt

Intinm Ririw Inideafor  Blamme, Domingas X It o .
lerm Review Number 1
Irenm Henew Stales Pending Empl Acknowledgmment o .

LUl Approvals and Acknowledgments

Approvals and Acknowledgments

[Hgnd Help?
R mgarding the stalus of your emglayas’s Irfarim Raviay

Datalls Tasks

Stabus Action
=3
=
b .
& TP Thase field pe chniwdedy 1
Acknopwledgment  |Refused -
Cdhae
oare (NN )
Sav
ICE MyBiz | ICE PAANE | Disgeostccs | Home | Logoul | Prefecences
Bz, Ui By

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

52

UNCLASSIFIED / FOUO



UNCLASSIFIED / FOUO

Interim Review- Rating Official

Performance Appraisal Application (PAA)

EEMyRE LEPALYVD Dasoroqicy Home Loooul Prelorences

Create/Update Interim Review

Relurn To Intarm Revews Tab |

Emplayes Infarmation

Employes Mames  Blomme, Demingo X
[ v Eployes Diet

Interim Rewiew Initiator  Blomme, Dominge X Intanrmn Riview Mumbar 1
Intanm Riiew S1atus  Complated

LEERTE TP Appi ol and Acknowledgimeils

Appravals and Acknowledgments

Meed Helg?

..... a atean B
Datalls Tasks Stansy Action
g L4
-
b
B
MyBig | ICE PAANT | Diageosiics | Home | Logoul | Boglicences
Al |Pvp Ewge

The Rating Official selects the Return to Interim Reviews Tab button.
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Interim Review- Rating Official
I DN DN D B B B B .

Cssoroatcy Home Roooul Prelorences

MG PAA - Rating Officlal

| 2

Transfar b Employes | Track Progress ) Resum o Main Page |

Emplayes Infarmation
Employes Mames  Blomme, Demingo X

PShow Employes
Flan L Erelnot o B Annisal Appraisal | Othér Assessments | RepofsiForms
I e i Fesieas
a F ire - o agsess employes peformence 1heosghout the performa & i 8 Infarem F eq Mead Halg?
I it Fror of | af Infar lale @ R n apgrond, and vimw

Communlcatlen  Cammmleatlan
[hate Kol

Face 1o Face

Highar Lewval
Raewlew Dais

20-Mar-2009 20-Mai- 2009

Cinalion

Date Statm

Complabed 20-Mai- 2009

Hummbser Craatod By
1 Blomime,

Darninga X

CE WiyBiz | ICEPAAYT | Quageosies | Home | Logoul | Prgfarences

Aol g P

Craate [ntarim Redew
Employas Ak

[rate Actlon  Dalows
- ks 2009 Wiirs Hisiony

The Rating Official selects Transfer to Employee after the Interim Review is complete.

54

UNCLASSIFIED / FOUO



UNCLASSIFIED / FOUO

Track Progress

Performance Appraisal Application (PAA)

EEMyRE LEPALYVD Dasoroqicy Home Loooul Prelorences

Track Progress
Frduini 1o Présaoud

Heed Helg?
Emplayes Information
Employee Mame  Blommue, Demingo X
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170U are done mviewang your status, select 1he "Retum 1o Previous™ Button 1o resumn ‘your actiy

| [Drafted

| Reewed by Highar Level Reviewsr
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e

Commurstaled to EE‘.EI;!}-;E by Riating Dfficial
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SAESIEESE £
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Al thin Paoe o

This page displays the status of the Performance Plan throughout the cycle. 55
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EEM.Oz EEPASY) Hods Loosd Predorenced (hach Helo Cworoics

Performance Appraisal Application (PAA)

Versian 3.0
'iﬂmi. Provide Quest Feedback Wby JoiEnal
Employee
Performance Appraisal Application Main Page
nasd Haln?

Waming: The Pearformance Appraisal Application is designated for sensitive

information only. Do NOT enter classified informat on in this systen

classified infarmation 15 aviolation of law and may lead to prosecution
Erom the i F , update and wiew your Performance Plans view and pnnd part © it ig ceeated. and track the status of 3 plan You

an also search for ¢ lirg the Shioe Completed PlangAppraisa page

e @ Par an @ i Jesnbed
® 5 nse & Plan Type s Select an aption e ukli 1 ciaburr
® @ FPlan Type - la L L
* Sal btton
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Appralsals of Blomme, Dominge X
Create Mew Flan

| «Choosn a Plan Type-- .;1 Go |
Table Size |1ﬂl vl
Employes Cunrent Rating prafual  [Appralsal [Flan Approval Plan Currant PAA
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Demingo % Dramirsgo ¥ Cormad I R 211 16-Mar20B NG Approved Compluled | ‘_J
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A el

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

56

UNCLASSIFIED / FOUO



UNCLASSIFIED / FOUO

Annual Appraisal- Employee

-
W EEMYDG KEPAAWS Dianotics Home Logos Prefsencer
NG PAA
Transfes b Rating OMekal } Track Progress ) Relum bo Main Page |
Employee Information
Employes Mame  Blomme, Domings X
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M Feviews | Annual Appraisal | Other Assessments | ReporsFoms
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addiienal guidance select the Meed Help?® link
= Change the Rating Oficial andfor Higher Level Reviewsr
» Transfer the plan 10 your Rating Official
To change a Rating Official andfor Higher Level Reviewsar or both, select the ‘Change Rating Official andfor Higher Level Reviewer” button, When done, select the Next
bisttan of the Mission Goals” {ab
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Appraigal Type |Amlunl Appraisal - m;ﬂ Performance Plan Approval Date  16-Mar-2009
Appraisal Period Start Date  01-0c1-2008 Pizn Lasl Modiied
Appraical Peniod End Date 0.5 ep-2009 Crested By Blomme, Domingo X
Appraisal Effective Date  01.0ct-2009
Ratmg Official Mame  Rhynes, Conrad £
Higher Leval Revaeeer  Fred, Abdul N
MEXT> |
ICE MyBiz | ICE PAANT | Disgnostics | Home | Logout | Praferences
A hig @
-

The employee would then select the Annual Appraisal Tab. S7
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Jobs Giljactives

Waights
e
Selact Onder  ObjectiveThle Stanis (Cip Hanalp
w i 1051 APPROVED
r 2 lesd APPROVED
Jobs Dilijecihoe
tester

Employee Self Avsos et /

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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Performance Appraisal Application (PAA) \
\E iy CEPSAWT [ssoncdfcy Home Loooul Preloences

MG PAS
Transfar 8o Rating Ofcial ) Track Progress ) Rebum (o Main Pags |

Emplayes Infarmation
Employes Mames  Blomme, Demingo X

Plan | Interim Rivies Omhir Asaessments | ReparsiFoems
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Jabs Oibjectises
Waigh
Selact  Owder  OhjectheaTitla Sttus |Clp|i|:|.||.
= 1 lest APPROVED
r 2 pest APPROVED
Jals Cibjoctive

sl

L3

4

After completing the Self Assessment for each job objective the employee selects the
Transfer to Rating Official button.
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Performance Appraisal Application (PAA)

CEMNEY EEPSAVD Deonogtcy Home Lol Ereferences

Employes Notification to Rating Official - Rhynes, Conrad Z
Carcal | | Trandfer o Rating Official withoul E-mail Notification | | Tranatsr b Rating Oficial with E-mail Mosificaton |

Mezsage to Rating Cfficial

Cancal | | Transfes to Ratng Offcial without E-miail Molification | | Transfer o Raling Cfficial with E-mail Matification

CEMyBiz | ICEPAANT | Diagnostics | Home | Logoul | Erefemences

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. 60
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Performance Appraisal Application (PAA) EEME: KEPAAYI tome Lot Pritrences Gussebel Cacnoscs
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‘;FIH Ii:l Pemvide Guet! Feedbatk
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Performance Appraisal Application Main Page

il Halp®
Wamning: The Performance Appraisal Application is designated for sensitive unclassified personne
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system, Unauthonzed releasea of

classifiad infarmation 15 aviolation of law and may lead to prosecution
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il ] of & pka
w Saled] the 1307 bulorn
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Plans/Appraisals In Progress
Create Mew Plan
Showe bl I.ill Appraisals *I Appeaisal Wear |ALL ']

[~Ehooze a Plan Type- = (B

—
Table Size |1-':' "I

Enployes Ciinrnnd Ratlng CfficialfAppraksal  [Appraisal [Plan Appooval Plan Current PAS

Ham# LT Hani LT 10 [ ol Type| Stahm Sranh Action

Blomme, Ritynés, Rhynes, b 206 Inferrn Hividw IUpdaI{‘ =| | Go
Desningo % Conrad I Cenad T 2009 an 16-Mar-2 NG Approvad Completed "‘J

From the Main Page the Rating Official selects Update and then the Go button to
begin reviewing the Annual Appraisal Self Assessments. 61
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Annual Appraisal- Rating Official

From the Plan Details Tab the Rating Official selects the Annual Appraisal Tab.
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NG PAA - Rating Official
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« Appraisal Type |Annual Appraisal - NG ~ Appraisal Period Start Date  15-0ct-2008

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

Weights
Adjusted

Select Order ObjectiveTitle Status {Optional) Weight Rati
[ 1 test APPROYED
o 2 test APFROVED
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Adusted Weight j ¥
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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. 63
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ICE MyBiz | ICEPAANT | Duageosiics | Home | Lagoul | Prafecences

Azead thug 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.
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Wyr CEPAA rodfcy Home Loooud Preierences
MG PAA - Rating Offlcial
Trangler bo Employes | Track Progress J, Rebam (o Main Page
Employes Information
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., requrding the status of your emg A Heaif Haip?
al
Deetails Tasks Sratis Aection
P=Show Step 1: Rating Ofcest - Reguest ar Document Higher Level Rewiewer Mot Stared | Sar |
P » ]
b.. 1
LE MaBiz | ICEPAANT | Diagnoshics | Home | Logoul | Preferenc
iteca § P Erage

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 cormplete a step.
o Select ‘Show'to see detailed information about an approval (date, method of review, etc)

Show Al Details | Hide All Details
Details Tasks Status Action

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

@ TIP There are two options available to complete this step. If you are bath the Rating Official AND Higher Level Reviewer, use Option B to document the appray
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 requirad

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

Message to Higher Level Reviewer

This gcreen 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 Motification button to send the message

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

[Motice: You are about to contact Topps, Donella © by e-mail. 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-mail.

Cancel ) | Transferto Higher Level Reviewar without E-mail Not\ﬂcat\onj |_Transfer to Highaer Level Reviewear with E-mail Notiﬂcation]

4 | >ﬁ
From the Approvals and Acknowledgments tab, using Option A, the Rating Official can
transfer the plan to the Higher Level Reviewer for review.
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[ Cancel | | Transfer to Higher Level Reviewer without E-mail Notification | | Transfer to Higher Level Reviewer with E-mail Notification |

Option B - Decument the higher level review has taken place by entering the fellowing infermation:

Higher Level Reviewer |Tupps_DuneIIaC (? Method of Review '|
Review Date | Other Method | _Cancel ] | Save
[ d
ICE MyBiz | ICE PAA WS | Luagnostics | Home | Logouwt | Preferences
-
! v

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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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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From this page the Rating Official documents the communication to the employee of the
Annual Appraisal.
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Qgﬁ) Performance Appraisal Application (PAA)
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SEanns EEmcbz KEPAA Y] Dworcitcl Home oo Prelbehce

M. Confirmation
Once you exit the appridsal, this appraisal will be removed from your Plans'Appraisals in Progress and a copy will be placed under the "Completed
Plans/fppraieals’ found on the PAA Main Page. Select the Print NG Farm 4307 button il you wish 1o prind the Term prior ls exiting this appraisal.
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CE MiyBiz | ICEPAAYWT | Diageosiics | Home | Logoul | Prelecences
Ao ey Fage

The Rating Official selects the Yes button to complete the Annual Appraisal.
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The Rating Official selects the Print NG Form 430 to print the document.
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Performance Appraisal Application Main Page
Meed Help?
Warning The Performance Appraisal Application is designated for sensitive unclassified personnel
rifgrmation anky. Co NOT enter classified infarmation in this system. Unauthonzed release of
classified information is a violation of law and may lead to prosecution
Frorm the Main Page, you can create, update and vew your Perfomance Plans, view and pnt part or an entire 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’ bk located at the bottom of this page
reale & Pefarmance Plan To complete ather sctons descrbed sbove
® s Salect an option fram the Acion colume
&SP & Seleci the T=o° butlor
L i
Impomant: To became farmiliar with the columr #lect the Meed Help
Appraisals of Blomme, Dominge X
Create Mew Plan
[-Chaose a Plan Type- =] (5]
Table Size |10 'I
Employes Currran Rating Official [Appralsal  [Appiaisal [Plan Approwval Flan Current PAA
Hame Chamiel MName B al L1} Dte Type|Status Status Action
Blomms, Blomme, Rhynes, Conrad 008 25 BANE NG 4 Pl i [Update =] 6o
Daminga X Dominga ¥ Z ik i g P
Transfer to Rating Official
Salect the lnk 1o search for completed plans Reparis/Foms
b Show Carmg alAppra [Track Progress
EAS Masn Page | Provide Guest Feadback | My Joumnal | ICE MyBiz | ICE PAANT | Home | Logow | Preferences | Qracle Help | Disgnostics
Al Pt Dﬂ:

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 72
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Performance Appraisal Application (PAA)

KEMySiy KEPAAVI [Magnopfcy Homs Logod Pretersnces

Rt bo Main Page

Mepd Help?

Employee Information
Emgloyee Name  Blemme, 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

T Relevant Organization MissianStratagic Goals
™ Job Objecties

[T Job Objecirves with Intenm Review Assessmenis
[T Job Objectivas with Claseout Assessments

[T Job Objectes with Annual Assessments

T Padormanca Rating

ViewfPrinl Seleched Sectionis) |

ViewlPrint Form

Selecting the "ViewPnnl Form™ button allowes wou to print the Padormance Plan, Intenm Review{s)/Clozeont Azsessment, and Annusl Pedfarmanca Appraizal (NGB
Form 430}
‘ViewdFrinl Fom
ICE MyBiz | ICE PAA NG | [hagnostics | Home | Logout | Preferences
Ak Fas P

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. 73
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From the Main Page, you can create, updale 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/Appraigals’ Bnk located at the bottom of this page

o creale a Pedformance Plan To complete other aclions descnbed above

» Select an eplion frorm the Action colurmr

& Salect the =o° buttor

Impoemtant: (o becorme farmaliar with the colurmn et the T

Appraisals of Willette, Morgan M
Create New Flan

|--Choose a Plan Type- R T

Table Size |10 '-I

Employes Name Cuirent Owier Rating Oficial Mame Appraisal Year Appraisal ID Plan Approval Date Type Plan Stans Cuiient PAA Statiis Action
MNa results found.

Select the link to seanch for compleled plans

W Hide Completed Plans/Appraiza

Completed Plans/Appraisals

& el 4 Tt flis . slde cam darad |w . . afvam: o p nifira # ny A i r 4 Evant
|. Bagin wilh enfering search craria. The wang helds can be enered in any combinalon, &g, Appriugal Year anly or Appramsal Year and Evend
& Select the Find button, Your résults will be based on your search chiténa. Il thers i3 no s@arch crléria éntergd, your resulls will be all Compleled PlansfAppracgsals

Appraizal Year |2009 'I

Tahle Size |10 "I

Appraisal Year |ﬂ||.|p|qi|.-|1 {1} Type Ifﬂﬂl IE\I‘E‘IH Completion Date | RoportsFoy
2000 31 NG MG Pedormance Evaluation 30-Sep-2000 o]

EAS Main Page | Provide Guest Feedback | My Jownal | 1CE MyBiz | ICEPAANYT | Home | Logowl | Breferenges | Quagle Help | Riagrastics
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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 74
and print by selecting the printer icon. UNCLASSIFIED / FOUO



