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About this Guide

What is the Purpose of this Guide?
This guide describes the procedures necessary to execute your Performance Appraisal Data 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 pay pool managers, alternate pay pool managers, sub pay pool managers, pay pool administrators, alternate pay pool administrators, and the Performance Review Authority (PRA). 
Overview
Version 2.0 of the PAA does not provide an avenue to access appraisal data for an entire pay pool.   Appraisal data is necessary for pay pool deliberations.  The information provided in this Performance Appraisal Data report provides the pay pool manager and pay pool panel members with important appraisal data including employees’ name, base salary, position, pay band range, appraisal status, pay pool ID, occupational series, pay band, job objective data (weights, ratings, etc.), and the recommended shares and payout distribution from the PAA.  The report can include all data from the DD Form 2906, or it can be limited by appraisal section e.g., employee self-assessment for annual appraisal, rating official assessment, job objectives, rating, shares and payout distribution.  You can limit the size of the report by using parameters, i.e., employee name or rating official. 
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

· CIV Performance Review Authority Prime

Step 2:  Select ‘View/Print Employee Appraisal Info’
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Create Report

Step 1:  Provide data in each of the mandatory fields.  An asterisk indicates a mandatory data field.
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· Process Name - Type a unique name in the ‘Process Name’, e.g., ‘Testscreen’.  This name is used solely for the purpose of identifying your process. It is not used anywhere else in the application.

· PP ID - Type the pay pool or sub pay pool ID or select it from the List of Values (LOV).  In this example, we use the pay pool ID ‘BUDGET’.  If you identify a pay pool ID that contains sub pay pools, all pay pool members are displayed.  If you identify a sub pay pool, those members are displayed.  The pay pool ID LOV is restricted. A primary pay pool role must be linked to the pay pool in order to view it in the LOV. 
· Restrict to Pay Pool ID - Select ‘Yes’ or ‘No’ from the LOV.  In this example, we indicate ‘Yes’. This limits the report to pay pool members only.  
· Rating Cycle End Date - select the appropriate Rating Cycle End Date, this LOV will change from year to year: 

· 30- Sep-2007

· 31-Oct -2007

· 30 -Sep-2008

Using Parameters

Step 1: The data fields identified in the box below are optional.  They may be used to narrow the report.  
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· 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.

· Rating Official Name - 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.

· Execute Date/Time - If you want to execute your report at a future time and date include this information, otherwise the report executes instantaneously.  
Step 2.   To view all sections, select the ‘Submit Request’ button to execute your report.  If you wish to limit the data in your report to certain sections of the DD Form 2906, see the steps in ‘View/Print Select Sections - Optional’.
View/Print Selected Sections - Optional

Step 1:  You may limit the data provided in your report by selecting specific sections.  This is accomplished by selecting the box next to the data you wish to see in your report.  If you would like to see all sections of the DD Form 2906, skip this section and select the ‘Submit Request’ button. 
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View Report Status  
Step 1.  The Requests screen shows the status of your report.  Notice that the unique process name you gave this report is followed by '(CIV View/Print Pay Pool Employee Appraisal Info)'. This is the process you are running.  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. 
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Step 2:  To ‘View’ your report, select the data Output Icon. 
Step 3:  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).
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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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· 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.
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