CIVDOD PERFORMANCE MANAGEMENT ADMINISTRATOR 

December 2006

A new “CIVDOD Performance Management Administrator" responsibility, with limited functionality, is available.  This responsibility gives the user the ability to change a rating official on a performance plan/appraisal or change the Appraisal System Status in the Performance Appraisal Application. 

NOTE:  This responsibility must be restricted to HR users. 

Change Rating Official

The steps to change the rating official using the CIVDOD Performance Management Administrator are as follows:

	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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NOTE:  If the rating official is an ex-employee, the user must type in the rating official’s name in the search block instead of using the LOV.  Ex-employees are not listed on the search LOV.  

	3
	The results display the Plans/Appraisals in progress for the selected rating official.  Click the "Update" button for the employee whose rating official must be changed.
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	4
	To change rating official, search for the new rating official by entering their name (last name, first) or use the 
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 icon to search for the name.  DO NOT CHANGE INFORMATION IN ANY OTHER FIELD.  Click "Update."
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	To confirm the change was successful, search for the new rating official and verify the performance Plans/Appraisals is under his/her ownership.
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Change Appraisal System Status

The Appraisal System Status can be found under the My Workplace and My Biz responsibilities.  
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Using the CIVDOD Performance Management Administrator responsibility, the status can be changed as follows:

	If the current status reads:
	Then can change status to:

	Pending Approval
	Return for Review

	Return for Review (NEW)
	Pending Approval 

	Pending PPM Approval
	PPM Return for Review

	PPM Return for Review
	Pending PPM Approval


Descriptions of the status that can be changed are:

	Status
	                                        Description

	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 

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

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


	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.)


	Pending 

PPM 

Approval
	Higher level reviewer approved the recommended rating of record and is

pending the pay pool process.  (Note:  This status can only be updated by
the CIVDOD Performance Management Administrator responsibility. 

It will lock the record for the rating official.)



The steps to change the performance Plans/Appraisals status are as follows:

	Step
	Action

	1
	Click on CIVDOD Performance Management Administrator responsibility.

[image: image9.png]2 oracle Applications Home Page - Microsoft Internet Explorer provided by AFPC.

Quic- © A8 & P Frromee @3- 5

dvess [{6] tpsffsyvesr dcps.coms o5 5007}Oh_HTMLIOR 15p70AFuc=OBHOMEPAGE

Fle Edt View Favortes Took Help

Lns €] Custonize inks €] Fres Hotmai (€] Windows 85 Windows Hatketlace (2] windows Media

Department of Defense

Navigator

Logout Preferences Oracle Help

Favorites

CIV NSPS Process Administrator
CIVDOD Dema Process
Administrator

CIVDOD NSPS Exract
Administrator

CIVDOD PAYROLL

[CIVDOD Performance:
[Management Administrator
CIVDOD PERSONNELIST
CIVDOD Reconstruct History
CIVDOD Seff Seice Hierarchy.
Manager

CIVDOD SYSADMIN REGION GUI
CIVDOD V5B REFORTS

My Biz

My Workplace

System Administrator

US Federal HR Manager
Workflow Administrator Event
Manager

CIVDOD Performance Management Administrator
B Super Appraisal Administrator

(Edit Favorites )
CPMS does not maintain Federal Long Term Care
Insurance and Flexible Spending Account
Prograrms
& CPMS Homepage

# Eederal Employees Dental and Vision
Insurance Program

Federal Lang Term Care Insurance Program
Flexible Spending Account

MyPay

NSPS Information

OPM Health Benefits Homepage

OPM Homepage

OPM Life Insurance Homepage

OPM Retirement Homepage

Self Senice Information

TSP Homepage

B
c
5
i3

Copyright (c) 2005, Orace. Allrights reservert

Logout | Preferences | Oracle Help

Oracle Privacy Stefement

[8) inbox - Mic

Documentation

8 @ Tustedsies






	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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	3
	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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	4
	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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	5
	To confirm the change was successful, review the status following the click of the Update button. 
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