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You may not have any employees listed below 
if you have not already either built a new plan 
or copied an existing plan.  See next slide for 
example of plans once started. 



Once you create or copy a plan, 
then your Main Page will show 
employee’s and their status



1st

2ndIf you do not see the employee 
you’re looking for listed on the 
page, then “Create a New Plan”.





1st: Ensure dates are correct.  
Effective date is normally 1 April 
each year, however, if employee 
was hired after 1 April, then 
period start date will be date of 
hire.  End date is normally 31 
March and effective date is 
normally 1 June.2nd:  Can change 

rating official and 
HLR here, if needed.

3rd



Input employee’s name and click “Find”.  You may 
also enter the last year’s date, if needed.



Ensure this is the correct 
plan and click “Copy”



Note Pending 
Status

Click here if 
you want to 
view or edit
them

Here if you 
want to 
delete one

Once finished, click the 
drop down and select 
“Return to Main Page”, 
then “Go”

Here if you 
need to add a 
new one



“Transfer to Employee” for edits 
then “Go”—as many times as 
needed; should be collaborative 
effort



“View” means you are not the current owner and therefore cannot 
make changes until the plan has been returned and it says “Update” 

Tucker, Karen F

“Retrieve” is an 
option on the 
drop down in 
some 
circumstances

No action on this page unless you 
want to retrieve the plan from your 
employee--see below. Otherwise, 
proceed to next slide.Note who 

current 
owner is



Once employee transfers plan back to you, 
log in to MyBiz+ and…



Once returned from employee 
and edits, if any, are acceptable, 
then click “Update” and “Go”



1st: Click on 
Step 4 on the 
Plan page

Plan Page

2nd: Click “Start” 
to send for HLR 
approval



Option A 
should be 
utilized

Note the verbiage for the email 
to the HLR is already included.  
You may edit if needed. Transfer w/email so HLR is 

notified it’s pending action 



It’s confirmed that it was sent to HLR—No 
further action until returned from HLR

Status has updated
No longer 
owner



Can bypass HLR w/i the system by using 
Option B, but ONLY if HLR concurs

Can change HLR here, 
if needed

Make selection

Requires input if 
“Other” is selected 
for Method of 
Review

Be sure to save if 
using this method

Then here





If sent for HLR, upon return, login to 
MyBiz+ and click here again



Upon return, status 
will update to “Plan 
Reviewed by HLR”

Upon return 
should read 
“Update”, then 
click “Go”



System defaults to “Step 1: 
Plan Details”. Click Step 4 
Approvals and 
Acknowledgements tab to  
see screen below

1st: Click start to send plan 
to employee for 
acknowledgement

2nd: Input 
required 
information

3rd: Transfer to employee 
for acknowledgement



Note that the text is automatically input.  May be 
edited, if needed



No action needed on this page.

Note current owner Changed from 
update



System defaults to “Step 1: 
Plan Details”. Click “Step 4 
Approvals and 
Acknowledgements” tab to  
see screen below

1st: Click “Start” to transfer 
plan to employee for 
acknowledgement

2nd: Input 
required 
information 3rd: Go to 

Step 4

If employee is unavailable or refuses to sign, you have the 
ability to acknowledge for them, otherwise skip this step 
and wait for employee to acknowledge.



1st

2nd (If other is 
selected, from drop 
down, input is 
required for 
method.) 3rd

Last

Second Page if using Step 4 to 
acknowledge for employee.  If not using 
Step 4, proceed to next slide.



Note that all are 
complete

Select “Return to 
Main Page” from 
drop down menu 
and then “Go”

If using Step 4, to acknowledge for 
employee, you’ll see this screen.  If sent to 
employee for acknowledgment, you’ll have 
to log back in to MyBiz+ to see that all steps 
have been completed.



Once plan is approved and employee 
has acknowledged, you are finished 
unless the plan needs to be modified 
at a later date to add/delete/change 
duties.
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