DOCUMENTING A PROGRESS REVIEW

Rater/Supervisor

1. NOTE: The Current Status is Plan Approved
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2. Select Acknowledge.

& Confirmation
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3. Select Progress Review tab.

Progress Reviews J| Annual Appraisal | Narrative Statements | ViewiPrint Form | Manage Guest Participants
Siep 2. Mission Goals  Step 3 Step 4: Approvals
I - Choase an Action - Go
Employes Information
Employee Name  EHRIS Bwraox, Wzhjkuw G
Show Employee Detaits

This SCreen allows you 10 View and Ehange e Getalls of YOUr EMPIOYEe's prformance plan
Siep 1: Plan Details

» Vertly the appraisal Gales and higher kevel reviewer Name IS cormect, and, if appiicatie, make: NECESSary Changes

+ Select Save and Continue Dulion at he BOTIoM Mgt comMer 1o Move 1o Step 2 Mission Goals.
TIP: Choose an Action — located at the 1op nght comer — aliows 10f Sektion of other a¢tions throughout the performance cycle.
For agational quidance, select Nead Halp?

* Appraisal [Annusl Appraisal - DeD v e Plan Approval D: 28-Apr-2016
I T Pian Last Modified Date  18-Aug-2016
* Appraisal Period Start Date  |01-Apr-201
praisal Period Stan Oate  (61-Apr-2018 | "’39 Created By  EMRIS Caashu, Crdqdd |
* Apprasal Period End Date  [M1-Mar-2017 | @
* Appraisal Effective Date  |01~Jun-2017 ®
Rating Offical Name  EHRIS Caaohu, Craqad |
Higher Level Reviewer  EMRIS Cazfx, Duszaxwyepeok C
‘Save and Continue

4. Select Create Progress Review.

o T g mevews | ps o | T e |

— Choose an Action ™) [Ge
Employee Information
Empioyee Name  EHRIS Bwraox, Whjkuw G
Show Employee Details
Need Help?

ogress reviews are conducted 1o assess empioyee's performance throughout the performance cycle: Al least one progress review is required and is typically conducted at the mid-point of the cycle. From this screen you can create 3 POIESs feview, Update 3 Progress rev
Deen approved. and view & €on d PrOGIEss review

that has not

= Tocreale a progress feview, select Cre
upaate 3 progress review, sesec
view a comple

Progress Review’ bution
e "UPaate’ DUIoN UNGer the ACON CoUMN
d progress review, select View History’ bution under the Action column

& TIP Progress Reviews are a review of an employee's performance which typically occurs midwa

through the performance cycle. (Note: This does not pertain to the narral

rve statements or annual appraisal.)

Number
No resufts found

Creation Date Higher Level Review Date Status. Communication Date




5. Use arrow to select Transfer to employee. Select Go.

Plan | Progress Reviews = Annual Appraisal Narrative Stalements  View/Print Form  Manage Guest Participants

Employee Information

Employee Name  MICKELSEN, ASHLEE M
P Show Employee Details

6. Review message to employee, change if needed. Then select an option. OR

Rating Official Notification to Employee - Sablan, Zenella K v v

Cancel | Transfer to Employee without E-mail Notification  Transfer to Employee with E-mail Notification
Message to Employee

This screen allows you to send a message to your employae regarding their performance plan/appraisal. The notification can be sent with or without an email message,

- To provide additional information to the employee, enter a message in the text box below Message to Employee and select Transfer to Employee with E-Mail Notification bution at top right comer.
« ITyou choose not to send a message, select Transfer 1o Employee without E-mail Notification butien. You will need to centact the employee directly.
- Select Cancel button at fop right comer to go back o previous screen without making any changes

For addtional guidance, select Need Help?

N
Y  Please go to your Performance Management and Appraisal to input your progress review notes |

Spell Check

7. Your Action status now says View.
Records Displayed 10[~] | }3 & 79 & v [l
Employee Name = Current Owner = Rating Official Name = Appraisal Year =  Appraisal ID =~  Plan Approval Date ~  Type ~ Plan Status ~  Current Status Action
ORTIZ, MARTA Davis, Anya C Davis, Anya C 2021 137315 07-May-2020 DoD Approved Progress Review Completed Update
Eisele, Richard D Davis, Anya C Davis, Anya C 2021 137285 07-May-2020 DoD Approved Progress Review in Progress
Sablan, Zenella K Sablan, Zenella K Davis, Anya G 2021 137331 07-May-2020 DoD Approved Progress Review in Progress
MICKELSEN, ASHLEE M MICKELSEN, ASHLEE M Davis, Anya C 2021 137307 07-May-2020 DoD Approved Progress Review in Progress
Giddens, Janina M Giddens, Janina M Davis, Anya C 2021 137301 07-May-2020 DoD Approved Progress Review in Progress View

Ratee/Employee

8. Your Action status says Update. Select Go.

MyPerformance Main Page = Provide Guest Feedback My Journal
Employee

MyPerformance Main Page

Need Help?

Warning: This application is designed for sensitive unclassified personnel information only. Do NOT enter classified
information in this system. Unauthorized release of classified information is a violation of law and may lead to prosecution.

From the Main Page, you can create, update and view your Performance Plans; view and print part or an entire plan after it is created; and track the status of a plan. You can also search for completed plans by selecting the 'Show
Completed Plans/Appraisals' link located at the bottom of this page.

To create a Performance Plan: To complete other actions described above:
+ Select 'Choose a Plan Type' * Select an option from the Action column
+ Select Appraisal Plan Type
« Select the 'Go' bution
- Select the 'Go' button

Important: To become familiar with the columns, select the 'Need Help? link

Appraisals of MICKELSEN, ASHLEE M

Create New Plan
—Choose a Plan Type--

Go

Records Displayed 10

ITHEH 2 S8ty il v

Employee Name . Current Owner . Rating Official Name ~. Year 2. A | ID . Plan Appi Date . Type . Plan Status ~. Current Status .o i
MICKELSEN, MICKELSEN, Progress Review
ASHLEE M ASHLEE M Davis, Anya C 2021 137307 07-May-2020 DoD  Approved Progross Update Go F




9. Select the Progress Review tab and then Update.

Employee Information

Employee Name MICKELSEN, ASHLEE M
p Show Employee Details

review which typically occurs midway through the performance cycle.
- Select Create Progress Review button to create a progress review.
+ Select Update button under Action column to update a progress review.
+ Select View History button under Action column to view a completed progress review.

For additional guidance, select Need Help?

- Choose an Action —

®

Go

This screen allows you to create, update or view completed progress reviews. Progress Reviews are performance discussions that must be documented in the MyPerformance tool. Employees must have at least one documented progress

Date o Method

He Gy @
Number Created By Creation Date Higher Level Review Date Status Commu
1 Davis, Anya C 03-Sep-2020 Initiated

ployee Ack Date i Delete
Update

10. There is a radial button for each critical element. You can input your comments in order or
select a specific critical element for your input. Once selected, scroll down to Employee Input.

Assessments  Approvals and Acknowledgments

This screen allows you to view your performance elements and standards and provide input
Select Radio button next to the performance element and standard(s) you want to view and enter input.
Select Go Back to Top of Page button at bottom right corner to go back to the top of the page.

Select Approvals and Acknowledgments tab to go to Approvals and Acknowledgments page.
Select Go Back to Progress Reviews button at top right corner to go back to Progress Reviews page.

For additional guidance, select Need Help?
Performance Elements

Heb#em

Select Show My Journal link located below the Employee Input heading to refer to or copy and paste any information for your progress review input.
Select Go to Next Performance Element button at bottom right comer to go to the next performance element and standard(s).

Order Performance Element Title Status Performance Element Type
® 1 HR Benefits - Lead Approved Critical
11. Type your input here.
Employee Input
p Show My Joumal
>
14

(Limit to 2000 characters) Spell Check Counter

12. When completed with your input, either scroll down and select Go to Next Performance
Element, or scroll up to select a specific critical element.

Rating Official Assessment

)

I—q Go to Next Performance Element I Go Back to Top of Page




13. When you have completed your input, scroll to top and select Go Back to Progress Reviews.

Progress Reviews Information area

N
I_V I Go Back to Prog: Reviews

Employee Information

Employee Name MICKELSEN, ASHLEE M
) Show Employee Details

Progress Review Information

A progress review should acknowledge act to date and areas for improvement. The supervisor and employee should engage in meaningful communications throughout the appraisal cycle to assess performance
against the performance elements and standards.

Progress Review Initiator Davis, Anya C N
o ¥ Progress Review Number 1
Progress Review Status Initiated

Assessments  Approvals and Acknowledgments

This screen allows you fo view your performance elements and standards and provide input.

Select Radio bufton next to the performance element and standard(s) you want to view and enter input.

Select Show My Journal link located below the Employee Input heading to refer to or copy and paste any information for your progress review input
Select Go to Next Performance Element button at bottom right corner to go to the next performance element and standard(s).

Select Go Back to Top of Page button at bottom right corner to go back to the top of the page.

Select Approvals and Acknowledgments tab o go to Approvals and Acknowledgments page:

Select Go Back to Progress Reviews button at top right corner to go back to Progress Reviews page.

For additional guidance, select Need Help?
Performance Elements

HeE#v m

Order Performance Element Title Status Performance Element Type

14. Click on the arrow to select Transfer to Rating Official, then select Go.

Plan = Progress Reviews | Annual Appraisal Narrative Statements  View/Print Form

I Transfer o Rating Official ﬂl Go ¢

Employee Information

Employee Name MICKELSEN, ASHLEE M
p Show Employee Details

This screen allows you to create, update or view completed progress reviews. Progress Reviews are performance discussions that must be documented in the MyPerformance tool. Employees must have at least one documented progress
review which typically occurs midway through the performance cycle.

« Select Create Progress Review button to create a progress review.
+ Select Update button under Action column to update a progress review.
+ Select View History button under Action column to view a completed progress review.

For additional guidance, select Need Help?

He &ym

Number Created By Creation Date Higher Level Review Date Status  Ci ication Date Ci ication Method Employee Ack Date Action Delete

1 Davis, AnyaC  03-Sep-2020 Initiated Update i

15. Select the option you prefer to transfer your progress review. OR

Employee Notification to Rating Official - Davis, Anya C U {}

Cancel | Transfer to Rating Official without E-mail Notification | Transfer to Rating Official with E-mail Notification
Message to Rating Official

This screen allows you to send a message to your Rating Official (RO) regarding your performance plan/appraisal. The notification can be sent with or without an email message.

+ To provide additional information to the RO, enter a message in the text box below Message to Rating Official and select Transfer to Rating Official with E-mail Notification button at top right comer.
+ Ifyou choose not to send a message, select Transfer to Rating Official without E-mail Notification button. You will need to contact the RO directly.
+ Select Cancel button at top right comer to go back to previous screen without making any changes

For additional guidance, select Need Help?

Spell Check




16. NOTE: The Employee Action now says View.

Employee

MyPerformance Main Page

Need Help?

Warning: This application is designed for sensitive unclassified personnel information only. Do NOT enter classified
information in this system. Unauthorized release of classified information is a violation of law and may lead to prosecution.

From the Main Page, you can create, update and view your Performance Plans; view and print part or an entire plan after it is created; and track the status of a plan. You can also search for completed plans by selecting the 'Show
Completed Plans/Appraisals’ link located at the bottom of this page.

To create a Performance Plan To complete other actions described above:
+ Select 'Choose a Plan Type' + Select an option from the Action column
+ Select Appraisal Plan Type
* Select the 'Go’ button
+ Select the 'Go’ button
Important: To become familiar with the columns, select the 'Need Help?' link

Appraisals of MICKELSEN, ASHLEE M

Create New Plan
_Choose a Plan Type—

Records Displayed 10

e=-RCR - AR 4

Employee Name ~. Current Owner . Rating Official Name A isal Year - Appraisal ID -~ Plan App! Date ~. Type - Plan Status -~ Current Status -,
"‘A"‘S(iﬁf;” Davis, Anya G Davis, Anya G 2021 137307 07-May-2020 DoD  Approved Progress Review i

Progress

Rater/Supervisor

17. Action now says Update. Select Go.
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18. Select Acknowledge.
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Supervisory Commitran Stabermen

1 eraire pertcrmance slements ane Bnked 3 CAUINABONM perfrmance poals. estabR Cpen COmMUNCaton

acknowledge my mle 25 3 sUperVEDr S V

Acnowenge




19. Select Progress Review tab.

pian [ Progress Reviews [l Annual Appraisal | Narrative Statements | ViewsPrint Form | manage Guest Participants

Step 2 Mission Goals _ Slep 3: Performance Elements and Standards  Slep 4: Approvals and Acknowledgments

I Choose an Action - v| [Ga

Employes Information

Employee Name _EHRIS Bwraox, Wenjkuw G
Show Employee Detaits

Nead Help?

28-Apr-2016
18-Aug-2016
EHRIS Caaohu, Craqad |

» [Annual Appraisal - DeD v
01-Apr-2016 ®
31-Mar-2017 ®
01-Jun-2017 &

e EHRIS Caachu, Crdqad |
e EMRIS Cazfx, Duszaxwyepeok C

Save and Continue

20. Select Update.
1

— —
Hebégvym
Number Created By Creation Date Higher Level Review Date Status Communication Date Communication Method Employee Ack Date A Delete
Initiated I Update i

Davis, Anya C 08-0ct-2019

21. You will see all the critical elements you created for the employee. There is a radial button to
the left of each element. The button selected is the element you will be adding comments for. You will
do this in the Rating Official Assessment block. When you are finished with a critical element, you can
either select the Go to Next Performance Element at the bottom or scroll to the top and specifically
select the order in which you would like to add comments to critical elements.

Employee Input

== Rating Official Assessment

{Limit to 2000 characters) Spell Check Counter

Go to Next Performance Element | Go Back to Top of Page

22. When you have completed your assessment for each critical element, scroll up to the top of
your screen. You will see two tabs. You have been working under the Assessment tab. Click on the

Approvals and Acknowledgments tab.

Assessments | Approvals and Acknowledgments <:

This screen allows you to view your employee's performance elements and standards and input and enter your assessments.

= Select Radio button next to the performance element and standard{s) you want to view and enter assessments.

= Select Go to Mext Performance Element button at bottom right comner to go to the next performance element and standard(s).
* Select Go Back to Top of Page bution at bottom right comer to go back io the top of the page.

= Select Approvals and Acknowledgments tab to go to Approvals and Acknowledgments page

= Select Go Back to Progress Reviews button at top right corner to go back to Progress Reviews page.

For additional guidance, select Need Help?

Performance Elements

23. The system takes you through the HLR requirement.



Assessments | Approvals and Acknowledgments

This screen allows you to start the approval and/or communication process or view status information of the employee’s progress review.

+ Select Show All Details link to see status information (date, method, etc.) and Hide All Details link to collapse all steps

= Select > icon under Details column to see approval and/or communication information for each step and select 4 icon to collapse step.
» Select Start' button under Action column for Steps 1 (if required) or 3, if available.

« Select Go Back to Progress Reviews button at top right comer to go back to Progress Reviews page

For additional guidance, select Need Help?

HeESg-m
Show All Details | Hide All Detalls

Details Tasks Status
[ 2 Step 1: Rating Official - Request or Document Higher Level Review (if required) Not Started
[ 3 Step 2- Higher Level Reviewer - Review (if required) Not Started Mot Started
» Step 3: Rating Official - Document Communication to Employee Not Started Start
[ 2 Not Started Step 3 must be completed

Step 4: Rating Official - Document Employee Acknowledgment

24. You will see 2 options: Option A & Option B. Option A will send the review to the HLR. This step
is NOT necessary unless your HLR requires it. You may use Option B and under Method of Review select
Face to Face. Select a Review Date and Save.

If you select Option A, you have the option to send a message to the HLR and then transfer to them with
or without an e-mail notification.

He=gym
Show All Detais | Hidz All Details
Details Tasks
4 Step 1: Rating Official - Request or Document Higher Level Review (if required)

Status. Action
Not Started Start

@ TIP There are two opfions available fo complete this step. If you are both the rafing official and higher level reviewsr, use Option B to document the approval

I Option A - Transfer to the Higher Level Reviewer I

Name Title
Davis, Anya G Rating Officzl
Knosh. Judy M Higher Level Reviewer
@ TIP Please select new HLR from list of values, if required.

Change Higher Level Reviewer  Knoelk. Judy M a

Message to Higher Level Reviewar

This screen provides spas for you o send a Higher Level Reviewier a message regarding an employes's Prograss Review. After writing the message, select the Transfir to Higher Level Reviewsr with E-mail Nofification' button o send the message

Spell Check

Nofice: You are 3bout to contact Knoglk. Judy M by e-mail. Due to the unencrypted nature of this e-mail communication. please do not inchude any non-public information such a5 sosial scurity numbers o privacy act information in your &-mail.

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

OPTION B

IGpl'lm B . Document the higher level review has taken place by entering the lollowing information I

Duzzamycpeok C Q

e [ o

Not Started Step 1 must be completed
Not Started Start
Not Started 3 must be completed

Stop2 Higher Level Reveewer - Reverw (f requred)
Step 3. Rating Offcial - Document Communication 1o Employee
Step 4 Rabing Offcial - Document Employee Azknawledgment

25.

& Confirmation

I certify that the information in this Progress i id the Higher Level Reviewer’s approval

26. This step is where you initiate communication with the employee.



Create/Update Progress Review

Employee Information

Employee Name _EHRIS Bwraox, Wahjkuw G
Show Employee Detais

Progress Review Information

@TIP & pr to date a ed areas for

Go Back to Progress Reviews

It should faciitate meaningful dialogue of accompl

Progress Review Intiator  EHRIS Caachu, Crdqdd |
Progress Review Stalus  Initiated

This screen provides information regarding the status of your smployee's progress review.

If the ‘Start bution is active, select it 1o complate the process
Select"Show link to see approvals and acknowledgments information for each step.

He g
Show All Details | Hide Al Details
Datais Tssks Status

and areas for mpr

Progress Review Number 1

Need Help?

Action
Step 1 completed
Step 2 compieted

Step 1: Rating Official - Request or Dacument Higher Level Review (i required) Completed
Step 2. Higher Level Reviewer - Review (If required) Completed ~
ISmn3 Rating Official - Document C 10 Employee |

Step 4. Rating Offcial - Document Employee A knowledgment Not Started

St
Step 3 must be completed

27. Itis recommended you have a face to face conversation with them about their performance.

Create/Update Progress Review

Employee Information

Employes Name _EHRIS Buraox, Wazhjluw G
Show Employee Detais

Progress Review Information

Progress R
Progress Re-

siator  EHRIS Casohu, Crdqdd |
vuStatus  Initiated

Assessments  Approvals and Acknowledgments

This seraen prerods sormabon ragarding the 31atus of your employee’s peogress. revew

I the "Start button is. active, select it 1o complete the process
Select "Show Ink 10 see approvals and acknowledgments informaton for each step

Hesa

Show All Detads | Hide All Details

Detais Tasks Status
Step 1 Rating Officeal - Request or Document Higher Level Revenw (i requred) Completed
Step 2 Hightr Level Reviawer - Raview (d required) Compiated
Step 3 Rating Official - Dacument Communscation 1o Empioyee: Not Started

| Communs abon Method F F
. [FacatoFaca
O | Telephane
Other

Siep & Rating Official - Document Employss Acknowiedgment Mot Started

@ TIP & progress review should acknowledge achievements to date and suggested areas for improvement, It shoud faciitats meaningful dialogue and exchange of accompkshments and areas for impeovement

Cancel | Save and Transter 1o Employee for Acknowedgment || Save and go o Step 4

Go Back 1o Progross Reviews

Progress Revew N

Need Help?

Action

Step 1 completed

Sop 2 completed
Stant

Step 3 must be completed

28. You can Save and Transfer to Employee for Acknowledgment or Save and go to Step 4. If you
Save and go to Step 4, go to step 29. If you Save and Transfer to Employee for Acknowledgment, skip

to step 35.

Create/Update Progress Review

Employes Information

Emplojes Name  EHRIS Bwraox, Wihjhuw G

Show Emplayes Detals
Prog

Review Information

ZTIP A proge

o35 review should adnowledge achuevernents to date and suggested areas for Improvement

33 Reverw
o33 Reea

EHRIS Casohw, Crdqdd |
us  Initiated

Approvals and

Thes screen provdes mformaton regardng the status of your employee’s pro

o, select & 1o complete the process.
bk 13 s approvais and acknantedgments mlorm,

+ 1 the “Start bution i act
ot Shos

ton for each step

Hz 58
‘Show Al Detais | Hade All Detads
Oatats Tasks Stann

Stop 1. Ratng Offceal - Request or Document Highee Laved Reverw (4 requred) Complated
Step 2 Higher Level Reviewer - Review (d requred) Completed
Step 3 Ratng Oficial - Documant Communcation 1o Employes Not Started

< aton Date

MAp 2006

Communcaton Metnod  (EZNETY )

Other

Step & Ravng Ofic.al . Document Employee Acinowtedgment

should faciitate maaningful dalogue and exchange of accomplishmants and areas for Improvement.

Cancel  Save and TransteTio Employes for Acknowledgment
Not Started Stap 3 must be ¢

G0 Back 10 Progress Revess

Progress Revew Number 1

29.

& Confirmation

Ara you sure you want to go to Step 47




30. Document Employee Acknowledgment.

Create/Update Progress Review

Go Back to Progress Reviews.
Employee Information
Employee Name _EHRIS Bwraox, Wzhjkuw G
mployee Detais
Progress Review Information
@nPa should 10 date and suggested areas for improvement. It should facitate meaningful dialogue and exchange of accomplishments and areas for improvement.
Progress Review Intiator  EHRIS Caaohu, Crdqdd | Progress Review Number 1
Progress Review Status  Pending Empl Acknowledgment
A is and
This screen provides information regarding the status of your employee’s progress review Need Help?
| 1fthe "Start button is actve. select it to complete the process.
| Select Show link to see approvals and acknowiedgments information for each stop.
He 8
Show Al Details | Hide Al Details
Detais Tasks Action
Stop 1: Rating Official - Request or Documant Higher Level Review (f required) Completed Step 1 completed
Step 2. Higher Level Reviewer - Review (i required) Completed Step 2 completed
Step 3 Rating Official - Docur 1o Employee Completed  Siep 3 completed
. [Ster & Ratng Offcial - Document Emp } —>(sun
@ TIP These fields are auto-populated at the time of employee acknowledgment. If the employee s not available or refuses to acknowledge, you may update this area accordingly.
Acknowledgment v
Other Method
Date ®
Cancel || Save
Create/Update Progress Review
Go Back to Progress Reviews
Employes Information .
Employse Name _EHRIS Bwraox, Wehjkuw G
Show Empioyee Details
rogress Review Information
@ TIP & progress review should acknowledge achievements to date and suggested areas for improvement. It should faciltate meaningful dialogue and exchange of accomplishments and areas for improvement.
Progress Revew Iniiator - EHRIS Casohu, Crdqdd | Progress Review Number 1
Progress Review Staws  Pending Empl Acknowledgment
A s and
This screen provides informalion regarding the status of your employee's pOQIess review. ) Need Help|
- 1fthe "Start button is active, select i to complete the process.
- Select 'Show Ik 10 3¢ approvals and acknowledgments information for #ach $10p.
— 5
Ho o8
Show All Details | Hide Al Details
Detais Tasks Status
Step 1: Rating Official - Request or Document Higher Level Revaew ( required) Completed tep 1 completed
Step 2. Higher Level Reviewsr - Review (1 required) Completed Step 2 completed
Step 3. Rating Official - Document Communication to Employee Step 3 completed
Step 4 Rating Start
@ TIP Thess fhelds are auto-popuiated at tha bme of empioyes acknowledgment. If the employes is fiabia o rofuses to acknowsedge, you may update tis ared accordingly.
‘Other Method
Date  01-SEP2016 (@
e Y=
—
Create/Update Progress Review 5
Go Back 1o Progress Reviews.
Employee Information
Employee Name _EHRIS Bwraox, Wzhjkuw G
Show Employoe Details
Progress Review Information
@ TIP A progress review should acknowiedge achievements to date and suggested areas for improvement. It should facitate meaningful dalogue and exchange of accomplishments and areas for improvement.
Progress Review Iniator  EHRIS Casohu, Crdqdd | Progress Review Number 1
Progress Revew Status  Completed
A is and
This scroen provides information regarding the detaded status of your employee’s progress review. Selact 'Show link 1o see approvals and acknowledgments informabon for €ach step Noed Help?
He 8
Show Al Detads | Hide All Details
Detads T3 Status
Step 1: Rating Official - Request or Document Higher Level Review (f required) Completed
Stop 2. Higher Lovel Reviewer - Review (f roquired) Completed
1503 Raboo Oficial Soqpieied
p 4 Rating Offcial - Document Employee Acknowledgment Completed
-_—




33. The progress review has been completed, from the Choose an Action drop-down menu, select

Return to Main Menu and select Go button.

Transler 1o Employee
£

Pian | Progress Reviews | Anwal Appraisal | Narative Statements | ViewsPrint Form | Manage Guest Participants

Employee Information
Name
w Employee Detais

u can create 3 progress review, update 3

Choose an Acbion —
Rating Offcial or Higher Level Reviewer

Need Help?

EHRIS Bwraox, Wehjkuw G
sew that has not been appeoved, and view

formance cyde. (Note tain 10 the namatw
Cruato Progress Review | 134 = ™5 &
Number Created By Creaton Date Higher Lavel Review Date Stats Communication Date Communicaton Method Employee Ack Date Acton Oelote
EHRIS Caaohu, Crdadd | 015ep-2016 05-Sep-2016 Completed 17-A0g-2016 Faceto Face 01-Sep-2016 View History

z P | =
Rating Official/Higher Level Reviewer
MyPerformance Main Page
Need Heip?
Warning: This application is designed for sensitive unclassified personnel information only. Do NOT enter classified information in this system. Unauthorized release of
classified information is a violation of law and may lead to prosecution.
From the Ma Page. you can create, update and view employee Performance Plans, change the Rating Official and/or Higher Level Reviewer. view and pnnt part of an entire plan after i is created; close a plan. and track the status of a plan
You can also search for complated plans by selec mpleted Plans/Appraisals’ ink located at the bottom of this page
Performance Plan: To comy
« Seloct ‘Choose a Plan Type’ lect an option from the Actio
« Select ‘Appraisal Plan Type'
« Select the ‘Go’ button

+ Select the 'Go’ button

Important: To become familiar with the columns, select the "Need Help? fink
Plans/Appraisals In Progress
@ TIP Only Employees that have a plan in progress are listed below.
Create New Plan
ShowMe  All Appraisals [v] Apprasal Year  ALL [V] Choose a Plan Type ~ Go
Rocords Displayed  10[v] |3 & 'S £
Employee Name - Current Owner Rating Official Name 2 Appraisal Year - Appraisal 1D~ Plan Approval Date - Types _ Plan Status Current Status. Action
e S BeR

N [EER'S Bumsox vizhiuw 6 EHRIS Caaohu, Crdadd | EHRIS Caaohu, Crdadd | 2017 195 25-Apr-2016 DoD Approved Progress Review Completed Update 2 [

Select the link to search for Completed Plans.
Show Completed Plans/Appraisals

34. The Current Status is Progress Review Completed and the Rating Official still has ownership of

in step 35.

35. This is where you have decided to Save and Transfer to Employee for Acknowledgment.

The Progress Review is COMPLETE, unless you are transferring to the employee for acknowledgment

Create/Update Progress Re:
Go Back 1o Progress Reviews.

Employes Information
Employes Name _ EHRIS Bwraox, Wzhjkuw G

Show Employee Details
Progiess Review Information

@ TIP 2 progress review should acknowiedge achievements 1o 8ate 3nd suggested areas for improvement. It should facitate meaningful dialogue and exchangs of accomplishments and areas for Improvement

Progress Review Intiator  EHRIS Casohu, Crdqdd | Progress Review Number 1
Progress Review Status  Initiated
Need Helpf

This screen provides information regarding the status of your employee's progress review.

10 complete the process.
nd acknowledgments informaton for each step.

4+ Ifthe “Start bution is active, salect
Select "Show’ lnk 10 60 appro

He w8
Show All Detads | Hide All Details
Details Tasks Status Action
Step 1. Rating Official - Request or Document Higher Lovel Review (if requred) Completed Step 1 completed
Completed Step 2 compleled
Not Started Stant

Step 2 Higher Level Reveewer - Review (f required)
Step 3. Rating Offcial - Document Communication to Emplayee

Communication Date  17-Aug-2016 @
vethod  (EETAET Y]
Cancel | Savo and TransiePto Employes for Acknowledgment || Save and go o Step & |
T

ST ST

Communical

Step & Rating Official - Document Employes Acknontedgment




36. Select whether you want to transfer with or without e-mail notification.

Rating Official Notification to Employee - EHRIS Bwraox, Wzhjkuw G |I

Gancol | [Transfor 1o Employes wilhout E Transler to Employee vah E:

Mossage to Employee

This screen provides space for you o send

your employee 2 message regarding his or her Progress Review. Afer wriling the message, select the “Transfer to Employee with E-mail Notification’ button to send the message
For additonal guidance. select Need Help?

Please praceed to the Performance Management and Appraisal and select the Pr Re tab and then the is and
tab Step 4. Cnce you've a copy of the DD Form 2906 will be avaiable in the Completed Plans and Appraisals area.

Enter message to employee

Spell Check

Notice: You are about 1o contact EHRIS Bwranx, Wzhjkuw G by e-mail. Dus to the unencrypted nature of this e-mad communication, please da ot include any nan-public information such as sacial security numbers or privacy act information in your e-ma

37. Once transferred, you will receive a confirmation message. Employee Acknowledgment steps
are next.

MyPorformance Main Page | Provide Gusst Feedback

@ Confirmation
The appraisal has been submdled 1o the amployoe

Rating Official/Higher Level Reviewer

MyPerformance Main Page

Need Help?
Warning: This application is designed for sensitive unclassified personnel information only. Do NOT enter classified information in this system. Unauthorized release of
classified information Is a viclation of law and may lead to prosecution.
38. Employee Acknowledgment.
z T e |
Empioyes
MyPerformance Main Page
o Halg?
‘Warning: This application ks designed for sensitive undassified personnel Information ondy. Do NOT enter classified Information in this system, Unauthorized relesse of
classified iformation is & viclation of law and may ead to prosscution.
m Foe b Fage 4 part o
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Crmats Nirw Plan
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39. The Plan Details page is displayed. Select the Progress Review tab.
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40. Select Update.

Pl | Progrons Reviewa | Asrvaat Appeaiat | Mavrats Sistementi | RepotiForms
Chotde an Athom ] &=

Emplopes lafarmation
[ - T T ey —
Sren E mpipen Dotain

o ol T
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41. Select Approvals and Acknowledgments tab. The Acknowledge Receipt button will be available.

CreateUpdate Progress Review
Go Back 15 Frogress Revews

Emphoyes tnfmanon
Nama EHRIS Asjqivegr Didpvposmgps N

Shiow Doy Dutads
Progress Revew infoemanon

& TP A progsess reveem shoukd acknomlede acheeverrents 1 date and sugested arman for Imgroverent. 1t shoukd Laciiste meaneghd Saiog.e and exchange of sccomplshrments and areas for Froroverent

EHRIS Aepgfavart, Obpvpomaps N Progress Reves Namter 1
rtetyrand

A Pastien Emgl Ackss

Neoed Maip?
Stabn Achon
Nt requaried Nt requenied
—— e
42. You can manually enter the date or use the calendar icon. Click Save.
CreateUpdate Progress Review
G0 Baxh b Progress Reveesy
Ervphoyes nformanon
£ mcaryee hame £ HIOS Asggavgrt Didpvpoggps N
T, o
Progress Revew Informarn
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43. You have acknowledged receipt of your progress review. Select Go Back to Progress Reviews
button to go back to Progress Reviews tab.

Createipdate Progress Review
G0 Dack 1 Progress Rarvess.

Ermpiges bl rmstioen

Employes hama  EHRIS Asjejavgen, Didpvpuape B
Show Emgicyes Detsss
Progeess Review inlormation

TP & procrons revarm i sehreowints sthorvorns S gt s b greent. [L o iate maril Sk srel exchinge of st ormplahent. sned e bor erprieenl

ENRIS Avjajsvarn. Didgvpusape N Progess R Mot 1
Compiesed

Asenumechs  Appieals and Acknowledgrmasiy
e Heig?

This scrie providen informmustion tegarding the detaled ststus of yias progrems eview. Select Shon' ik 12 see speorsl nd scknowisdgments infomaton for each alep

Taka Stat
Step 1. Foatrag Coicios - Recpaest or Disamert Hagrer Larvsl e [ oequanedt) Mot roquansied
Step 2 Highe Lewel Forsewes . v (1 requred) Nt rouecsied
Step % Feating Oficiod - Diocurmant Comemaane st 1o Employes Completes
Compisted

Step i Employes - hcinoud




44. The action now reflects View History. Now select Choose an Action, drop down arrow depicted
in the red box below. Then select Return to Main Page. Then select the Go button.
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45. The current status reflects Progress Review Completed. Employee still has ownership of the
performance plan. Select the arrow under Action and select transfer to Rating Official. Then select Go.

Main Page | Prowcs | D
Employes
MyPerformance Main Page
Hiasd Haig?
Warning: This application ls designed for sensitive unclassified personnel Information anly, Do NOT enter dassified information In this system. Unauthorized release of
classified information is a vislation of law and may lead to prosecution
S i i, i Wi B il 50 Pl Vi £ S0 et h e £orvplotod i by Sobiling T i Cormploted Plirnalhgpriciali’ bk lo dbic i b bollars 5 B g
Inportant: To becore ko wih B cobra, select T
ppraisaiy of ENFES Aejgvege, Ddgwpusgps N
Create Wew Plan
noose 8 Flan Type ¥ [

Fimessonts Dot 100wr] I3 o aﬂ
Erpicyes hame Coamun umar. Fasig Gfical Name Appranal e Appeanal 0 Fian Agprara G Trpecs  Pian Statn. Coend Siabn Aoon
RS Asiggert, Chdprponges M EHRIS Asyqevgt, Didppuges K EMRIS Casohe, Crigid o7 g2 ol Approesd e Rivms Compieted Uipdate

Rater/Supervisor

46. The Current Status is Progress Review Completed and the Rating Official still has ownership of
the performance plan.

Wyparomance wa Page | Prosescoce e
Rating Official/Higher Level Reviewer
MyPerformance Main Page
Need Heip?
Warning: This application is designed for sensitive unclassified personnel information only. Do NOT enter classified information in this system. Unauthorized release of
classified information is a violation of law and may lead to prosecution.
Official andlor Higher Level Reviewer, view and print part or an entire plan after it s created: close a plan, and track the status of a plan
o<t Cl
<tAp
- Select ty
i otumns, select the Need Helg?
Plans/Appraisals In Progress
& TIP Only Employees that have a plan In progress are listed below.
y ) Create New Plan
ShowMe  All Appraisals [v]  Apprais AlL (V] Choose a Plan Type- v Go
Records Displayed  10[v] 13 & ™5 £
Employee Name Current Owner Ratng Offcial Name Appraisal Year Appraisal 1D Plan Approval Date - Type.  Plan Status Current Status Action
l [EHRIS Baraox, Wzhjkuw G EHRIS Caaohu, Crdqdd | EHRIS Caaohu, Crdqdd | 2017 195 25-Apr-2016 DoD ‘Approved Progress Revew Completed Update V] G
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