
Performance Appraisal
Application (PAA) Single Block 

Option Training



Employee



Start at your MyBiz+ page and click on “MyPerformance”  



To enter your self-report of accomplishments, locate the PAA that has the 
‘Current Status’ listed as “Midpoint Review Completed.”  Choose “Update” 

underneath ‘Action’ and click on “Go.”  



Periodically, you may receive a message reminding you that your appraisal should NOT 
contain any classified information.  Check the box and click on the “Continue” link.  



Verify that all your information is correct and click on the “Performance 
Evaluation” tab.  You can click the “Next” link if you want to view or update 

your Mission’s Goals. 



You can display each Performance Objective by clicking on the arrow under “Details.” All 
Objectives and Elements will be addressed in the ‘Employee Self Assessment’ single 
block, unlike the old method where each objective was assessed in separate blocks.  



Click on “Save and Return to Top of Page” when you have 
finished entering your assessment information.  



Click on the “Performance Element Assessments” tab to view 
your Performance Elements



You can display each Performance Element by clicking on the arrow under “Details.”



The “Performance Evaluation” tab shows your Performance Objectives and 
Performance Element Ratings.  The ratings will be viewable, once your appraisal has 

been rated by your Rating Official.  



Click on the “Transfer to Rating Official” link at the top of the page to send your self 
assessment to your rating official.  



This screen allows you to type in a brief message to your rating official, regarding your 
self assessment.  Choose a link to transfer your appraisal to your rating official in the 

PAA Tool.  You can choose to transfer without sending an email notification, or 
transfer without an email being sent to your rating official.  



Confirmation message stating your appraisal has been 
submitted to your rating official.    



-----Original Message-----
From: HANDEL_R12SQT-DCIPS Appraisals Application [mailto:mybiz_myworkplace@dcpds.cpms.osd.mil] 
Sent: Tuesday, August 8, 2017 6:29 PM
To: Xmruitef, Vknynrmut W. 
Cc: Xmruitef, Vknynrmut W. 
Subject: Performance Plan for EHRIS Ccpsoi, Uvqcpn K has been transferred to you and needs your attention.

Performance Plan for EHRIS Ccpsoi, Uvqcpn K has been transferred to you and needs your attention.

Comments: 
I have entered my Self-assessment, please review.  Thank you!

Click the link provided below to access the Defense Civilian Personnel Data System portal page to log in and access 
the Performance Management and Appraisal:
https://rsosqtportal.dcpds.cpms.osd.mil/
If this link does not work, follow these steps:
1. Open a Web browser window.
2. Copy and paste the entire Web address into the location or address bar of the browser.
3. Press enter.

Please Do Not Reply to this Email

Notification email sent to your Rating Official and Higher Lever Reviewer.  For simplicity, I 
made both names the same.  The system will send the email to whatever email address is 

listed in their MyBiz+.  Comments include the sentence we typed in the “Message to Rating 
Official” block when transferring our appraisal.       



Rating Official



We are a Rating Official, so we have “MyPerformance” for our own appraisal and “Manager 
Functions” for our employees.  Click on “Performance Management and Appraisal” to see 

your employee’s records.   



To enter your employee’s record, locate the PAA that has the ‘Current Status’ 
listed as “Midpoint Review Completed.”  Choose “Update” underneath 

‘Action’ and click on “Go.”  



Verify that all your information is correct and click on the “Performance 
Evaluation” tab.  You can click the “Next” link if you want to view or update 

your Mission’s Goals. 



You can display each Performance Objective by clicking on the arrow under “Details.” 
Review your employee’s self assessment information.  Enter all ratings in one location. 



Enter your assessment in the single “Rating Official Assessment” block, unlike the old 
method where each objective was assessed in separate blocks. 



Screenshot shows Performance Objectives 
with Rating scores listed.    



“Spell Check” link located at the bottom of the block.  Text can also be typed into a 
Word Document, then copied and pasted into your “Rating Official Assessment” block.  



Click on “Save and Return to Top of Page” when you have finished 
entering your rating official assessment information and ratings.  



Click on “Performance Element Assessments” tab to view employee’s Performance 
Elements.  You can display each Performance Element by clicking on the arrow under 

“Details.”  Assign a rating by using the ‘drop-down’ arrows under “Rating”



Screenshot shows Performance Elements  with Rating scores listed.  Click on “Save 
and Return to Top of Page” when finished with Performance Elements.   



The “Performance Evaluation” tab shows your employee’s 
Performance Objective Ratings, Performance Element Ratings, 

and their Overall Rating.  
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