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Step by Step:
Log into CPOL, MyBiz (or My Workplace), and the Performance Appraisal Application

Employee or Supervisor?

In the instructions below, employees access MyBiz to get into the NSPS Appraisal tool.  This allows them to view their performance plan and enter their self-assessments.

Supervisors use the same steps but access My Workplace to get into the NSPS Appraisal tool.  This gives them access to set up the performance plans for their employees, document the interim review conversation, review employee self-assessments, enter their assessments of their employees’ performance, and enter ratings at the end of the year.

Accessing the Performance Appraisal Application

The appraisal tool is located under MyBiz, which is accessed through the CPOL Portal.  Supervisors follow these same steps, but access My Workplace to work on the performance appraisals of their employees.
	Step
	Action

	1
	Open your web browser and navigate to http://cpol.army.mil.

	2
	Log into the Employee Portal using your AKO user ID and password (or your CAC login).  

· If you are logging in with your AKO user name and password, you will be prompted to enter them.

· If you are logging in with your CAC, you will be prompted to enter your PIN number.
[image: image1.png]BCpely pomemmemmessmees

Dt of i Anari's e e, i nd ot el “empen” Tl ik

Py — Y ——————

Opportu| ESamaieis: oo s

World

Too ey i ) al






	3
	Click on the “Employee” tab at the top of the screen.
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	4
	Click on the “Open” link on the Employee Data portlet.
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	5
	Click on the “MyBiz” link (or the “My Workplace” link if you are accessing the appraisal application in your supervisory role).  
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	6
	On the Oracle login screen, enter your DCPDS user ID and password if you have one.
If you do not have a DCPDS user ID:
· User ID:  Enter your social security number (with hyphens, e.g., 123-45-6789).
· Password:  Construct your initial temporary password as follows:

· Upper case first letter of first name
· $ (dollar sign)

· Lower case first letter of last name

· $ (dollar sign)

· Fourth digit of social security number

· $ (dollar sign)

· Fifth digit of social security number

· $ (dollar sign)

· Example:  John Smith, 123-45-6789 would enter J$s$4$5$.

· You will be prompted to change this constructed password.  Keep track of the new password that you enter.  Password rules:  at least 9 characters, containing 2 upper case letters, 2 lower case letters, 2 numbers, and 2 special characters.
[image: image5.png]OFFICIAL U.S. GOVERNMENT SYSTEM FOR AUTHORIZED USE ONLY

** *WARNING * * * WARNING * * * WARNING * * * WARNING * * *
Unauthorized access to this US Goverment computer syster and software is prohibited by Tille 18, US
Code, Section 1030, "Fraud and Related Activity in connection with Computers * Unauthorized uss is a
felony, which is punishable by a $10,000 fine and up to ten years in jail. Do not discuss, enter, ransfer,
process, ortransrnit data of greater sensitivity than sensitive-unclassified. Using this system constitutes
consentto security testing and monitoring
Privacy Act Statement

Authoriies: 5 USC 301, Department Regulations; Title 5, USC Chapters 11,13, 29, 31, 33, 41,43, 51,
53,55, 61, 83, 72, 75, 83, and 99; and Execulive Order 9397.

PUIPOSES: e Tq authenticate the identiy of individuals seeking access o their personnel data for

purposes of ensuring that only authorized persons may process applications and
view data pertaining to them
* Ta permit authorized individuals to view their data for purpose of verifying it accuracy
and to update the data when itis not current oris inaccurate.
* To audituser access to ensure that access is only granted to users that are
authorized actess to the information.
Routine  To a Federal, state, or local agency, as necessary and when the intended disclosure s for
Uses: a purpose campatiale with the purpose for which the information was collected, on
personnel and related matters involving the individual aboutwhom the information
pertains.
Disclosure: Voluntary. Failure to provide the requested information will resultin a delay or termination
ofyour request, Ifyour request is terminated, you will not be able ta view and verity your
data and you will not be able to updats your data via this website.

Usemame |123-45-6789






	7
	Click on the “My Biz” link (or the “My Workplace” link if you are accessing the application as a supervisor).

	8
	Click on the “NSPS Appraisals (My Biz)” link (or the “NSPS Appraisals (My Workplace)” link if you are accessing the application as a supervisor).
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You are now in the Appraisal application.


You are now logged in to the Performance Appraisal Application.  

Refer to other step-by-step guides and how-to videos for instructions on the various things you will need to do within this application.  The complete list is at:

http://www.chra.army.mil/NSPS-training/how-to_videos.htm
Problems?

If you have problems with your logins or your access is not correct (supervisors showing wrong employees, etc.), contact your region’s Information Systems Division help desk:

	CHRA Region
	Email Address
	Telephone # 

	Northeast
	modern.helpdesk@cpocner.apg.army.mil
	410-306-0290 dsn 458

	North Central
	helpdesk@cpocria.army.mil
	309-782-7498 dsn 793

	Pacific
	Helpdesk@cpocpac.army.mil
	907-384-6268 dsn 384

	South Central
	helpdesk@cpocscr.army.mil
	256-842-6631 dsn 788

	Southwest
	helpdesk@cpocswr.army.mil
	785-239-2000 dss 856

	West
	 helpdesk@cpocwcp.hua.army.mil
	520-533-8105 dsn 821
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