HOW TO 
"CHANGE RATINGS AS A RESULT OF PAY POOL PANEL REVIEW"
IN THE 
PERFORMANCE APPRAISAL APPLICATION (PAA)
December 2006

Higher-Level Reviewer

Once the Rating official submits the employee’s plan/appraisal to the Higher Level Reviewer he will lose ownership.  The rating official can view the plan/appraisal using the details button that will reflect data as it was prior to forwarding to the Higher-Level Reviewer.  
After the Rating official has forwarded to the Higher Level Reviewer, they may see any of the following status:

	Status

	                                        Description

	Pending 

Approval
	Recommended rating has been routed to the higher level reviewer by

the rating official for approval.   It will lock the record for the rating

official.

	Returned for Review
	Higher level reviewer has returned the appraisal to the rating official
for modification.   It will unlock the record to allow the rating official
to make changes.

	Pending 

PPM 

Approval
	Higher level reviewer approved the recommended rating of record and 

is pending the pay pool process.  It will lock the record for the rating 

official.
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CHANGE RATINGS AS A RESULT OF PAY POOL PANEL REVIEW
IN THE PAA
Once all plans/appraisals have been created, the Human Resources (HR) professional will use the CIVDOD NSPS Extract Administrator responsibility to download the DCPDS file.  This file is provided, normally to the Pay Pool Administrator (PAA), to be imported into the Compensation Work Bench (CWB) spreadsheet.  The CWB spreadsheet is then provided to the Pay Pool Manager (PPM) or the Pay Pool Panel members for review and approval.
If the PPM requests a change to an employee’s rating or multiple ratings, the Rating official(s) must be notified.  In order to allow the Rating official access to the PAA, the HR professional, as the NSPS Performance Management Administrator, must change the status of the appraisal from “Pending PPM Approval” to” PPM Returned for Review “.  Once notified that the appraisal status has been changed, the Rating official(s) should reconcile the employee’s rating. 

NOTE:  Internal processes should be established for notifying the supervisor/rating official and/or CIVDOD Performance Management Administrator on changes requested by the PPM.

	            Status

	                                             Description

	PPM 

Returned for Review
	Pay pool manager has returned the appraisal for correction.  

(Note:  This status can only be updated by the CIVDOD Performance 

Management Administrator responsibility.  It will unlock the record

to allow the rating official to make changes.)



The CIVDOD Performance Management Administrator will also be allowed to change the following status:
	If the current status reads:
	Then can change status to:

	Pending Approval
	Return for Review

	Return for Review 
	Pending Approval 

(Returns to Higher Level Reviewer)

	Pending PPM Approval
	PPM Return for Review

	PPM Return for Review
	Pending PPM Approval


Steps for the CIVDOD Performance Management Administrator to change the Appraisal System Status to “PPM Returned for Review”

	Step
	Action

	1
	Click on CIVDOD Performance Management Administrator responsibility.
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	2
	Enter the current rating official's name (last name, first) or search for the current rating official using the 
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 icon.   Click the "Go" button.  
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	The rating official’s name will display in the results table.  Click on the Select button.
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	The results display the Plans/Appraisals in progress for the selected rating official.  Click the "Update" button for the appraisal whose status needs to be changed.
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	The appraisal status is displayed in the Appraisal Status block.  To change the appraisal status use the LOV provided in the Appraisal Status block. 
DO NOT CHANGE INFORMATION IN ANY OTHER FIELD.  

Click "Update."
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NOTE:  If the incorrect status is selected, upon “Update”, the user will receive the following error message:
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	To confirm the change was successful, review the status following the click of the Update button. In the example below, the App Status was changed to “PPM Returned for Review”.  The rating official can now access the PAA to make the requested changes.
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	The appraisal is now unlocked to allow the rating official to make the changes requested by the PPM.
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NOTE:  Internal processes should be established for notifying the PPM that changes have been made.
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