Provide Guest Feedback
A. As a Guest Rater 
1. Begin at the Performance Appraisal Application Main Page. 
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Employee

Performance Appraisal Application Main Page

Need Help?

Warning: The Performance Appraisal Application is designated 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 prosecttion

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’ ink 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 familar with the columns, select the ‘Need Help? link.
Appraisals of Lan, Todd K

Create New Plan
~Choose  Plan Type— D)

Select the link to search for completed plans

B> Show Completed Plans/Appraisals
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Figure A-1. 
2. Select the Provide Guest Feedback Tab (Figure A-1) located in the upper right hand corner.
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Need Help?
If an Employee Name is reflected on the table below, it means you have been invited to provide feedback as a Guest Participant for the employee(s) listed. Your

role in the appraisal may be as a Guest Rater or Guest Reviewer. Begin by selecting ‘Update Feedback’ under the Action column

« Guest Rater can provide feedback on indvidual job objectives and provide recommended job objective ratings at any stage of the performance appraisal
They cannot view others' assessments

« Guest Reviewer can provide overall comments at any stage of the performance appraisal. They cannot assess indidual job objectives. They cannot view
others’ assessments

Appraisals appear in this table until the appraisal process is complete. To display specific appraisals as either Guest Rater o Guest Reviewer, select a value in the
“Participation As' list of values

Plans/Appraisals for Feedback
Participation as Al -

Table Size [10 7]

Ettle, Wilmer P 01-JAN-

10 Guest Rater Feedback Requested  06-APR-2009 Rosenberg, John G |Update Feedback
[Update Feedback [N

[View Feedback
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Figure A-2
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Need Help?
If an Employee Name is reflected on the table below, it means you have been invited to provide feedback as a Guest Participant for the employee(s) listed. Your

role in the appraisal may be as a Guest Rater or Guest Reviewer. Begin by selecting ‘Update Feedback’ under the Action column

« Guest Rater can provide feedback on indvidual job objectives and provide recommended job objective ratings at any stage of the performance appraisal
They cannot view others' assessments

« Guest Reviewer can provide overall comments at any stage of the performance appraisal. They cannot assess indidual job objectives. They cannot view
others’ assessments

Appraisals appear in this table until the appraisal process is complete. To display specific appraisals as either Guest Rater o Guest Reviewer, select a value in the
“Participation As' list of values

Plans/Appraisals for Feedback

Participation as[All <

Table Size [10 7]

Ertle, Wilmer P 01-JAN-2010  Guest Rater Feedback Requested  06-APR-2009 Rosenberg, John G |Update Feedback
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Figure A-3

3. Under the Action column, select ‘Go’ next to ‘Update Feedback’ (Figures A-2 and A-3) to display the ‘NSPS PAA – Guest Rater’ page.
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(Refum fo Appraisals as Gusst Parlspant ) Refum fa ain Page ) Complete )

Employee Information
Employee Name _Ertle,
B> Show Employee Deta

Imer P

Job Objective Ratings and Assessments

This screen allows you to view employee’s job objectives and write your evaluation. Use the appropriate Performance Indicator and Contributing Factor Need Help?
benchmark descriptors to write your assessment

« Select the Radio Button next to the Job Objective you want to evaluate.

« Select the Return to Appraisals as Guest Participants’ button to select another appraisal o Return to Main Page’ button

« Once all recommended assesments and ratings have been assigned to Job Objectives, select the ‘Complete’ button. Once the ‘Complete’ button is
selected, no further changes can be made unti the Rating Offcial requests the feedback again

Important Note: The rating offcial has an immediate view of the information that you provide.
Appraisal Type  Annual Appraisal - NSPS Appraisal Period Start Date  01.0ct-2008
Appraisal Effective Date 01-Jan-2010 Appraisal Period End Date 30-Sep-2009

Job Objective Ratings.

& 1 Requirements APPROVED 4 1 5
€ 2 Windows XP APPROVED [
C 3 Repos APPROVED 0

Job Objective

[Within the next six months. the employee will define requirements for customer for an access system: develop a proposed systematic solution to meet =]
Irequirements: and obtain customer approval for mock-up, including input and output formats, testing, computational processes, and quality assurance
[procedures

Contributing Factor(s)
Technical Proficiency
‘Guest Rater Assessment

[During the three months Nir Erkle worked on my team. his customer approval ratings were the best on the team and all requirements developed were more
[than adequate for the situation

(Limitto 2000 characters) Counter [160
Job Objective Rating
Weight % Contributing Factor Impact [+1 R0l
Job Objective Rating [4 =]® Adjusted Rating 5

B>Show Applicable Performance Indicators
Save and Return to Top of Page
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Figure A-4
4. Select the radio button next to each Job Objective to display the Job Objective (Figure A-4).

5. Enter your evaluation in the Guest Rater Assessment text box (Figure A-4). Note:  You are limited to 2000 characters for each Job Objective.

6. Recommend a Job Objective Rating and Contributing Factor Impact (Figure A-4).
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Employee Information
Employee Name _Ertle,
B> Show Employee Deta

Imer P

Job Objective Ratings and Assessments

This screen allows you to view employee’s job objectives and write your evaluation. Use the appropriate Performance Indicator and Contributing Factor Need Help?
benchmark descriptors to write your assessment

« Select the Radio Button next to the Job Objective you want to evaluate.

« Select the Return to Appraisals as Guest Participants’ button to select another appraisal o Return to Main Page’ button

« Once all recommended assesments and ratings have been assigned to Job Objectives, select the ‘Complete’ button. Once the ‘Complete’ button is
selected, no further changes can be made unti the Rating Offcial requests the feedback again

Important Note: The rating offcial has an immediate view of the information that you provide.
Appraisal Type  Annual Appraisal - NSPS Appraisal Period Start Date  01.0ct-2008
Appraisal Effective Date 01-Jan-2010 Appraisal Period End Date 30-Sep-2009

Job Objective Ratings.

€ 1 Requirements APPROVED 4 1 5
& 2 Windows XP APPROVED 3 [ 3
C 3 Repos APPROVED 0

Job Objective

[Confirm that each computer being installed has been properly configured vith Windows XP Professional and Microsoft Office Professional_ Onthejob =]
ftreining will be provided to each PC user on the operation and functionality of both Windows and Office with an explanation of the difierences

Contributing Factor(s)
Technical Proficiency
‘Guest Rater Assessment

[ Erkle’s Windows XP knowledge is somewhat lacking. He is defintely a go-getter and does well on tasks not above his skill set. He definitely needs
Imore OJT to support the specific settings of the local environment

(Limit 0 2000 characters) Counter [217

Job Objective Rating
Weight % Contributing Factor Impact [0 (Neutral) x|
Job Objective Rating [3 =]® Adjusted Rating 3

B>Show Applicable Performance Indicators
Save and Return to Top of Page
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Figure A-5
7. Repeat steps 4 through 6 until all Job Objectives are evaluated and rated (Figure A-5).

8. Select the ‘Complete’ button in the upper right hand corner of the tab (Figure A-5).  Note:  Once completed, you will not be able to update your feedback unless the Rating Official requests your feedback again.
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Notification Message to Rating Offi
Enter your message, and click Submit

[Thave completed my assessment as a Guest Participant._This information is available to you
|under Manage Guest Partcipants' in the employee's appraisal

=

Notice: You are about to contact Rating Oficial by e-mail. Due to the unencrypted nature of this e-mail communication, please do not include any non-public information such as social security
numbers or privacy act information in your e-mail

Cancel ) (Submit

PAA Main Page | Provide Guest Feedback | My Joumal | ICE MyBiz | ICE PAAV3 | Home | Logout
About tis Page

jout | Preferences | Diagnostics




Figure A-6
9. You may enter additional information to the notification message to the Rating Official (Figure A-6).

10. Select the 'Submit' button (Figure A-6).  You will be returned to the Provide Guest Feedback Tab.  ‘Participation Status’ will be updated to ‘Feedback Completed’ and ‘Date Completed’ will reflect the date.
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Need Help?
If an Employee Name is reflected on the table below, it means you have been invited to provide feedback as a Guest Participant for the employee(s) listed. Your

role in the appraisal may be as a Guest Rater or Guest Reviewer. Begin by selecting ‘Update Feedback’ under the Action column

« Guest Rater can provide feedback on indvidual job objectives and provide recommended job objective ratings at any stage of the performance appraisal
They cannot view others' assessments

« Guest Reviewer can provide overall comments at any stage of the performance appraisal. They cannot assess indidual job objectives. They cannot view
others’ assessments

Appraisals appear in this table until the appraisal process is complete. To display specific appraisals as either Guest Rater o Guest Reviewer, select a value in the
“Participation As' list of values

Plans/Appraisals for Feedback

Participation as[All <

Table Size [10 7]

Ettle, Wilmer P 01-JAN-

10 Guest Rater Feedback Completed ~ 06-APR-2009 06-APR-2009 Rosenberg, John G | View Feedback
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Figure A-7
11. Select the PAA Main Page Tab (Figure A-7) to start a new process or select the 'Logout' link to end your session.
Provide Guest Feedback

B. As a Guest Reviewer

1. Begin at the Performance Appraisal Application Main Page. 

[image: image8.png]Performance Appraisal Application (PAA) ICEMyBiz ICEPAAV3 Home Logout Preferences OrackeHelp Diaanostics

Version 3.0
PAA Main Page

Employee

Performance Appraisal Application Main Page

Need Help?

Warning: The Performance Appraisal Application is designated 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 t 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 Kunze, DLANSPSJulia T

Create New Plan
~Choose  Plan Type— D)

Select the link to search for completed plans

B> Show Completed Plans/Appraisals
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Figure B-1.
2. Select the Provide Guest Feedback Tab (Figure B-1) located in the upper right hand corner.
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Appraisals as Guest Participant

Need Help?
If an Employee Name is reflected on the table below. it means you have been invited to provide feedback as a Guest Participant for the employee
(s) listed. Your role in the appraisal may be as a Guest Rater or Guest Reviewer. Begin by selecting Update Feedback’ under the Action column

« Guest Rater can provide feedback on individual job objectives and provide recommended job objective ratings at any stage of the
performance appraisal They cannot view others’ assessments

« Guest Reviewer can provide overall comments at any stage of the performance appraisal. They cannot assess indidual job objectives
They cannot view others' assessments

Appraisals appear in this table untilthe appraisal process is complete. To display specific appraisals as either Guest Rater or Guest Reviewer,
select a value in the ‘Participation As' st of values

Plans/Appraisals for Feedback

Paicpaion s
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Figure B-2. Note: You will find this Status if the Rating Official requesting your feedback has reconsidered and no longer wants your input. You will be unable to enter any feedback until this status is changed.
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Appraisals as Guest Participant

Need Help?
If an Employee Name is reflected on the table below. it means you have been invited to provide feedback as a Guest Participant for the employee
(s) listed. Your role in the appraisal may be as a Guest Rater or Guest Reviewer. Begin by selecting Update Feedback’ under the Action column

« Guest Rater can provide feedback on individual job objectives and provide recommended job objective ratings at any stage of the
performance appraisal They cannot view others’ assessments

« Guest Reviewer can provide overall comments at any stage of the performance appraisal. They cannot assess indidual job objectives
They cannot view others' assessments

Appraisals appear in this table untilthe appraisal process is complete. To display specific appraisals as either Guest Rater or Guest Reviewer,
select a value in the ‘Participation As' st of values

Plans/Appraisals for Feedback

Paicpaion s

Ertle, Wilmer P 01-JAN-2010  Guest Reviewer  Feedback Requested 08-APR-2009 Rosenberg, John G |Update Feedback =] (&0
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Figure B-3
3. Under the Action column, select ‘Go’ next to ‘Update Feedback’ (Figure B-3) to display the ‘NSPS PAA – Guest Reviewer’ page (Figure B-4).
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(Refum fo Appraisals as Gusst Parfspant ) Refurm fo ain Page )

Employee Information

Employee Name ~Ertle, Wilmer P
>Show Employee Det

Over:

Feedback
This screen allows you to view employee’s job objectives and your evaluation Need Help?

« Select the ‘Show’ link under Details next to the Job Objective or the ‘Show All Detals' to review job objectives
« Select the Return to Appraisals as Guest Participants' button to select another appraisal or Return to Main Page’ button

Important Note: The rating offcial has an immediate view of the information that you provide.
Appraisal Type  Annual Appraisal - NSPS Appraisal Period Start Date  01.0ct-2008
Appraisal Effective Date 01-Jan-2010 Appraisal Period End Date 30-Sep-2009

B>Show Applicable Performance Indicators

‘Show All Details | Hide All Details

B-Show 1 Requirements Technical Proficiency APPROVED 30%
BShow2 Windows XP Technical Proficiency APPROVED 3%
B-Show3 Reports. Resource Management APPROVED 3%

‘Guest Reviewer Overall Feedback

Refur to Top of Page
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Figure B-4
4. Select the 'Show' link under Details next to the Job Objective or the 'Show All Details' to review job objectives (Figure B-4).
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Employee Information
Employee Name ~Ertle, Wilmer P
B> Show Employee Det

Overall Feedback
This screen allows you to view employee’s job objectives and write your evaluation Need Help?

« Select the ‘Show’ link under Details next to the Job Objective or the ‘Show All Detals' to review job objectives

« Select the Return to Appraisals as Guest Participants’ button to select another appraisal or Return to Main Page’ button

« Once you have completed your overall feedback. select the ‘Complete’ button. Once the ‘Complete’ button s selected, no further
changes can be made until the Rating Official requests the feedback again

Important Note: The rating offcial has an immediate view of the information that you provide.
Appraisal Type Annual Appraisal - NSPS Appraisal Period Start Date  01.0ct-2008
Appraisal Effective Date 01-Jan-2010 Appraisal Period End Date  30-Sep-2009

B>Show Applicable Performance Indicators
‘Show All Details | Hide All Details

'V Hide [1 Requirements rechnical Proficiency OVED 0%
Requirements
Within the next six months, the employes willdefine requirements for customer for an access system: develop a proposed systematic solution to meet
requirements; and obtain customer approval for mock-up, including input and output formats, testing, computational processes, and quality assurance
procedures.

VHide 2 Windows XP Technical Proficiency 'APPROVED 135%

Windows XP
Confirm that each computer being installed has been properly configured vith Windows XP Professional and Microsof Office Professional. On the job training
will be provided to each PC user on the operation and functionality of both Windows and Offce with an explanation of the difierences.

VHide 3 Reports Resource Management 'APPROVED 35%
Reports
Assists the HR Manager in extracting weekly, bi-weekly, quarerly and annual reports from15 databases that identify WGI, FEHB, FEGLI, LOA, and TSP
‘mismatches. Distribute reports to appropriate personnel and provide personnel with week suspense. The data identified in ermor must be corrected in the
database within 2-3 of determination. If error impacts employee pay or benefits, prepare payrall workaround and coordinate with payroll. 50 employee pay or
benefits are further impacted.

‘Guest Reviewer Overall Feedback

[Iwas not working with Mr Ertle in support of Job Objectives 1 and 3.
|Concerning Job Objective 2. Mr Ettle was very knowledgable of software installation but required many hours of training to ensure the software was

|configured properly

(Limit o 4000 characters) Counter
Save and Return to Top of Page
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Figure B-5.

5. Enter your evaluation in the Guest Reviewer Overall Feedback text box (Figure B-5). Note:  You are limited to 4000 characters for the entire review.
6. Select the ‘Complete’ button  (Figure B-5).  Note:  Once completed, you will not be able to update your feedback unless the Rating Official requests your feedback again.
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Notification Message to Rating Offi
Enter your message, and click Submit

[Thave completed my assessment as a Guest Participant._This information is available to you
|under Manage Guest Partcipants' in the employee's appraisal

[You may enter additional information to the notification message to the Rating Offcial

=

Notice: You are about to contact Rating Official by e-mail. Due to the unencrypted nature of this e-mail communication, please do not include any non-public information such as
social security numbers or privacy act information in your e-mail

Cancel ) (Submit
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Figure B-6.
7. You may enter additional information to the notification message to the Rating Official (Figure B-6).

8. Select the 'Submit' button (Figure B-6).  You will be returned to the Provide Guest Feedback Tab (Figure B-7).  ‘Participation Status’ will be updated to ‘Feedback Completed’ and ‘Date Completed’ will reflect the date.
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Need Help?
If an Employee Name is reflected on the table below. it means you have been invited to provide feedback as a Guest Participant for the employee

(s) listed. Your role in the appraisal may be as a Guest Rater or Guest Reviewer. Begin by selecting Update Feedback’ under the Action column

« Guest Rater can provide feedback on individual job objectives and provide recommended job objective ratings at any stage of the
performance appraisal They cannot view others’ assessments

« Guest Reviewer can provide overall comments at any stage of the performance appraisal. They cannot assess indidual job objectives
They cannot view others' assessments

Appraisals appear in this table untilthe appraisal process is complete. To display specific appraisals as either Guest Rater or Guest Reviewer,
select a value in the ‘Participation As' st of values

Plans/Appraisals for Feedback

Paicpaion s

Ertle, Wilmer P 01-JAN-2010  Guest Reviewer  Feedback Completed 08-APR-2009 08-APR-2009  Rosenberg, John G| View Feedback =] (&0
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Figure B-7.
9. Select the PAA Main Page Tab (Figure B-7) to start a new process or select the 'Logout' link to end your session.
