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About this Guide

What is the Purpose of this Guide?
This guide describes the procedures necessary to execute the following Performance Management Status reports:  Performance Plan Status Report, Interim Review Status Report and Performance Appraisal Status Report.  This guide describes how to:

· Log in;
· Create a report;

· Narrow your report using parameters;
· View or print selected sections;
· View Report Status; 
· Save your report; and
· Understand the Request Status/Details function.
Who Should Use this Guide?

This guide is for rating officials, higher level reviewers, pay pool managers, alternate pay pool managers, sub pay pool managers, pay pool administrators, alternate pay pool administrators, and human resources specialists.
Overview
Components need reports to help analyze performance plan/appraisal data for current and past performance periods.  The information provided in these status reports provides the rating officials, higher level reviewers, human resources specialists, pay pool managers and pay pool panel members, with important appraisal data including employees’ name, organization, pay pool ID, record counts, plan/appraisal status (pending, modified, approved, etc), rating official name, effective dates, alert messages, etc.  The reports’ output WILL depend on the parameters selected by the user.
User access to the NSPS Performance Management Reports is dependent on the user’s role (rating official, supervisor, pay pool administrator, pay pool manager, etc.) and the user’s responsibility (My Workplace, CIV Pay Pool Administrator, CIV Pay Pool Manager, etc.)  Users are allowed to create/view reports for PAA records they are directly associated with, as outlined on the table below:
	Responsibility
	Record Access 

	My Workplace
	Employee and PAA records that they are associated with based on the self-service hierarchy as a supervisor or second level supervisor and records that they are associated with as a rating official or higher level reviewer in an active PAA record.  

	CIV Rating Official
	Only Employee records that they are associated with as a rating official or higher level reviewer in an active PAA record. 

	CIVDOD Performance Management Administrator
	This responsibility has global access.  

	CIV Pay Pool Administrator
	Only employee records and PAA records for the pay pools where they are associated as the Pay Pool Administrator.

	CIV Alternate Pay Pool Administrator
	Only employee records and PAA records for the pay pools where they are associated as the Alternate Pay Pool Administrator

	CIV Pay Pool Manager
	Only employee records and PAA records for the pay pools where they are associated as the Pay Pool Manager.

	CIV Alternate Pay Pool Manager
	Only employee records and PAA records for the pay pools where they are associated as the Alternate Pay Pool Manager.

	CIV Performance Review Authority Prime
	Only employee records and PAA records for the pay pools where they are associated as the CIV Performance Review Authority Prime.

	CIV Sub Pay Pool Manager
	Only employee records and PAA records for the pay pools where they are associated as the CIV Sub Pay Pool Manager

	CIVDOD Performance Management Reports
	Create a new Responsibility.  This must be a secured view responsibility so that reports generated include only individuals they are entitled to see.  


Logging In
Step 1:  Log into DCPDS as one of the following roles:
· CIV Pay Pool Administrator

· CIV Alternate Pay Pool Administrator

· CIV Pay Pool Manager

· CIV Alternate Pay Pool Manager

· CIV Sub Pay Pool Manager

· My Workplace
· CIV Rating Official

· CIVDOD Performance Management Administrator

· CIVDOD Performance Management Reports
Step 2:  Select ‘View/Print Performance Management Reports’
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Create Report
Step 1:  Report Name.  Type the name of the report or click on the flashlight to search the report name.  The asterisk indicates a mandatory data field.
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Step 2.  Enter the percent (%) sign to view the entire list of reports or type the partial name of the report followed by the % sign to search for a specific report.
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Step 3.  Select the name of the report from the list.
[image: image4.png]) screens for NSPS Status Rpts Guide - Microsoft Word

sert

Format

Tools

Table

window  Help
e

Search and Select: Report Name

Search

(Cancsl) (Solect)

Select a field to 'Search By'. Next, enter a value in the text field. Partial searches must begin with the first few characters of the
search field followed by the %" &.g.. Smi% or 02%. The most common naming convention for Full Name is last name, first
‘name, and middle initial. For best results, enter last name followed by the % and firstname followed by the % e.g. Smith%
John%. Select the "Go” button. Select the ‘Quick Select’icon next to your selection.

Search By

Program Name v/

% D)

Interim Review Status Report

Performance Appraisal Status Report

Performance Plan Status Report

(Cancsl) (Solect)

] TV e

o -

At 5.9

Ln3

Col 1 REC TRK EXT OV

Ox





Step 4.  Request Name - Type a unique name in the ‘Request Name’, e.g., ‘Completed Plans 24Sep08.’  This name is used solely for the purpose of identifying your process. It is not used anywhere else in the application.

[image: image5.png]T screens for NSPS Status Rpts Guide (Read-Only) - Microsoft Word =18 x|

Fle Edt Vew Iwet Fomat ook Table Window Help Type aquestionfor help  + X

T EIETEL WE Y - SAE R Y= T | @-v-A-

X B f B 2 B 3 B 4 B

A4 Normal - TimestewRonsn - 12 < | B £ U |

Logged in as Pay pool manage:

- & 6 | @rpmreans B8 @ e G-

‘ Performance Appraisal Application (PAA)

Version 3.0 R
Report Request
= ncates rqueed 894 (camal)sip 13 )
*Regart tame
Requet fiame
(Gamasier 113 )
. Mz Sugosstions | Qagnostcs | Home | Logos | Prfences | Qe oy

« oL

v I

Page 3 Sect 3 M09 Int Colt  ReC TRK B4 v X

1 start| () DIANA TESTING ) Userbocumentation | ] screens for NSPS Sta... 1] Dacument - Microsaft .. | 1] 08-51486 (Read-Orly) -.. | 1] STATUS_REPORTS_USE. .| &]Mirasoft Outlook web .. | [« (5141 eit6pm





Using Parameters 
Step 1: With the exception of the ‘Appraisal Effective Year’, all other data fields are optional.  They may be used to narrow the report.  
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· Pay Pool ID – Type the pay pool ID or select it from the LOV.  The LOV will display a list of segment 1 values the user is entitled to see.  Records selected based on this criteria will include all employees associated with that pay pool to include all sub-pay pools, e.g., ABC, ABC-1, ABC-2.

· Include Sub-Pay Pools – The default value is Yes.  If you want to exclude employees belonging to the sub-pay pool, select No.

· Rating Official - If you want to limit the report to employees that belong to a specific rating official, include the rating official’s name or select the rating official’s name from the LOV.  The name of the immediate supervisor will be displayed on this column if a performance plan has not been created for a particular employee.
· Higher Level Reviewer –If you want to limit the report to employees that belong to a specific higher level reviewer, include the higher level reviewer’s  name or select the name from the LOV.  The name of the second level supervisor will be displayed on this column if a performance plan has not been created for a particular employee.

· PAA Status Equals – Type the PAA status or select it from the LOV.  LOV values include:  Plan in Progress, Plan Approved, Interim in Progress, Interim Review Completed, Closeout in Progress, Closeout Completed, No Change to Current PAA Status, No Change until the RO completes final communication, Completed.
· PAA Status Not Equal – Type the PAA status or select it from the LOV.  LOV values include:  Plan in Progress, Plan Approved, Interim in Progress, Interim Review Completed, Closeout in Progress, Closeout Completed, No Change to Current PAA Status, No Change until the RO completes final communication, Completed.
· Performance Plan Equals – Type the plan status or select it from the LOV.  LOV values include:  Pending, Approved, Modified. 
· Performance Plan Status Does Not Equal – Type the plan status or select it from the LOV.  LOV values include:  Pending, Approved, Modified.
· Employee Name - If you want to execute the report for only one employee, type the employee’s name or select the employee’s name from the LOV.

·  Employee Number – If you want to execute the report for only one employee, type the employee number or select it from the LOV.
· Interim Review Status – DERIVED
· Appraisal Assessment and Ratings Status - 

· Servicing Office ID (SOID) – Type in the code or select it from the LOV.
· Agency Group - Type in the code or select it from the LOV.
· Organization Name – Type in the name or select it from the LOV.
· Unit Identification Code (UIC) - Type in the code or select it from the LOV.
· PAS Code (AF Only) - Type in the code or select it from the LOV.
· Organization Structure ID - Type in the code or select it from the LOV.

Step 3. Select the ‘Next’ button.
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Submitting Your Report

Step 1.  Select the ‘Submit’ button to execute your report.
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Viewing Report Status  
Step 1.  Select the ‘OK’ button.
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Step 2.  The Requests screen shows the status of your report.  Initially, the screen reflects the report is pending.  Select the ‘Refresh’ button until the ‘Output’ column reflects the data icon. A data icon in the Output column indicates your report is complete. 
Step 3:  To ‘View’ your report, select the data Output Icon.
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Step 4:  Select ‘Open’ and your report displays.
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Saving Your Report
Step 1.  Right click on the data Output icon and select ‘Save Target As’ to save your data. Identify the location, name your file and select ‘Save’.  Your report is saved as a rich text file (RTF).
[image: image13.png]Requests

Performance Appraisal Application (PAA)
Version 3.0

MyBiz Sugcestions Diasnostics Home Locout Preferences

Oracle Help

TIP: To leave

this page, select the Home' link to return to the Navigator page or select the Logout'link to exit the application.

Refresh )TIP: Clic|

Refresh” to update the phase of the process execution

Performance Appraisal Status Report (HR) Completed

About his Pace

MyBiz Suggestions | Diagnostics | Home | Logout | Preferences | Oracle Help

6765538





[image: image14.png]x] |2]

[€] https: /sylvestr.dcpds. coms.osd.mi:8007/0A_HTML/OA.jsp?_r

NDCPREQUESTVIEWPAGES.

Performance Appraisal Application (PAA)

Version 3.0 MyBiz Sugcestions Diasnostics Home Locout Preferences Oracke Help

Requests
TIP: To leave this page, select the Home'link to return to the Navigator page or select the Logout'link to exit the application
Refresh JTIP: Click "Refresh” to update the phase of the process execution

Performance Appraisal Status Report (HR) Completed 6765538

MyBiz Suggestions | Diagnostics | Home | Logout | Preferences | Oracle Help

About his Pace

Fich Test Format =l





Step 2:  Select ‘Open’ to see your report.
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Understanding Request Status/Details
Step 1:  Review the request status.  A green checkmark indicates no problems, a yellow triangle indicates a warning, and a red ‘X’ indicates a problem with your report request.  
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Step 2:  If you receive a red or yellow checkmark, you may select the icon in the ‘Details’ column to view detailed information about your warning or problem. A warning often identifies print problems. 
In order to see the data for each section, select the ‘Show’ icon. This opens the section for viewing.
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Scheduled Request for Performance Appraisal Status Report () Scheduled to Run - 25-Sep-2008 16:48:12
Narne Elapsed Time 00:00:04
Status Normal Repeat Never Repeats
Phase  Completed Request ID 6765538
Parameters
V Hide

Appraisal Eflective Year (YYYY) 2008
Pay Pool ID
Include Sub Pay Pools
Rating Official Dadlani, CPMSlra U
Higher Level Reviewer
PAA Status EQUALS
PAA Status DOES NOT EQUAL
Performance Plan Status EQUALS
Perf Plan Status DOES NOT EQUALS
Appraisal Assessment and Rating Status
Ermployee Name
Ermployee Number
50D
Agency Group
Orgarization Name
uic
PAS Code
Organization Structure ID

Layout
B Show

Notifications
BShow

Diagnostics
B Show

Retum To Requests View Log
MyBiz Suggestions | Diagnostics | Home | Logout | Preferences | Oracle Help

About his Pace

I

= [T T[S @ Tusedstes

start| &]microsoft Outlook Web A... [ £] Request: 6765538 &)HP Qualty Center 5.2- .. | ) Reparts | o prana TesTinG (58] Document 1 - Mirasoft .. | 8] STATUS_REPORTS_USE... | [« S8 P





· Parameters - Reflects the parameters identified when creating the report.
· Layout - Shows report name, language of the report output format.
· Notifications - Not set for this report. 
· Printing - Provides printing data e.g., print style, printer and number of copies.
· Diagnostics - Reflects report execution results.  If problems were found with the report, a description is identified in this section.  If the description does not provide a clear understanding of the problem, proceed to Step 3 in this section.  
Step 3.  In addition to the sections described above, you may select the ‘View Log’ button to see similar, but additional information about your report.  If the information provided does not provide a clear explanation, please contact your HR Specialist and provide his/her with a copy of the data provided in the View Log screen.  This data can be submitted to CPMS for further analysis.  In this example, the report was successfully completed, so the comments reflect this.
[image: image20.png]p dcpds.cpms.osd.mil:8007/0A DWRR p_id=1516. 050 plo =18 x|

Fle Edt Vew Favorkes Tods el | &
Qe - ) - (%] 2] | Do Sferavons €] 0 2 5L B

Address [[2] htps:/fsylvestr.depds.coms.osd.mi:a007]0A_CGIIFNDWRR. exertemp_jd=1516413835 B ERE
+

CIVDODHR: Version : UNKNOWN
Copyright () 1979, 1999, Oracle Corporation. A1l rights reserved.

CIVPAAPASR_1 module: Performance Appraisal Status Report [HR)
+

Current system time is 25-SEP-2008 16:48:12

**Startst25-SEP-2005 16:48:12
**Ends®25-SEP-2005 16:48:14
-

Start of log messages from FND_FILE
-

-
End of log messages from FND_FILE

Processing group output files.

Finished processing group output files.

-
Executing request completion options...

Output is not being printed becaus:
The print option has been dissbled for this report.

+ 1) PUBLISH —+
Beginning post-processing of reguest 6765538 on node YOSENITE at 25-SEP-2008 16:48:15.
Post-processing of request 6765535 completed at 25-SEP-2008 16:48:16.

2)

Finished executing request completion options. -

-

Concurrent request completed successfully =l
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