Manage Guest Participants
Rating Official

 

A. Add a Participant and Request Feedback 
Note: Any feedback provided by a Guest participant is only viewable by the Rating Official and the Guest Rater/Reviewer.
1. Begin at the Performance Appraisal Application Main Page. 
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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 employee Performance Plans: change the Rating Offcial and/or Higher Level Reviewer; view and print part or an entire plan afer it is created: close a
plan, 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.
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Create New Plan
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Table Size [10 7]
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Pech, Lane G Sagal, Jame D Sagal, Jame D 2010 44279 17Mar2009  NSPSApproved Plan Approved [View
Hollenbaugh, Crandie, Crandie, View
DLANSPSWilmer D~ DLANSPSSimonK  DLANSPSSimonk 2010 AT 00200 NSPSAgprod Plan Approved |
Pech, Lane G Sagal, Jame D ‘Sagal, Jame D 2010 44563 02Jan2009  NSPSApproved m"‘"::'e" [View
Melntire, Lycia J Rosenberg, John G Rosenberg, John G 2010 43958 NSPSPending  Plan in Progress | Update.
Sagal, Jame D Rosenberg, John G Rosenberg, John G 2010 44130 NSPSPending  Plan in Progress | Update.
Daling, DLANSPSRENSL0 o conberg, Johin G Rosenberg, John G 2010 43687 304an2009  NSPSModfied Plan Approved  |UPdate

Select the link to search for Completed Plans.
B> Show Completed Plans/Appraisals
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Figure A-1. Choose Ertle’s plan

2. Open an Employee's existing Performance Plan by selecting 'Update' from the 'Action' drop down and select the 'Go' button (Figure A-1). Note: You must be the Current Owner of the plan in order to perform the steps in this guide.
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This screen provides information about the status of your employee's performance plan

« Update the Appraisal Type and Appraisal Dates, if necessary.

Important Note: The Appraisal Period Start Date represents the start of your employee's performance evaluation period under this plan. Certain information such as the pay schedule and pay
band will be populated on the appraisal form based on this date. For additional guidance select the Need Help? link.

« Change the Rating Official and/or Higher Level Reviewer
« Transfer the Performance Plan to your employee

To change a Rating Offcial, Higher Level Reviewer or both, then select the ‘Change Rating Offcial and/or Higher Level Reviewer button

When done, select the ‘Next' button or the ‘Mission Goals'tab.
Change Rating Offcial andor Higher Level Reviewer
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Figure A-2. Click on Manage Guest Participants tab

3. Select the Manage Guest Participants Tab (Figure A-2).
[image: image3.png]Performance Appraisal Application (PAA)

Version 3.0 ICEMyBiz ICEPAAVS Disgnosiics Home Logout Preferences

NSPS PAA - Rating Official

(Transferto Empioyee ) Track Progress ) Refum f ain Page )

Employee Information
Employee Name ~Ertle, Wilmer P
> Show Employee Details

Manage Guest Participants

Need Help?
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« Add Participant Button: Allows you to add guest participants
Important Note: Adding a participant does NOT automatically generate a request for feedback

« Request Feedback Button Select the participant(s) irst and then select this button to request their feedback.

« Prevent Feedback Button: This button allows you to prevent feedback if the Participation Status equals ‘Feedback Requested
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Figure A-3. Click on the Add Participant button

4. Select the ‘Add Participant’ button (Figure A-3).
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Figure A-4. Enter part of the name (Last Name, first) and click on the flashlight
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Figure A-5. Click in the Select column and then click on the Select button.
5. On the ‘NSPS PAA – Add Guest Participant’ page:

· Enter ‘Participation Name’ (Last Name%First Name) (Figure A-4 & A-5).

· Select ‘Participation Type’ from the drop down menu (Figure A-6).

· Click the ‘Select’ button (Figure A-7).
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Figure A-6. 
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Figure A-7. 
6. Repeat steps 4 and 5 until all guest participants have been added.

7. If necessary, prior to requesting feedback and ‘Participation Status’ is ‘Pending’, under the ‘Action’ column, you can select under the drop down menu:

·  ‘Update Participation Type’ to change the Participation Type; e.g., from Guest Rater to Guest Reviewer (Figure A-6).

· ‘Remove Participant’ to delete the guest participant.

[image: image8.png]Performance Appraisal Application (PAA)

Version 3.0 ICEMyBiz ICEPAAVS Disgnosiics Home Logout Preferences

NSPS PAA - Rating Official

(Transferto Empioyee ) Track Progress ) Refum f ain Page )

Employee Information
Employee Name ~Ertle, Wilmer P
> Show Employee Details

Manage Guest Participants

Manage Guest Participants

Need Help?
This screen allows a rating official to request guest participants, other than the rating offcial or employee, to contrbute to this appraisal

« Add Participant Button: Allows you to add guest participants
Important Note: Adding a participant does NOT automatically generate a request for feedback

« Request Feedback Button Select the participant(s) irst and then select this button to request their feedback.

« Prevent Feedback Button: This button allows you to prevent feedback if the Participation Status equals ‘Feedback Requested

Select Participant ( Request Feedhack ) ( Prevent Feedback ) ( Add Participant )
Select Al | Select None

™ Lan,ToddK  Guest Rater Pending 06-Apr-2009 Update Participation Type [~

ICE MyBiz | ICE PAAV3 | Diagnostics | Home | Logout | Preferences
About tis Page




Figure A-8. 
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Figure A-9. 
8. Under the ‘Select’ column, check the box next to the guest participant name(s) you wish to request feedback from (Figure A-9).

9. Select the ‘Request Feedback’ button (Figure A-9).
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Figure A-10
10. You may enter additional information to the notification message to the guest participant(s) (Figure A-10).

11. Select the 'Submit to Guest Participant' button (Figure A-10). Note: Clicking on the “Cancel” button at this point cancels the action.
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Figure A-11
12. Review the ‘Status Log’ (Figure A-11).
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Figure A-12 
13. Select the 'Return to Guest Participants Tab' button to return to the Manage Guest Participants Tab (Figure A-12).  Note: The ‘Participation Status’ will be updated to ‘Feedback Requested’.

14. Select the ‘Return to Main Page’ button to start a new process or select the 'Logout' link to end your session (Figure A-12).

Manage Guest Participants

Rating Official

 

B. Prevent Feedback

1. Begin at the Performance Appraisal Application Main Page (Figure A-1). 

2. Open an employee's existing Performance Plan by selecting 'Update' from the 'Action' drop down and select the 'Go' button (Figure A-1).

3. Select the Manage Guest Participants Tab (Figure A-2).
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Figure B-1. 
4. Under the ‘Select’ column, check the box next to the guest participant name you wish to prevent feedback from (Figure B-1).  

5. Select the ‘Prevent Feedback’ button (Figure B-1).
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Figure B-2. 
6. Review the ‘Status Log’ (Figure B-2).

7. Select the 'Return to Guest Participants Tab' button to return to the Manage Guest Participants Tab (Figure B-2).  Note 1: ‘Participation Status’ will be updated to ‘Feedback Prevented’.   Note 2:  If feedback is needed at a later date, proceed to step 8, page 5 of the “Add a Participant and Request Feedback” section.
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Figure B-3. 
8. Select the ‘Return to Main Page’ button to start a new process or select the 'Logout' link to end your session (Figure B-3).

