STATE OF OHIO
ADJUTANT GENERAL’S DEPARTMENT
2825 West Dublin Granville Road
Columbus, Ohio 43235-2789

NGOH-HRO-Z 28 February 2013

MEMORANDUM FOR SEE DISTRIBUTON

SUBIJECT: Technician Annual Performance Appraisal Reminder

1. Reference. Ohio TPR 430, Ohio National Guard Technician Performance Management
Program.

2. The annual technician performance appraisal cycle ends on 31 March 2013. Supervisors of
technicians with performance plans ending on 31 March 2013 must complete annual appraisals
in the Performance Appraisal Application (PAA) by the 20 April 2013 deadline. Supervisors
must also approve a new performance plan for each technician prior to 30 April 2013 as outlined
in Ohio TPR 430. This does not apply to probationary technicians or technicians who will not
have at least 120 days in their current positions prior to 31 March 2013.

3. Technicians on the current annual performance management cycle (1 April — 31 March) may
record their performance achievements by conducting a self-assessment in the PAA. The self-
assessment should be added to the performance plan before the Rating Official conducts a formal
assessment and applies an annual appraisal rating of record. This process will require
coordination between employees and raters. Employees are not required to conduct a formal
interim assessment but are encouraged to do so.

4. Rating Officials of Technicians who are on the current annual performance cycle (1 April -
31 March) must prepare a narrative assessment and numeric rating of record for each job
objective in the PAA. It is expected that the annual assessment will normally be communicated
in person to the technician by the Rating Official. Rating Officials must accomplish these tasks
prior to 20 April 2013.

5. Steps to complete an Annual Appraisal:
a. The Technician opens the Appraisal tab of their Performance Plan in the PAA.

b. The Technician selects the radio button for each Job Objective and enters a self-
assessment into the “Employee Self-Assessment” box.

c. The Technician selects the “Transfer to Rating Official” button to return ownership of the
Performance Plan back to the Rating Official.
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e. The Rating Official must go into the Annual Appraisal tab and enter an evaluation and a
Job Objective Rating for each Job Objective.

f. The Rating Official seeks approval from higher level reviewer verbally or by transferring
the performance plan to the Higher Level Reviewer for approval in the PAA.

g. The Higher Level Reviewer reviews the Rating Official’s assessment and numeric rating
and either approves or returns the plan to the Rating Official.

h. The Rating Official communicates their feedback to the Technician verbally.

i. The Rating Official transfers the approved rating and assessment to the Technician in the
PAA.

J. The Technician acknowledges the rating and assessment in the PAA or by signing a copy
of the Annual Appraisal. The Rating Official must select the appropriate method of
communication in the PAA when the Technician acknowledges the Annual Appraisal.

6. The Annual Appraisal status may be monitored through the “Track Progress” screen to ensure
completion (see Enclosure 1). Supervisors may run Performance Management Reports using the
instructions in Enclosure 2. Search for “Performance” in the Program Name field and only
select report Program Names containing “NG”.

7. For additional information, please contact Mr. Don French at 614-336-7388 or CPT Daryl
Scott at 614-336-7049.
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DEFENSE CIVILIAN PERSONNEL DATA SYS-
TEM (DCPDS)

When an employee wishes to change his/her home address in the personnel system, it shovld be done
either in MyPay or by notifying the employee’s payrolt office. If the home address is updated in
DCPDS but not in Defense Civilian Payroll Qffice (DCPS), the new updated address will be overwric.
ten with the iarerface received biweckly from the DCPS payroll system.

SUPERVISORS/MANAGERS CAN RUN PERFORMANCE
MANAGEMENT REPORTS VIA MY WORKPLACE

Supervisors / Managers have the capability to run Performance Management Reports in My Workplace. These can be run by logging
into the Defense Civilian Personnel Data System (DCPDS) Porral at hitps:/compo.depds cpms.osd.mil and selecting, My Work-

place>View/Print Performance Management Reports.

Paformance Appraisal
Application (PAA)
Versicn 3.0 "

Schedula Regquast: Name
* Indicates required field

PRIVACY ACT INFORMATION

Tha tformalion accessad thiough this systerm musl ba protected in accordance with the Privacy Act of 1574 Persanal information centained in this system may b
conduct of oficial business Any unauthorized discl ar mi o p | informalogn may resull in cominal andfor civil penalties

How ta 1equest a 1epoit: (Step 1 of 3}

Repott Hamme:  Type the separt name you wish to request. if you dont know the name of 1epit. select the search Icon 1o hegin the search. Select the
‘Ge’ bution on the page that wili be presented. Chaose she applicable report fram the list.

Request Hame: Enter information that wild assis in doiug a search on this request 31 a 1ate time, Select Next’ Lutton te continue.
* Program Name a,

Request Name
The nime canber be viad 10 saarch for thes roguast

This is a theee step process.  Step 1 is to select & report name. Type the report name you wish to run. [f you don’t know the name of
the report, use the search icon to find the name.

Encl 2
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Choose the applicable report from the List and hit the “Select” button. Always select seports for “NG” (National Guard).

e — =

[ Search = - e e B e Pt NI R
Select a fiek to ‘Search By'. Hext, enter a value in the text field. Partial searches must begin viith the first fevs characters of the search

field follovied by the '%'; e.g., Smi% or 02%. The most common naming tonvention for Full Mame Is last name, first name, and middle

inttial. 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 Seled” icon next to your selection.
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® 3 Tnterim Review Status Report {HR} - NG CIVDODHR

@& i Performance Appraisal Status Report (HR) - NG CIVDODHR

o) 5 Performance Plan Stetus Regort (HR) - NG {CIVDODHR

| Cance] | | Select |

In Step 2, you set the parameter of the report by selecting the data fields needed. The required data fields (those with asterisks) must be
completed. You must select 2 minimurn of two fields in order for the report to run. Select the “Next™ button.

I'How to complets Stap ¥ of 3:
All required data fields must be enterad befora selecting the Hext’ o1 Bock' huttons,

K you select the ‘Cancel’ button. youm civent data will not he saved, and tha system will take you back to the
“View Pirevious Request” page.

ProgramName Performance Appraisal Status Report (HR) -
NG

Request Name

* Appraleal Effective Year (YY) 2011 | G

Rating Official

Higher Leve! Reviewer

Current PAA Status EQUALS

PAA Stals DOES NOT EQUAL

Performance Plan Status EQUALS

Perf Plan Status DOES NOT EQUAL

Appraisal Assassment and Rating Status

Employee Narme

Employea Number

SO ['S Q
Indianapcin IN 45200
Agancy Group

Organization Name Qq
uc
PAS Code

Organization Struchre I Q
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PPPLP

-

PP

Nexr complete Step 3, vedfy your information and select the “Submit” button to continue,
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Concurrent Program Name Performance Appraisal Status Report (HR) - NG
Request Name

Approisal Effective Year (YYYY} 2011
Rating Officinl
Higher Level Reviavrar
Current PAA Status EQUALS
PAA, Status DOES NOT EQUAL
Performance Plan Status EQUALS
Perf Plon Status DOES NOT EQUAL
Appraisal Assessment and Rating Status
Employese Name
Employee Number

SOOI TS
Indmnapchs 1N 46204

Agency Group
Organization Name

uIC

PAS Code

Qrganization Structure ID

Schedule As Soon As Possible
Recurrence Newver Repeats
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Once the report has been scheduled, the “Request ID” is furnished. Click OK to continue.

' information
Your request for Performance Appraisal Status Report (HR) - NG has been scheduled. The Request ID is 10083492

Once the report is generated, click on the “Output” icon to view the teport.
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Ownils keon: Prowidas s sumenary et Inthodet, but mot fimited to nume of repart, stohna, phase, regquent W snd paremerass
Output kion: Revkine report infiimetion

To w1kt this page, select the ‘Home' link or select ‘Logout' to exi the 1ysem.
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“Supervisors/Managers
have the capability to

run Performance

Management Reports in
My Workplace”




