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DCIPS Performance Appraisal Application (PAA) Mock Pay Pool Info User Guide
Important Note: The Mock Pay Pool Info tab is only available from February 1* through August 31°.
Mock Pay Pool Info — Employee View

Employee logs in to DCPDS “MyBiz+” and selects the “MyPerformance” link. The 'PAA' link under the
Active Appraisals section under the 'Performance' Detail Page may also be used to navigate to the

MyPerformance Main Page.

* Provide Feedback

a2 Key Services

MyPerformance
[ ~—

On the MyPerformance Main Page, employee can select “View” or “Update” depending on who has

ownership of the performance plan and then “GO”. It is not necessary to ‘own’ the performance plan
to complete the mock employee self assessment. In the example below, the employee is the current

owner of the performance plan and the employee has “Update” in the action column, vice “View”.

[ T Py N Provide Guest Feedback | My bouarmal
Empliyes
MyPerformance Main Page
i) Hilg?
Warnlng; This application |s deslgned for sensitive undassified personnel Information ar o MOT enter dassified
F [ abd Brid vidss F & & & @ a &
i F [+ Ll L
] t o
af
Important: To become famibs
Aot airealte of
Creafe New Plan
F - (=]
Records Cespleyed 10 -
Apprabal Apprabal  Man Approval Pl
Empheryes Mamie Current Grwmer Rating Oifcial Mame | e L i Dake Ty |Status Current Status  Aotkn @

Select “Mock Pay Pool Info” tab and “Mock Performance Objectives” tab. You can complete the
employee mock self assessment by typing information into the blocks, copying from MS Word, or
importing your most current Midpoint Review Assessment by selecting the button “Import Midpoint
Review Assessments” if available. If you import your Midpoint Review Assessments, you may add
additional information, if desired.
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pDcCiIPs Performance Appraisal
=== Application (PAA)

CEIPS PAA Employon

Ernjlérpai Mafis

This scraen slkyws you 10 webe your mock self assessment.

w» Seled the 'Reder’ buthon ned ba the Performance Gbpecine you it iD updebe.

& Mook assesmants con b entered manually or imported from the momt recent Midpoint Rirviren, Thi most necant Midpaint Riview miy b one that i csrrently in progress.

= Once you heve completed your mack ssil casessment for sach perfarmence objective and performance siement, seled the Mock Approvels snd Admowledgments tsh, then select the ‘Complets’ btion io
retify your rating offical that you have compheted your mod: self assessment.

Important Bote; The information entered in this srea i sirictly 1o suppor! mack pay pool deliberations and is nof to: be conssdered official documentation of your performance, The ok Pay Pl Info tab wall only
b vailable from Fetruary 152 thiough August 318, Fleass note, the mock eesessments and ratings infarmation will automatically be purgesd on September I#L

Prrdnrmanon Dt e Mok Assessments

Elack Parformance Dbjecthne
Sobect| Musber Performancs Objectivs T status
@ 1 Techeical Guidanoe Dhjectee Approeed
2 Bt Obijitren Apprind
a Evalusiion Reposting Obyjection Apperoresd
Mok Per{ormance Dbjective

[vith il quidsnoe, develop and recomimand one feambls slernatve proces or long-berm solution to recurming senver-bmitation problsss by the
el off the fiscal year, The recomemendations: should be unique from o eosting soiutons and be able to meet projectsd data Sorege needs over the
naod Thres years. That i, i should enhance the pgenization’s abity 1o effsently mansge, organize, and SHore inoressing smoents of data. Present
recommendatons in 8 briefing foliwing the sandard crganizationsl formad. Ghe & draft bo your sepersor st least one month in sdvenoe of the due
date and INCorporshe Supervisor's feedhack isio the Tnal brisfing by the end ol the fiscal year.

[Emphogig bk Sl Accistieat

fLimst e 208 charmci] Courier

Raating Dfickal Mok Assessment

Save and Return to Tep of Page |
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Select “Mock Performance Elements” tab and complete the employee mock self assessments.

pDciPs Performance Appraisal
=== Application (PAA)

DCEPS Pk Emplayes

Transler to Rating Offcial || Track Progress | Returs to Mais Page |
| imployes bt .|

Ermgbyit Hame
o Shere Emptoryee Delolsy

Pariormarcs Man | Midpoint Binsw
Mk Pefarmance Ob)

Mock Performance Ekemaents

This Scresn St you B3 wiilh your mock Sl ERseSSmant

Salect the Radko” bution mid 1D B Pirformancs Elimanl you wanl 1o updabs.

Mock assessmants can be entered manually or imparted from. the maost necent Midpoint Review. The most recent Midpoint Reviesr may be one that is curmently in progress,

et e Wi cnigblid piasd ikt 4ol Assdiamint lor bach perfirimnanes dhimint bod perloemants ol jethe, ket he Mo Aairovali and Ackivmebedgitaies tab, Hin sebi=t th 'Complits’ Buisn b
bty yiest FBtifg O THAR i Rined Complited i ek Sl BRasSamiL

& oW

#

Trmpoariamt Bobe: The nlprmation enbered in this ares is sinctly B support mock pay pool deliberaBions end is not 1o be cormdened offiosl doo tation of your perfk . The Mock Pay Pool Inflg tal will anly
b apemilabie from Februsry Lt through August 718t Plesse nate, the mock sssessmaents: and ratings nformation will setomatically be purged on Sephember 13t

Perinrmance Element Mock Assessments

Mook Pernamanoe Esments
Select Fumber Perlomance Eement

- depppasniabiity for Rasults
CouTasreCan
Crmcal Thisking
Engagament and Collaboration
Fersunal Leadership and Inbegrity
Techrchl Deiting

@A b e

Mk Psrfoarman Ehifsnht

[peferse Innelgence empiopees ore expeched b take responsibibty Tor i work, settng and/or mesting prionties, and Drganding and utizing bme
i resources sificinty and effectiely 1o achirss the desned resulls, cofdisisnat with their Srganzeses's posls nd sbjednes. In additos, 0
SopErIors Snd MENBJINS ANk Epered 10 s Sess same skills 1o Scoapt resposdibilty Tor Bed Bching Nsulls thitugh the sctions and contributions
their aubsrdinates and their orgasEston il & whols.

—_ s e e
Ermpinyes Mook Self Assessmont

Eemployes assemmact PE | g

i b 300 it Counber

Rating Oifecial Mok Assessmeent

Sawe and Return to Top of Page |
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When all Mock Self Assessments are complete, select “Mock Approvals and Acknowledgments” tab;
then select the “Complete” button under the Action column. Once completed, no further changes can
be made by the employee unless requested by the Rating Official.

DcCIPS Performance Appraisal
=== Application (PAA)

Mylr+ ICE My B ICE MyF

BLIPS Pl Ermgplory

Trascilesr (o Ratig Official | Track Progress | Return to Main Page

Ermpiryss Mams
= Showe Ermploves Detals

Ferfarmance Plan | Midgaim Redew | Performande Evaluation
Mock Performancs Oboihas | Mock Performancs Bl

Mot Agproval and Acksbedgments

This screen pllgws you to indicate te the Rating Cificial that you have completed your mack seif-assessment et Help?
® Sele the "Complets’ BUTon 1 compleds the (B
& Select ‘Show’ bo see delsibed informabion sbot the date you completed your mock sef- pesessment

& Mock Aggovals and Adkssi rdges

MmpOrtant Mobe: Ofie piu'es sebimed th 'Cormplens’ Buen you will ol b Bk 15 uflate piaf SHF- BRI uRlEaS v Falng SfTasl reguiars & change

Detads | Tasks States
| SR Ermployie DOCLITL COMpEno of Mok Sei- EESESSTHT (AT Y] Cornglit i

If you overlook entering any portion of your mock self assessment, you will receive a warning message,
and will be asked if you want to continue. If you select ‘yes’, you are finished with your mock self
assessments. If you select ‘no’, you will be given an opportunity to complete the unfinished portion;
once completed, then return to the “Mock Approvals and Acknowledgments” tab and select the
‘Complete’ button.

DcCIPsS Performance Appraisal
=== Application (PAA)

Mytr+ L Ny B 0CE N

is Waming

Yioier sell assessment s missing o one oF mone approved performance objectives.

Do o st b conbrae™

The Status will change to “Completed” once the ‘Complete’ button is selected.

DCIPS Performance Appraisal
=== Application (PAA)

MyBies ICE My Be ICE MyPeformence FAQ Logout

DCIPS PAA Empiloyon

Track Progress || Return to Maln Page

mployee dormation

Employee Narme

Parfanmance Plan | Moot Redew J Pertormance Evadianon Repoas Forms }

Nock Performance OGpctived ¢ Mock Pertormance Bements Mock Agprovals and Adsenledpn
Mok Approvals and Ackmowtedgments
TS sCreen provdes Gocumentanon of your mock sell-assessment. By selecting the Show detads Bk you can view Me date you complieted your Mock self-assesameonts. Need Help?

~- —m
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DCIPS Performance Appraisal Application (PAA) Mock Pay Pool Info User Guide
Mock Pay Pool Info - Rating Official View

Rating Official logs in to DCPDS "MyBiz+" and selects “Performance Management and Appraisal” link
under "Manager Functions".

MyPerformance

Manager Functions

@rmaﬂce Management and App@

Select the “Go” button on either the “Update” or “View” entry in the Action column. Note: It is not
necessary to ‘own’ the performance plan to complete the mock pay pool assessments. The Rating
Official can complete mock pay pool actions with “View” or “Update” in the Action Column.

OBAE!
ytize ICE My Be ICE MyPedormance Mome Logout Help Diagnostcs

(DRSO TR Provide Goest feedback

Rating OtficiabHighor Level Reviewer

MyPerformance Main Page

Waming: This application Is designed for sensitive undassified personnel information only. Do NOT enter dassified
information in this system. Unauthorized refease of dassified information is a viciation of law and may lead to

prosecstion

From the Man Page, you can reate, update 200 view employoe Perfermance Flans; change the Rating OMaal and/or Higher Level Reviewor; viow 200 print part of a8 eatire plan after it 5 created; dose a plan
and ek the status of & plan

You can also sesrch for completod plang by selactng the "Show Completed Plany/Appraisals’ Inik focated ot the battom of Ths page.

nplete other athons descrbed sbove

#n the Action column

Important: To become fomdlar with the columnn, select the Need Melp?' Ink

Plans / Apprakals In Progress
TIP Only Employees that have & plan in progress ace lnted below

ow Me Al Approsals v  AppeowalYesr 2015 v

Records Desplayed 10 ~

| [Rating Officill  Agy I Ptan App | pon
Employee Hame ©  Qarrent Owser  Name Year m Date Type Status @
1S 41345 0 14 DCIPS Approve

Select “Mock Pay Pool Info” tab, followed by “Mock Performance Objectives” tab. Rating Official mock
assessments may be completed by typing information directly into the Rating Official Mock Assessment
blocks, copying from MS Word, or importing the most current Rating Official’s Midpoint Review
Assessments by selecting the button “Import Midpoint Review Assessments” if available. You may
import the Rating Official’s Midpoint Review Assessments and then add additional information if
desired. Each Mock Performance Objective should receive a mock rating.
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[EEIPS P Hating (Hlicasd

Retrieve Appralal | Track Progress | Return o Maln Page

ke Detais

i i Firdinw Partormarss Deaudlion Eaporti fFormd MEnkde Gueil Famicicant @
« % ok Performance Bemems Mk Performance Evalumion Faing: Mk ADpray pnems

Dol gt

il and wribs your ealuation b3 RUpport the mock pay pool deliberntions

@ Geleck the Radio butfon nied B the performancs objecive you went 1o seslusts

oeck sssesamenis can b entered marsally of imporied Trom th Mt reosnt midpoet reviee. The mast recent i may b

Important Hobe; The informabon enlered in this area i

& pay pool deliberations and

. The Mack Pay Pool Infla
1ol wiill ooy be svadable from Februsry 18t through Augus

w ok assessrments and ratings will mutomatical rped on Sapbermbe
Parformance Dbjectheos Mook Assossmeats
Aopranyl Type  Annacl Apprabal - CFS AT wrind Siart Defe  00-Ook-2004
Appraizsl Feriod End Date  30-Sep- 1S P Py

il Effectve Dabe

Mook Performance (ectves

Sedect Humber Performance hgectineTik:
L 4 Tedhnacal Gusdance

Rating

R TTREE

1 Exmbuayion Raspaortionn

Mock Perfomancn Hijectie

L o 2000 chprmcian

Porformancs Obfecting Mock Rt

Peefemance: Dbsctnm Mook Ratng

Save and Hetum to Top of Page

Complete the assessments for the “Mock Performance Objectives”; assign mock ratings and then select

the “Mock Performance Elements” tab. Complete the assessments for the “Mock Performance
Elements” and assign mock ratings.
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DCEP S PAS Rasing Dicial

Track Progress | eters 1o Page |

Employes Hame

Pirformurds Fan | Midpoin Rivire
Mok Perfarmance Objectivet g8

valuition | RepamsfForms | Manags Cusst Pmmpm@
[ Mock Performance Bvaluation Rafings || Mock spproal Terw gt

Hnphirr | el Rrslarwy Trmpscert Micipsoin b Rawimmw

Mook Performancs Flements

THER v i SRS Wb B8 vl iasd STkt S prTOFTRATS HTiE Ik Sl ErkSd SAMTebie Sfd miflic (OiF (ETFOTRERLE TR FvBILStfcs B8 SLpfasit M sk By piea] delileraiins.

= SHMET T R’ Bullea feisd 1D b parTorThans shimanl yio winl 15 updans.
& Mock sesessmants can be erdened manualy or mported from the most recent InBenim Revies, The most recent inferim Raeviesr may be one that is curmently in progress.,
» O Bl Mack ASSuments and Mock REDNGS havi Bidh Ssied 1 pEIMSITEALS SkMeNL, SEMCT th Mok PerfirThanod ot ASSESITNE (b of Mack Perfarmands Evaluston Ratngt tsh

Importast Mobe: The information sntensd in this ares 5 sinctly b support mosck pay pool deliberations: snd ie not o be consdensd offiasl documentation of the employss's performance, The Mock Fay Poal Tnfo
tab will onky be aveilable from Fetrusry Lt theough Auqust J15 Pleese rote, Bhe mock assessmants snd refings: mformation will setomatically be purged on September 15t

Perfocmuance §lement Mok Ascesomants

Agprasal Typs  Annual Apprareal - BCIPS Agpraisal Pencd Stert Date 00 -Okt- 2004
Appraisal Perssd Erd Debe 30-Sap- 3015 Apprtisel Effeciive Date

Mock Performancs |hsmess

Skt 1 Rmber P cemanen Lesent | mating

prability for Ripigity

1 Bt
T Comreae

¥ Critical Thinking

4 lngagerent and Collsboration

5 Persoral Lesdership snd Ity
&  Technical Expartise

Mock Performances | Rl

Deferse Intelbpsncs smplopees ane expecind (o takn responsiblity for their work,, setiing and o meetng prioriies, and organizing and wtilzng tms
and rescurces eificinty and effectively to e The desired resulls, cordisiet with their organizstion’s geals and objpeases. In sddios, 3
SLpETVISOTS nd MENSQeTS e Speched 1o Lie thide Same siolls [ SCOpE risponsibility for and scheres results thiough e Schions and ©
o thar sbordtatin and thel oigeniEatisn 54 & whols.

i Mock Sell Astesimint

Empioyed Bssessment PE L.

th Officiall Mok Mm_ﬂn}l

Ll b T it SpollChack | Counter

Parlormae Ement Mook Rating

c Ferlormancs Element Mok Ratng = = }

Save and Returs b Top of Page |
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Select the “Performance Evaluation Mock Ratings” tab to view all mock ratings.

CCIP S P Habing Offkclal

Retriewve Apprasal | Track Progress  Retumn bo Hain Page

Empicrped Hame

=] S Emgkoes Dudlnils

Perfarmanct Flan | Midpoint Pavies Pertarmarae Bva

MsCk FTEine Onjima Wi Partarsasde Elamirtif SR NEsL]

Fvibnalpss | oy TR

Mack Performancs [vaksition Katings

. Hedp?
This screes slows
Bmportant Rofe:Th Aoemanoe. The Mod Fay Pool Infla
i will anlly be anmilab
Mock Performancs Eraliiabios
prevssl Type Annual Apprakeal - DOIFS P
Apprassl Period End Dade  30-5ep-2015
Mook Performance Objective Ratings
Order \DijectheeTitke Status Rating
1 Techrical Guidarce APPRONVED :
a R
Meck Perlormancs Elements Batings
Order  Porformancs Demaent Titks Hating
1 Aooounksbidty for Renils 4

Mock Perdormance Fvabklion Raling

Mock Perfarmance Objectie Rating

ook Dwerell Bsbing 13
i Evabsaton of Record 3 - Successiul

When all mock assessments and mock ratings are complete, select the “Mock Approvals and
Acknowledgments” tab.

Note: Employees are unable to view mock assessments entered by a Rating Official until the
assessments and ratings are approved by the Reviewing Official. Once approved by the Reviewing

Official, the employee can view the Rating Official Mock Assessment information only; the mock ratings
will not be visible to the employee.

DCIPS PAA Rating Oficial

Rotrieve Appraisal | Track Progress  Return to Main Page

Employee Informa tion

Pertormanie Dvadutoe

Mock Performance Ob jectrves MOCk Partormance Bements MOCk Perfor

Mock Approvals and Acknowledgments

Buportant Note: Tha spproval is strctly for mock purposes 10 pport poy pool deleratons and

emgiopee’s parformance
Show AJ Detads | tade AN Oetads
Detalls Tasks Status Action

at Start

R " R Start
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If the employee has not completed all mock self assessments or to allow the employee to modify their
self assessments, if needed, the ‘Start’ button for Step 2 is available. You may complete Step 2 by
selecting “Start” to allow the employee access to complete or modify their mock self assessments.
Select “Start” for Step 3 “Rating Official — Request or Document Higher Level Review” to request or
document the higher level review.

DCIPS PAA Rating Ofzial
| Rotriens Appranaed | Treck Progress  Retum to ain Page

gy Inloama bios

Ermpicrpee Hama
Paitsimase Maa ) Midpant Rivie Ragsivy s LIE TR SRR T O T Moack. Pay Faal Info |
Mack Fefomance Ob jemives W ook Periormanoe Bemes s Mock Perdormance Evalumion Fangs Mook Appiovals and Adnesledgmens

Motk Approvab and Acmowledgments

This scraes provsdes information neganding The siatus of your eplopee’s mock self sssessant e Help®

Use Option A or Option B to obtain/document Reviewing Official (HLR) approval as required. Selecting
Option A requires action by the Reviewing Official to approve the mock assessments/ratings. The
Rating Official can document approval by the Reviewing Official by using Option B.

ParoeTnirss Fias Midpeint R PeMamsce Evausah Rieai [Farms MERRGE CuHE PRI m

Mack

Mgck Perfarmance Gbjectives Mok Perfarmance EMments Mock Performance Evalyation Ratings Aggannals and A s edgeenis

Mock Approvak and Acknowiedgmests

i prowidi INfOmanon neganding the status of your employss’'s Mok Self asseamant. M Hala?
. Tep 2

®

.

Irnportamt Mobe: This spproval is strictly for mock purpases a7 PO delibersions o ot 1o be considered offical doc sion of ~ ormes

She AL Details | e 20 Dty

Detals Tasks Status Aihoe

/ Mz Titde:
OR High

Hagher Loyl Revewps Mashtod of Resees L
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When Option A is selected, Step 4 will show “Pending Approval.”

DCAPS PAA Rating Official

Track Progress | et to Main Page

Employes Name

)
Show Empioyee Detads
Faetormance Plan ( Madpoms Review ) Pacfoomance Eviduation | Repors/fermt | Munage Coest Nnm

Mock Performance Obmctiet | Mook Performance Demants o Mok Ferformancs Bvaluption Rang: ARSI ERVTTES IR EISTEPRIEEIEY
Mock Approvals and Acknowledgments

This screen provides information regardng the status of your empioyee’s mock self sssessment. Need Helg?

o Yo aliow the empioyes 5 medfy thew mock sef-autersmant, select the “S2art’ Suticn for Step 2
o To request or document Righer level review, select the 'Start’ button for Step 3
o Select 'Show 10 e detaliod formation about & completed Rep

Important Note: The spproval i strctly for mock purposes 10 suppert pay pool delberations and is not 80 be considered oficial documentation of the empiopee’s performance

Status Action

L

If employee’s mock self assessments are not complete, the Rating Official will receive a warning
message. Select ‘No’ to stop the process or select ‘Yes’ to continue.

DCIPS Performance Appraisal
=== Application (PAA)

Myfizs IC8 My Bz 1CE MyPerformance FAQ  Logost

L. Warning

Employee sell assossment is misssing on one or more apgroved performance objectives,

00 you want %0 continue?
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Mock Pay Pool Info - Reviewing Official (Higher Level Reviewer) View

Reviewing Official logs into DCPDS "MyBiz+" and selects “Performance Management and Appraisal” link
under "Manager Functions". Note: Itis not necessary to have ‘update’ in the Action column to
complete the Reviewing Official Approval of the mock assessments and ratings. Reviewing Official will
select “Go” on either “View” or “Update” in the Action column to proceed.

MyPerformance

Manager Functions

@rmaﬂce Management and Appr@

MyPerformance

Wythrs KX My B OE MyPedormance Home iy (Caagrarste s

[UE S PP TR N Frovichs Guast Toedhsck

Rating CificialHighor Lavnl Ravviiwes

MyPerformance Main Page

Waming: This application is designed for sensitive endassified personnel information cnly. Do NOT enter dassified
information in this system. Unauthorized release of dassified information Is a viclation of law and may lead to
proseculion.

Froam the Main Pape, you can creste, update snd v emplopes Performance Plans: changs the Eating Offical and/or Figher Level Revsewes; v and prink part or sn entice plan after £ i crested; dose » plan,
and track B status of & plan

Wi can siso search for compheted plans by sebecting e “Shaw Completed Plans/dpprsssis’ ek locsted at the bottom of this page.

Tia eraate b Paformence Plas: Ta oafmplit Sthar sboni deicribed abow:
» Select ‘Thoose & Plan Type' * Seled an option from the Action colsmn
» Select ‘Apprasal Plan Type' * Seled B Go” button

= Sabect the 'Co' bamion

Important: Te bicoms famiiar with th colamng, sehed e Tetd Help? o

TP Onfy Employees that have a plon in progress e sted bk
Create New Pan

T v AN Aneraiiad v Aporaissl T &5 *
by Iy Al Apor piiadi foraiial Year 2003 Checse & Pan Type - Go

Facordd Deiplrpsd 10 =

it amcomer R QI G B et e

41373 DCIS Pending  Plan in Progress - T | =

Midpoint Ritermed for -
005 4145 01-0at-2034 DCIPS Approvid  chance W '
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Reviewing Official selects “Mock Pay Pool Info” tab and then “Mock Performance Objectives” tab to
review Employee and Rating Official mock assessments and ratings for the Performance Objectives.

DCIPS PAA HLR

Track Progress || Retum to Mak Page |

Emgloyee RKame
+| Shewy Empioyes Detads

it Rrdiew Ferformanc e Evalualion Foepons fFoms Harape Cuen Panopans

Mk Pefarmande Dementi Mgk Parfarmdnd @ Eviluation Ratings Mgk AhpiTr

leed Helg?

This serian alktears wou 10 vl your

O DRREINA, (BT

prreided 10 Supporl the meck pay posl deliberatond.

o Salect the "Hadey’ but

= thie Pacfermmancs DB o Parformancs [lams
« Select the appropriaie tab to view employss Mo Perfomance Objectives, Mok

2 o wilh 10 vidw

Prformance ERmanes, sndi'sr Approwels snd Adndraibdgmesnis

Important Note: The information sabered in this anss it strictly 5o suppor! mack pay pool deliberstions and i not to b consdersd official docementation of the smployee’s perfarmance. The Mock Pay Pool Info
tab wall poly be vailable from Febneany 182 through August 3152 Flease nobe, the mock assessments. and ratings will automatically be purped on September Lt

Mok Perlormance Dbjective Assessments

Pr—T

w4 Annual Appraial - DEIPS
M-S 201

g 010t 2014

Mook Performanos Objecthves
Mock Performance Objectines

Seebect| Mamber Porlormance OlfoctvoTith |Status Reating
L] 1 Tachnical Guadanos Oibrpctien Approssed 4
2 Rapoits Objective Apprived 3
1 Evalusbon Reporting Objective Approved ¥
Mock Performance Objective

is of daba. Prosent
et one maont in advance of the due

ti0 your supersisor af heas
e Mgyl ydar

Employisn Mock Sell Assessment

| Fe—y
[Emmplorpon assessmaent PO 1

'
Ratirg 0¥fkcksl Mook Assessmant

e 1

Perlormance Objecthee Mock Ratig

Perfprmance Objective Mock Raling &

Raoturn B Top of Page
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Reviewing Official selects “Mock Pay Pool Info” tab and then “Mock Performance Elements” tab to

review Employee and Rating Official mock assessments and ratings for the Performance Elements.
Return Eo Main Page

BEIPS PRA HLR

Employes Name

£ Showy Emgiowes Detais

Pemamance Plan Mg R Fpons Foed Manai Cusst Pm-:cm:@

Mack Perlormands DS Wcirei Mk Pefarmands Evalultion Fgingi Mk ADQr r e
Bsed Help?

Mk P ormasea | iemesis
This screen alkews you 10 vew yOUr employee's Performance Elements Sef-Assessment snd the Rating Ofioals eveluation information end recemmended rabng.

& Selesct the "Radia’ buthon next bo the: performance sbement you wank bg vies,
» Sibe the Mock Performancs Evaluation Rating tab b conbinus your rinew.

Important Bote:The infarmabon entered i this srea is strictly 1o support mack pay pool deliberations and is nok b be considered official doosmentation of the employes’s performance. Thes Mock Pay Pool Infl

s wiill oy b ervailable from Februsry 13 through August 31, Pleass nobe, the mock sssessments and ratings will sutomabcally be purged on Sepbembaer 13

Oate  O1-00t- 014

Performasn Fiemest Mok Assoccmests

poraial Type  Asseal Apprasal - DS
Approisal Pancd End Dete  38-Sep- 1015
| Rating
4

Persongl Leadisrship and Intesgrity

Tachrical Expebriing

i Peri o Ehemsent

cugh the scSons and contributions

e
ty for and achirve resalts

T mployes Mook Soll Assessmant

Errgibirping ELssamend FE o

Rating ficial Mok Assiament

RO Baassameii 22 TA far FE

Peri ormancs Elsment Mock Ratisg
Hetwm bo Top of Page
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DCIPS Performance Appraisal Application (PAA) Mock Pay Pool Info User Guide

Reviewing Official selects “Mock Pay Pool Info” tab and then “Mock Performance Evaluation Ratings”
tab to review Mock Performance Objective and Mock Performance Elements ratings and the Mock
Performance Evaluation Rating which includes the Mock Overall Rating, and Mock Evaluation of Record.
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DCIPS Performance Appraisal Application (PAA) Mock Pay Pool Info User Guide

Reviewing Official selects “Mock Pay Pool Info” tab and then “Mock Approvals and Acknowledgments”
tab to “Approve” or “Return for Change”.
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If Reviewing Official (Step 4) selects “Return for Change” button, Rating Official can make additional
changes and/or request employee make changes, then complete Step 3 in Mock Approvals and
Acknowledgments again. Reviewing Official can approve the mock assessments and ratings simply by
selecting the “Approve” button.
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The Mock Performance Evaluation process is complete after the Reviewing Official approves. The
employee can now view the Rating Official mock assessments but cannot view the mock ratings. Rating
Official and Reviewing Official can view mock assessment and rating information. The mock ratings can
be extracted in the CWB Download Extract process from 1 April thru 31 August. This mock pay pool
information is purged on 1 September of each year.
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