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Manage Trusted Agent Authorization

Introduction

1. Manage Trusted Agent Authorization allows rating officials and higher level reviewers to assign a

trusted agent(s) to act on their behalf within the DoD Performance Management and Appraisal
Program MyPerformance tool for employees they identify for the purpose of documenting their
decisions related to performance management matters. This authorization does not alleviate rating
official or higher level reviewer’s performance management responsibilities to continue the hands-on
work of monitoring, reviewing and appraising employees on their performance, and the rating official
or higher level review retains ownership of the plan. The sole purpose of the trusted agent is to
document their decisions in the employee’s record. This assignment is accomplished in the ‘Manager
Functions’ area of MyBiz+.

DCPDS Portal

1. To access MyPerformance tool, you must first log in to the DCPDS Portal at

https://compo.dcpds.cpms.osd.mil using your Smart Card (CAC/PIV) or non-Smart Card
(non-CAC User ID) and password. From there you will be directed to MyBiz+. Performance
Management and Appraisal link is located in Key Services.

. Log on with your Smart Card (CAC/PIV) or non-Smart Card (non-CAC User ID) and password using
the applicable login button on the DCPDS Portal page. For Smart Card (CAC/PIV) users, make sure
you select the non-email certificate.
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Select 3 Certificate

News and Infc¢

Smart Card Access

Vb Fazere 6/28/2018 to 62172048 Cick the login button below and select your non-emall digitsl certificate

@ e Depanment of ¢ ' e [ ey s g = . @ Smart Card Login
the U. S. CENTCOM Civi Valid Feeere /222015 to 621/2848

Last updated January 11 |
13.00 COT ' J

Chck here 82 view Cotificate Sroge.,
have to offer are represer First time Smant Card (CAC) user? Ragister Hars
The added value for empl opportuntty 10
participate in a diverse we mately making &
afference in the Departm

|’ 0( Cancel

Q Thank you for sl of me and effort you took o Returning Non-Smart Card (Non-CAC) User? Click the button below.

Jet us know Wht was WOnang 50 YOU 3NG WIS Nes0e0 STEXUVESTETT. | ITOUGNOUE the est year, and looking foraard
we will continuea 10 value your input 1o enhance MySiz+ @, Non-Smart Card Access

QAmnboncsuuun:mcsuwokmmmewmo«mw\ﬂnmmuiwe Deats has

been transitioned 10 the Cusrent Record Data Mart in CMIS. DUAVDLA customer CSU users will no longer have First tima Non-Smarnt Card (Non.CAC) user? Register Hers
ocess to CSU as of June 20, 2018 This notice will be updated with dates for other agencies as they are Password problems? Rasat
announced

Component Help Desk Information

For technical problams, select the Contact List for your orpanization’s computer
i you are having problems accessing this sie, plaase salect Contact List 10 locate and directly contact your support Help Desk
Component Help Desk

For acdional information, check out our Ersguente Askad Quastions (FAQM
Figure 1- DCPDS Portal Login Page - Certificate Selection

3. Read the Privacy Act Statement and select Accept button.

Privacy Act Statement

The information you provde to the Defense Civilian Personned Data System (DCPDS) is covered by the Privacy Act of 1674. For questions regarding your
personal information please contact your local Human Rescurces Office

Authorities: 5 US.C. Chapters 11, 13,20, 31, 33, 41, 43, 51, 53, 55, 61, 63, 72, 75, 83, and 99, 5 US.C. 7201; 10 USC 138; DoD Instruction 1400.25,
volumes 1100 and 1401; 28 CFR 1614 601; and E.0.9397

Principal Purposes: To allow covhian (appe fund and PPIopr fund) in the Dy of Defense (DoD) to update personal
information

Routine Uses: None. The DoD ‘Blanket Routine Uses' set forth at the beginning of OSD's compdation of systems of records notices apply to this system
Disclosure: Voluntary. However, farlure to provade of update your mformabon may require manual HR processng of the absence of some informabion

Accessiity/Secton 508 | Privacy and Security Policy | System Help Desk Contacts

Figure 2 - Privacy Act Statement
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Rating Officials (Managers and Supervisors) Accessing Manage Trusted Agent
Authorization

1. From the MyBiz+ home page under Manager Functions in Key Services, select the Manage Trusted
Agent Authorization link.

/qﬁzé' Other DCPDS Applications % Favorites Customer Support © Help Logout

Notifications

Read / Unread Title Start Date
* DCPOSMyBize Downtime 20-Apr-2016
* Annual Contact Information Review 06-Apr-2016

(< >

LG L N >
Welcome, The Rater The informasion is current as of 20-Apr-2016
* You have 2 unread notifications.
Home RAST L ADL
*
Add | Reset | Dace 9
B2 Key Services o= 22 Other Responsibllities/Applications o=
Manage Key Services §# Responsibilities: Education:
VDO t e Manat Reports High school graduate t
VI
sisal Admanistral Training:
CLB 024 (DAU) COST RISK ANALYSIS INTRODUCTION (09-Feb-2015 - 09
Feb.2015)

Certification/Licenses:
No CertificatesiLiconses Ava

Figure 3- MyBiz+ Home Page identifying Manage Trusted Agent Authorization

2. You are now on the Manage Trusted Agent Assignments Page where you can assign one or more
individuals to act on your behalf for documentation purposes.

MyBize FAQ Logout

Manage Trusted Agent Assignments
This page allows you o assign one of more individuals o act on your behalf for documentation purposes within My Performance. You control their access by assigning a start date and/or end date.

Meed Help?

AUTHORIZATION FOR TRUSTED AGENT ASSIGNMENT

Y mcaty mcrin e ki bt bk b ct 20y st ogecd e bty for plan:
il appraisais into My Periomiance 10r he amployees seiecten béiow | InGerstand thal N 406 nol aleviale my performance management rcsponsnnmbesln Confi the hands-on warcof monitoring 1ewemng o appraising

employees on their performance phefrieeain purpose of the trusted agent is lo document my decisions in the empiayee’s My Performance records.

ACKNOWLEDGMENT OF YOUR RESPONSIBILITIES

1 als0 understand that | must approve all My Performance events documented by my trusted agent and route the dOCUMENt to the Next step by USINg one of the Tallowing metnods:

Select e 'Approve Trusted Agent DOCUMENEENoN bution located In the employee's My me e Approvals and Ac 13D, In the case tat | o not have access 1o My Performance, | understand that my trusted agent
may Torwaicl Ihé pertomiance pan 1o 1he next person in e Chiain of coMMANd 1o ACCAMISN this task
OR

+ Wy trusted agent can pent a hard copy of the appraisal form and obtain my signature approving the action. My trusted agent can document the fact that ths has taken place for the purpose of completing the apprassal form in My Performance

Trusted nt Role
* Role hd
* System Type [Seff-Service Hierarchy ~
S0

Figure 4 - Manage Trusted Agent Assignments Page
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Manage Trusted Agent Assignments

Trusted Agent Role

1. Select the role under the Role drop down menu that the trusted agent will act as on behalf of the Rating
Official or Higher Level Reviewer. For this scenario, select Rating Official.

Manage Trusted Agent Assgaments

Thes pge Sows you 10 Assgn One Of mOne INANAUNN 1 &Ct 0N YOur DI for GOCUMEREation purposes within My Perfonmance. You control thew Sc0ess by Sasgning & start date and/or end date.
oo telo?

AUTHORIZATION FOR TRUSTED AGENT ASSIGNMENT

|MW\.‘!RWMMNNC!I‘P\WW My or the purpose of everts sh a8 Pe ars Cosecs
ACATENTL NRTIVE SLeTents and Nl a00ranan nto. mvhnmmmwmrwnmmmmnmw'umwb‘mnwm«m PENER) NG appranng
empioyees on Thew pedormance and Tt the Sk pUpOs of e Yusted apent 5
ACKNOWLEDGMENT OF YOUR RESPONSIBILITIES

13850 understand 1t | must approve 3 My Peronmance events Gocumonted by my SUSIed 30t and route The GOCUMEnt 10 The fext 336 By wsing 0ne of ihe IOWINY MeTods

o Setect e Approve TIusted AQent DOCUmentance’ Dumon Kcated In The employoe's My T apropeate AQprovls and 140, 10 The Clrse T | 00 00t Nave acess 10 My Pedonmance. | Undentand Tat my usted agent
iy Torward T PErOATANCE (XN 30 THe HEXE PEFSON In The AN Of COMMANn 10 SCCOMpISN T task.
oR

My Sunded 300t Can ANt 3 NN CODy Of e 00NN 150 3N COLNN My SONIIE A0AOVING e 30500 My Musled 00t Can GOCument e tact At (s R Laken DRI X e PUrmOse Of COMpRetng e Ap0ramal 1om n My Periormance

Truntedd Agent Robe

Figure 5 - Manage Trusted Agent Assignments Page - Role

2. Select ‘DoD Performance Management Approval Program’ and select ‘Go’ button.

o MyPerformance

Manage Trustes Ageet Astignenants
Thes pasge allows you o 58K Gne & Mmore Indnvduals 10 5 on your behall for doxumentation purpses. within My Performance. You control Ehew access by sssigning 8 start date andyor end date.

AUTHORIZATION FOR TRUSTED AGENT ASSIGNMENT

1 hevety auhortze the Indiidual N ated below 10 9c1 35 my trussed agent within My Periomance 1or the PUTGSE of GOCUMENTng DEFOITANGE Management events such as the plans. chmecut
FSSESUTRLLTATAlvE SLaterments. and fnal appranals mio wwaummmmmm | Understand Tat TS 00es ROt akeviate Ty AN wor RO FEVIEWYY) 3N AD[IaSEeg
gy o thew purpen GoCUmEnt my Oeciions In ihe emphoyee’s My Perfonmance reconds.

ACKNOWLEDGMENT OF YOUR RESPONSIBILITIES
1 50 UNGerstand Iat | Must aorove all My Perormande events Socumented by AT rusied 306l and feute e GOCUMENt 10 et et e Dy USING one of te DBOWING Mt

o Select e Approve Tristed Agent e empioyee’s My e appeoprati ADpROVERS 3N ACKNOWRGMENts L0 In Te Case Il | 00 ot have acoess 1 My Periormance, | Lncerstand that my nsied agent
iy Sonaad s prionmaance pkan 10 B nexd an o s task
oR

o My Musied agx of the Apprasal fom Wy sgratse ) e BCBON My usied ag oz £ 1N (P s Loy it o e purporse ] y

* Role ~
* System Type
Performance Management Apprasal Program
e Crvilan Inteligence Personnel System
al Guard (ke 32)

Figure 6 - Manage Trusted Agent Assignments Page — System Type
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1. Once you have selected the program, a list of your employees in that program will display. Select
employee or employees under the ‘Select’ column on the results table for whom you want to assign the

trust agent authorization.

* Rode [Rating Officiaé ~

= System Type [5o0 Performance Senagerent Apprared Frogram ]

Emplayee Number Organization Trusted Agent Name Start Date. |End Date Action

s45654 MAVAL MEDICAL CENTER NVIS00183 01 | [ [irsert  [w]
516978 LA HUMAN RESOURCES SERVICES DOX [ [ [insert [~
518762 DUA HUMAN RESOURCES SERVICES DO [ [ [irset [~]
515436 DLA HUMAN RESOURCES SERVICES DDOTHSO0OM0 0] I - | [ | [irert ]

§3i¢

Figure 7 - Manage Trusted Agent Assignments Page — Employee Selection

2. The following fields are required: ‘Trusted Agent Name’ and ‘Start Date’. ‘End Date’ is an optional
field. Enter ‘Trusted Agent Name’. Partial searches must begin with the first few characters of the
search field followed by the %. The naming convention for full name is last name, first name, and
middle initial. Once you have entered in name, select the magnifying glass. Select the ‘Quick Select’

icon next to your selection.

23 https:ffwariock1 21.depds.cpms.cadmil/?_t = fredRC Benc =WINDOWS- 12528_minWidth=7508_minHeight=5..

S4arEh and Seet: Trusted Agent Name

Select a fiekd to ‘Seanch By'. Nex
ek followed by the 56", .
Indtial. For best results, end

Select the 'Guick Select’ ioon nest to your selection.

g Search By [Employee Name | [Raterte Ga
|
y

5 Rater, The U 5 ARMY GARRISON FT 43196 SUPERVISORY BUDGET 0560, Budget Anadysis
STEWART HQ A ANALYST. 1656747 ARBAAPPR. (0560)
Canced | | select | |
>
fusto saving in about 14 minute(s) % 105% -

Sedect |Details[Employes Name Employee Number Organization

Figure 8 - Manage Trusted Agent Assignments Page — Trusted Agent Name

Apply
Apply
Apply
Apply

Defense Civilian Persannel Advisary Service
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3. Enter ‘Start Date’ (date cannot be a past date). ‘End Date’ can be entered to limit the assignment

period. If entered, the end date cannot be prior to the current date or the Start Date, whichever is later.
Select Apply button.

Dbty
‘Sciect Al | Schoct None

Select Details[Employee Name Employee Mumber Ovganization Trusted Agent Name ‘Start Date End Date: [ction
7] Shaw CPMS Cragowsid, Courtney W 545654 MAVAL MEDICAL CENTER MV1800183 01 Rater, The 3, Erapgzoex @ | [insen ]
 Show EHRIS Clkautucee, lajvsit 516978 DLA HUMAN RESOURCES SERVICES DDO7HS0000 01 I I L
2 Show EHRIS Frasdropg, Byskann 516762 LA HUMAN RESOURCES SERVICES DDOTHI0000 01 A | J I i [ise ] _Apply
3 Show EMRIS Rogam, Imfytbpp 515436 DLA HUMAN RESOURCES SERVICES DD07HI0000 01 A [ ] I = [t ] _ apply

Figure 9 - Manage Trusted Agent Assignments Page — Start Date

4. The boxes are no longer available to change Trusted Agent Name or Start Date and the Action is
Update. A trusted agent has been assigned as a role of rating official for the employee.

* System Type [DoD Performance Management Appraisal Program| ]

=]

5 n 5 -

Rating Cficial Delegation Results

Sefect All | Select None

Sedect | Mame [Trusted Agent Name Start Dale End Date | Wction
£ Show (PMS Crajkowsid, Courtney W 545654 NAVAL MEDICAL CENTER NVIB0O183 01 Ratex, The 21-Agr-2016 1 Update [v| _Apply
#5how EHRIS € S16878 DLA HUMAN RESOURCES SERV 00 1 4, | | [inser v Appy
£ Show EMRIS Pt [ S18762 DLA HUMAN RESOURCES [ [insert [»] | Apply

Shiw EHRIS Rogeo, Tméytbop 515436 DLA HUMAN RESOURCES SERVICES DOX0THIO00 01 ] [ [insert ™ [v] _Apply

Figure 10 - Manage Trusted Agent Assignments Page - Selection

Assigning Trusted Agent for Multiple Employees

1. To assign a Trusted Agent for multiple employees, select the Show Manage Assignment of Trusted
Agent for Selected Employee(s) link.

Trusted Agent Role

= ke [Rabrg Offical I

= System Type [DoD Performance Management Appeaisal Program |
Go

Fating Official Defegation Resuts
Select Al | Select Nooe
Sefect | Ernploy Trusted Agent Hame Start Date End Date:

|metion
" CPMS Czahoneskl, Cotrey W 45654 NAVAL MEDICAL CENTER NV1B00183 01 EHRIS Rugeo, Imfythop 245002015 po-rge206 @ update v _apply
w SA5654 NAVAL MEDICAL CENTER: NVLBO0183 1 A, [ ] [ J | _Beply
S16878 DLA HUMAN RESOURCES SERVICES DOOZHS0000 01 A [ r 1 _awply.
518762 DLA HUMAN RESOURCES SERVICES DOOTHI0000 01 A [ 3 [ | Apply
7 Show EHRY 515435 DUA HUMAN RESOURCES SERVICES DOO7HI0000 08 3, [ [ [ineert v _Apply

Figure 11 - Manage Trusted Agent Assignments Page — Show Management Assignment of Trusted Agent
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2. Assign Trusted Agent and Terminate Trusted Agent section opens

Trusted Agent Role

* Role [Rating Official 2
* System Type [DoD Performance Management Appraisal Program|
Go

Hide Manage Assignment of Trusted Agent for Selected Employee(s)
*Indicates required field

To assign a Trusted Agent: To terminate a Trusted Agent:

1. Enter Trusted Agent Name 1. Enter End Date

2. Enter Start Date Tip: The End Date cannot be earlier than the Start Date.
Tip: You cannot enter a past date for Start Date. 2. Select employee(s) from results table below

3. Opticnally, enter an End Date to limit assignment period 3. Select 'Apply’ button

4. Select employee(s) from results tabie below
5. Select 'Apply’ button

* Trusted Agent Name * End Date
sspate [ | @ .
End Date | Aaply
Clear | _Apply
Rating Official Delesgation Resulls
Select All | Select None
Select |Details [Employee Name Employee Number |Organization Trusted Agent Name |start Date |End Date |Action
Czakowski, Courtney W 545654 NAVAL MEDICAL CENTER NV1800183 01 EHRIS Roqzo, Inifytbpp 24-sep-2015 oApc2016 | Update |~

[m} CPMS Czajkowski, Courtney W 545654 NAVAL MEDICAL CENTER NV1800183 01 A [ ] [ [insert T[] apply

m] EHRIS Clkutmuoee, Tajvsft 516978 DLA HUMAN RESOURCES SERVICES DDO7H90000 01 [ ] [ ] [rsert [v] apply

[m] EHRIS Pxaxtropg, Byxkmn 518762 DLA HUMAN RESOURCES SERVICES DDO7H90000 01 3 [ [ [inser T~ _apply

# Show EHRIS Reqzo, Imfythpp 515436 DLA HUMAN RESOURCES SERVICES DDO7HI0000 01 [ [ [mset [»] apply

Figure 12 - Manage Trusted Agent Assignments Page — Assign Trusted Agent

3. The following fields are required: ‘Trusted Agent Name’ and ‘Start Date’. ‘End Date’ is an optional
field. Enter ‘Trusted Agent Name’. Partial searches must begin with the first few characters of the
search field followed by the %. The naming convention for full name is last name, first name, and
middle initial. Once you have entered in name, select the magnifying glass. Select the ‘Quick Select’
icon next to your selection.

Trusted Agent Roke — |
Search and Select: Trusted Agent Name
= Cance] Select
Sedect & fekd to “Search By'. Next, enter a vakue in the text field, Partial searches aust begin with the first few characters of the search
fietd followed by the ‘5%, & 2%, The most commaon naming comer tion for Full Name i last name, first name, and middie
indtial, For best results, wed by the % and frstname followed by the %, e.0. SmithSdohn®, Select the "Go® buthon,
Sefect he QUICK SEECT 00N NEXT 10 YOUr SSecton.
Search By [Employee Name v] [Onete Go —
Quick  Employee
date: for Start Date Select  Mame ‘rganization Pasition ob
s One, Employee 1S ARMY GARRISON FT 44014 BUDGET 0560.Budget Analysis
STEWART B A ANALYST 1657727 ARBAAPPR. (0560)
Cance] | | Select
Clear | Apph
PPy < >
Auito saving in about 12 minuteds) 105k -
Sedect Details Employee Name Employes Number Organizathon Trusted Agent Name: Start Date 4 At

Apply

~|  Apply
~| Apply

Apply

Figure 13 - Manage Trusted Agent Assignments Page — Search and Select Trusted Agent Name

4. Enter ‘Start Date’ (date cannot be a past date). ‘End Date’ can be entered to limit the assignment
period. If entered, the end date cannot be prior to the current date or the Start Date, whichever is later.
Select Apply button.
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To assign a Trusted Agert:

1. Enter Trusted Agent Name:
2. Erter Start Dste

Tip: You cannot enter a past date for Start Date.
3. Optionally, enter an End Date to mit assignment period

4, Select employee(s) 1om fesulls tabie Delow
5, Select ‘Apphy’ buton

* Trusted Agent Namdl  One, Employee A
= Start Datf] 121 o1 x| 2

End Date

Clhear
Pty Official Dudegation Resadts.
Seect Al | Sedect bone
Select [Detalls Employee Name
+) Show CPMS Caajkowshd, Courtney W
# Show EHRIS Chastmuee, lapvsft
2 Shen EHRIS Pxatrgp, Bydann

£ Show EHRIS Regoo, Imfytbpp

Apply

Emplayer Humber [Organization

545654 NAVAL MEDICAL CENTER NVIBO0US3 01

516975 LA HUMAN RESOURCES SERVICES DOOTHSO000 01
518762 DLA HUMAN RESOURCES SERVICES DOOTHSO000 01
515435

DLA HUMAN RESOURCES SERVICES DOOTHS0000 01

MyPerformance
Trusted Agent User Guide

T bexminate 3 Trusted Agent:

1. Enter End Date

Tip: The End Date cannot be earfier than the Start Date.
2. Select employee(s) from results table below
3. Salect "Apply’ button

* End Date 3
Apply
Trusted Agent Kame ‘Start Date End Date [Action
Fater, The 21-Apr016 Update |~]
. | S [inse ™ Tor] oty
3, | = | [isen T[] Apply
3, [ i | [ | et w|  Apply

Figure 14 - Manage Trusted Agent Assignments Page — Start Date

5. Select the employees from list you wish to have a trusted agent assigned for and select Apply button.

T assign & Trusted Agent:

1. Enter Trustid Agent hame
2. Enker Start Cate

3. Optonially, enter an End DIte to s 2
4. Salect emplopee(s) from results tabie below
5. Select Mgy’ button

Tip: You cannot enter a past date for Start Date,
asmgrenen

* Trusted Agent Name  One, Employee

* Gt Date [21-Apr-2016 | [

End Cote | |
Clear | Apply
Fuating Official Debagation Rusults
Select Al | Sehect Mone
|Employee Name
£ Show CPMS Crafieoveskd, Courtrey W
& Show EHRIS Clotre 12

£ Show EHRES Frantrgpg, Bydenn

£ Show EXRIS Rogzo, Imfytopp

period

[Organization

NAVAL MEDICAL CENTER NVIS00153 01

DLA HUMAN RESOURCES SERVICES DDOTHI0000 01
DLA HUMAN RESOURCES SERVICES DDOTHS0000 01
DLA HUMAN RESOURLES SERVICES DOO7THI000) 01

TerminateTrusted Agent

To terminate & Trusted Agent:

1. Enter End Date

Tip: The End Date cannot be earlier than the Start Date.
2. Setect employee(s) from results table below
3. Select ‘Apply’ button

* End Date
Apply
Trusted Agent Namse ‘Start Date |End Date. [ction
Rater, The 21-Apr-2016 . update || [ Apply |
3, [insert [v] _ Apply
Y | s | B e o
A [ | [imsert Tl _ topdy

Figure 15 - Manage Trusted Agent Assignments Page — Employee Selection

6. The boxes are no longer available to change Trusted Agent Name or Start Date and the Action is Update. A trusted agent

has been assigned as a role of rating official for the employees. A trusted agent can create a plan, input elements, and
document the Higher Level Review and communications to employee.

Assign Trusted Agent

To assign a Trusted Agent:

1. Enfier Trusted Agent Name:
2. Erer Start Date

Tip: You cannol enter a past date for Start Date.
3, Optionailly, enber an End Date to it assgnment period

3. Sebect eMmpioyee(s) Fom eSS Tabie Delow
5, Seloct 'Apply buston
* Trusted Agerk Name
* Stact Date =
End Date 3

Clear | Apply

Hating ficial Dvkegpation Kesadts.
Sekect All | Sedect hooe
Select Details Employee Name

£ Shii CPMS Caafkowsh, Courtney W

21 Show. EHRIS Clastmy

e, lapsft
£ she EHRIS Frandigpg, Byxkann
£ She EHRIS Reecgro, Imfythpp

‘Ovganization
HAVAL MEDICAL CENTER NV1800183 01
DLA HUMAN RESOURCES SERVICES

TerminateT musted Agent

Toterminate a Tusted Agent

1. Enter End Date

Tigs The End Date canact be earfier than the Start Date.
2. Sedect emgioyee(s) from results table below
3. Sefect "Appy’ button

DLA HUMAN RESOURCES SERVICES DOOTHSO0000 01
DLA HUMAN RESOURCES SERVICES DOOTHS0000 01

* End Date |
Apply
Trusted Agent Name: Start Date End Date
Rater, The 21-Ape-2016
One, Empioyee 21-Ap-2016 i
One, Empioyee 21-Ape-2016 3

Figure 16 - Manage Trusted Agent Assignments Page
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7. To collapse this area, select Hide Manage Assignment of Trusted Agent for Selected Employee(s)
link.

*Role [Rating Official v

* System Type [DoD Performance Management Appraisal Program v,

Go

Hade Manage Assignment of Trusted Agent for Selected Emplovee(s)
* Incicates requred fekd

Assign Trusted Agent TerminateT rusted Agent

To assign a Trusted Agent:

To terminate a Trusted Agent
e Agent Nane
Date

annot ent

ter End Date:
annot be earfier than the Start Date.
) from results tabie balow

date for Start Date.
3, sigrment period
4. Sele ) fro

5. Select Agply’ bution

* Trusted Agent Name

* Start Date

g

[Trusted Agent Name Start Date End Date
545654 NAVAL MEDICAL CENTER NV1800183 01 Rater, The 1-Apr-2C
LA HUMAN RESOURCES SERVICES DDO7HS0000 01
LA HUMAN RESOURCES SERVICES DOOTHEC One, €

DUA HUMAN RESOURCES SERVICES DOOTHSX 1 e, £

Figure 17 - Manage Trusted Agent Assignments Page — Hide Manage Assignment of Trusted Agent

Trusted Agent Role

*Role [Rating Official v

* System Type [DoD Performance Management Appraisal Program|~|

Go

5 » & m

Rating Official Delegation Resuits

Select All |

Select |Details [Employee Name ‘Employee Number |Drganization Trusted Agent Name Start Date |End Date |action
5 Show CPMS Czajkowski, Courtney W 545654 NAVAL MEDICAL CENTER NV1800183 01 Rater, The 21-Apr-2016 Update )
 Show | EHRIS Clkutmuxe, Lajvsft 516978 DLA HUMAN RESOURCES SERVICES DDOTH0000 01 4 I 3 I 3 [nset %] Apply |
2 show EHRIS Fxaxtrgpg, Byxkmn 518762 DLA HUMAN RESOURCES SERVICES DDOZHI0000 01 One, Employee 21-Apr-2016 _ Update ™| _Apply |
8 oW EHRIS Regzo, Imiytbpp 515436 DLA HUMAN RESOURCES SERVICES DDO7HO0000 01 One, Employee 21-Apr-2016 Update [v| _Apply

Figure 18 - Manage Trusted Agent Assignments Page
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Terminate Trusted Agent Authorization for Individual Employee

1. Select employee under the Select column to terminate trusted agent authorization. Note: End Date
must be blank.

Manage Trusted Agent Assignments
This. page allows you to assign one or more individuals to 2ct on your behalf for documentation purposes: within My Performance, You contrel their access by assigning 3 start date and/or end date,

AUTHORIZATION FOR TRUSTED AGENT ASSIGNMENT

| herety awhorize the Individual INaicated Detow 10 3ct 35 My trusted agent within My Pcrtonnau:tlulrtwmsc Uraocummmg performance management events SUch as the ranscription of p & plans, 0
reviews, Closeoul assessmentsinarrative stalements and final appraisals into My F for selecied Delo: thal thés does nol alleviate my the hands-
‘on work of monitoring, reviewing and appraising employees on their performance and that the sole p‘rposed the trusted agent mumanem My decisians in the employee’s My Performance records.

ACKNOWLEDGMENT OF YOUR RESPONSIBILITIES
| also undersiand that | must approve all My Performance events documenied by my trusied agent and roule the Socument to B next step by using one of te following methods:

= Select ine ‘Approve Trusted Agent D " b d in ihe s My et the Approvais and tab. In the case that | 8o not have access 1o My Performance, |
understand that my trusted agent may forward the performance plan 1o the et person in the chain ur(nlrlnanulo accomplsh Thes 1ask.
OR

+ My trusted agent can print a hard copy of the appraisal form and oblain my signature approving the action. My trustad agent can document the fact that this has taken place for the purpose of completing the appraisal form in My
Performance.

Trusted Agent Role

*nole [Rating Official ~]

* System Type [Dol Performance Management Appraisal Program ||

! Number Trusted Agent Name Start Date
| I MCPMS Czajkowski, Courtney W 545654 NAVAL MEDICAL CENTER NV1B00183 01 Rater, The 21-Ape-2016 I bl MW

Showd EHRIS Clikutmue, Lajvsft 516978 DLA HUMAN RESOURCES SERVICES DDOZHI0000 01 4 |insert v Apply |
=1 Show EHRIS Fraudropg, Bydenn 518762 DLA HUMAN RESCURCES SERVICES DDOPHI0000 01 One, Employee 21-Ape-2016 | ) _Apply |
=1 Zhowy EHRIS Regre, Imfytbpp 515436 DLA HUMAN RESCURCES SERVICES DDOTHS0000 01 One, Employee 21-Apr-2016 [Update ] _Apply

Figure 19 - Figure 19 — Manage Trusted Agent Assignments Page — Terminate Trusted Agent

2. Enter End Date — The end date entered will take affect at the end of the day; therefore, you will not be
able to assign a new trusted agent until the day after the identified end date. Select Apply button.

Trusted Agent Roke
* figle [Rating Official ™
* System Type |DoD Performance Management Appraisal Program |

X I .. aploy I [Trusted Agent Name [start I I
@ Show CPMS Crajlkowski, Cotney W 545654 NAVAL MEDICAL CENTER NV1800183 01 Rater, The 21-Ape-2016 [2zApc-20tex [Update [~
) S RIS Cllautrusee, Tapvsft 516978 DLA HUMAN RESOURCES SERVICES DDOTHS0000 01 4 [nset [v]  Apply
5 Show EHRIS Pxatrapg, Bydamn 518762 DLA HUMAN RESOURCES SERVICES DDO7HI000 01 e, Employee 21-4pr-2016 [Update [~ Apply
1 Show EHRIS Regeo, Imfythpp 515436 DLA HUMAN RESOURCES SERVICES DDOTHI0000 01 One, Employee 21-Ape-2016 l— [Update [v] _Apply |

Figure 20 - Manage Trusted Agent Assignments Page — Terminate Trusted Agent
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Terminate Trusted Agent Authorization for Multiple Employees

1. To terminate trusted agent authorization for multiple employees, enter End Date.

Trusted Agent Role
* Role [Rating Offictal v

* System Type [DoD Performance Management Apprassal Program )

Go

3 e Agent for Selected Employee(s)
* Indicates required fieid

Assign Trusted Agent
To assign a Trusted Agent:

1. Enter Trusted Agent Name
2. Enter Start Date

Tip: You cannot enter a past date for Start Date.
3. Optionally, enter an End Date to limit assignment period
4. Select emplayee(s) from results table below
S. Select "Apply’ button

* Trusted Agent Name A
* Start Date 3
End Date
Clear | Apply
Rating Official Dedegation Results

Select Al | Sefect None

Select Details Employee Name Employee Number  Organization
2 Show CPMS Czajgkowski, Courtney W 545654 NAVAL MEDICAL CENTER NV1800183 01
3 ShoW CPMS Czajkowski, Courtney W 545654 NAVAL MEDICAL CENTER NV1800183 01
4 Show EHRIS Clkutmuxe, Tajvsft 516978 DLA HUMAN RESOURCES SERVICES DDO7H0000 01
) Showe EHRIS Fxaxdrgpg, Byxkmn 518762 DUA HUMAN RESOURCES SERVICES DDO7H0000 01
) Show EHRIS Reqzo, Imfytbpp 515436 DLA HUMAN RESOURCES SERVICES DDO7HS0000 01

TerminateTrusted Agent
To terminate a Trusted Agent:

1. Enter End Date

Tip: The End Date cannot be earfier than the Start Date.
2. Sedect employee(s) from results table below
3. Sedect "Apply’ button

[Trusted Agent Name |Start Date End Date \Action
Rater, The 21-Apr-2016 122-Ape-2016 ] Update V| Apply
| | T [iset V] Apply
A, [ 3 1 [insert ] Apply
One, Employee 21-Ape-2016 Update V| Apply
One, Employee 21-Ape-2016 | T W [update V] Apply

Figure 21 - Manage Trusted Agent Assignments Page — Terminate Trusted Agent

2. Select the employees under the Select column to terminate trusted agent authorization. Note: End

Date must be blank. Select Apply button.

ent Role

*Role [Rating Official ]

* System Type [DoD Performance Management Agpraisal Frogram| ™|

Assign Trusted Agent

To assign a Trusted Agent:

1. Enter Trusted Agent Name
2. Enter Start Date

Tip: You cannot enter a past date for Start Date.
3. Optionally, enter an End Date to limit assignment period
4. Select employee(s) from results table below
5. Select ‘Apply’ button

* Trusted Agent Name “
* Start Date | 3
€nd Date |
Clear | Apply |
Rating Official Delegation Results
Select All | Select Nore
| ; - =
1) Shows CPMS Czagkowskd, Courtney W 545654 NAVAL MEDICAL CENTER NV1800183 01
7 Show CPMS Czajkowskd, Courtney W 545654 NAVAL MEDICAL CENTER NV1800183 01
# SoW EHRIS Cllutmucee, Tajvst 516978 DLA HUMAN RESOURCES SERVICES DDO7HI0000 01
5 Show EHRIS Patrgpg, Byxma 518762 DUA HUMAN RESOURCES SERVICES DDO7HI0000 01
5 Show EHRIS Regeo, Imfytbpp 515435 DLA HUMAN RESOURCES SERVICES DDO7HI0000 01

TerminateTrusted

To terminate a Trusted Agent:

L. Enter End Date

Tip: The End Date cannot be earlier than the Start Date.
2. Select empioyee(s) from results table below
3. Select "Apply’ button

* End Date [22-Apr-2016 | [

Apply
Trusted Agent Name Start Date End Date Iaction
Rater, The 21-Ap-2016 [zapa0is @ [updete [v] Apply
A [ | 1 [iset ] seply
A [ @ | T fmsert v|  Apply
One, Employes 21-Ape-2016 [ @ [updowe ~] Apply
One, Emplayee 21-Ape-2016 [ 3 [upde v] Aeply

Figure 22 - Manage Trusted Agent Assignments Page — Terminate Trusted Agent
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3. End dates have been applied and end dates entered will take affect at the end of the day, so the
supervisor or the new trusted agent will not be allowed to enter any data until the next day.

Trusted Agent Role

MyPerformance
Trusted Agent User Guide

* Role |Rating ¢ 2

* System Type [DoD Performance M

=

Hide Manage of Trusted Agent for Selected Employee(s)
* Indicates required field

Assign Trusted Agent

To assign a Trusted Agent:

tanagement Appraisal Program V|

TerminateTrusted Agent
To terminate a Trusted Agent:

1. Enter End Date

Tip: The End Date cannot be earfier than the Start Date.
2. Select employee(s) from results table below
3. Select "Apply’ button

* End Date
Apply
Clear | Apply
Rating Official Delegation Results
Select Al | Seject None
Select [Details|Employee Name Employee Number  Organization Trusted Agent Name Start Date End Date Action
545654 NAVAL MEDICAL CENTER NV1800183 01 Rater, The 21-Apr-2016 [2-Apr2016 Update v  Apply
545654 NAVAL MEDICAL CENTER NV1800183 01 [ i T MW [inset V] Apply
516978 DLA HUMAN RESOURCES SERVICES DDO7HI0000 01 [ " m 1 [mset V] Apply
HRIS Fxaxtrgpg, Byxkmn 518762 DLA HUMAN RESOURCES SERVICES DDO7HI0000 01 One, Employee 21-Apr-2016 [22-Apr-2016 1 [Update ~]  Apply
HRIS Fxaxtrgpa, Byxkmn 518762 DLA HUMAN RESOURCES SERVICES DDX \ [ | [inset ] Apply
) Show EHRIS Reqzo, Imfytbpp 515436 DLA HUMAN RESOURCES SERVICES DDO7H30000 01 One, Employee 21-Apr-2016 I 22-Apr-2016 I Update v|  Apply

Figure 23 - Manage Trusted Agent Assignments Page — Terminate Trusted Agent

Acting as Trusted Agent

The information provided below directs the user to the portal link and walks the user through the access
process with follow-on directions to the DoD Performance Management and Appraisal Program.

DCPDS Portal

1. To access MyPerformance tool, you must first log in to the DCPDS Portal at
https://compo.dcpds.cpms.osd.mil using your Smart Card (CAC/PIV) or non-Smart Card

(non-CAC User ID) and password. From there you will be directed to MyBiz+.
MyPerformance link is located in Key Services.

2. Log on with your Smart Card (CAC/PIV) or non-Smart Card (non-CAC User ID) and password using
the applicable login button on the DCPDS Portal page. For Smart Card (CAC/PIV) users, make sure
you select the non-email certificate.

14 May 6, 2016
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Select a Certificate

News and Inf¢

Last updated January 11
13.00 COT

Smart Card Access

Vi Fezere 6/20/2015 to £/21/208 Click the login button below and select your non-emall digital certificate

. - =
Iiswen DOO CA-11 Smart Card Login
Valid Feomre 6/22/2015 to 6210008

‘*1
£ed

Q The Depariment of [
the U S. CENTCOM Cid

“—

= Chckhere 82 view Cedficale groge.,
have to offer are represer First time Smart Card (CAC) user? Ragister Hars
The added value for empl opportuntly 10
participale in & diverse wy mately making
afference in the Departm

O [Cex Cancel

Thank you for sl of y me and effort you ook 1o Returning Non-Smart Card (Non-CAC) Usar? Click the button below.
Jet us know Wht was WONang 300 YOU 3NG WIS NES0e0 STEXUVESTETE. | ITOUgNOUE the ast year, and looking foraard
we will continue 10 value your input 1o enhance MyBiz+ @, Non-Smart Card Access

Qmmmcsum«u The CSU appiication and database will be decommissioned in the near future. Dats has

been transitioned 10 the Current Record Data Mart in CMIS. DULAVDLA customer CSU users will no longer have First tima Noo-Smant Card (Non-CAC) user? Register Hers
occess to CSU as of June 30, 2018 This notice will be updated with dates for other agencies as they are Password problems? Rasat
announced

Component Help Desk Information

For technical problams, select the Contact List for your organization’s computer
i you are haning problems sccessing this site, plaase selact Contact List 10 locate and directly contact your support Help Desk
Component Help Desk

For aoditionsl information, chack out our Ersguanty Askad Quastions (FAQN
Figure 24 - DCPDS Portal Login Page - Certificate Selection

3. Read the Privacy Act Statement and select the Accept button.

Privacy Act Statement

The information you provide to the Defense Civilian Personnel Data System (DCPDS) is covered by the Privacy Act of 1674, For questions regarding your
personal information please contact your local Human Resources Office

Authorities: 5 US.C. Chaplers 11, 13, 20, 31, 33, 41,43, 51, 53, 55,61, 63, 72, 75, 83, and 99, 5U S C. 7201, 10 USC 1386, DoD Instruction 1400 .25,
volumes 1100 and 1401; 20 CFR 1614 601; and £ 0.9397.

Principal Purposes: To allow covlian fund and POIopr fund) in the D¢ of Defense (DoD) to update personal
information

Routine Uses: None. The DoD ‘Blanket Routine Uses' set forth at the beginning of OSD's compdation of systems of records notices apply o this system
Disclosure: Voluntary, However, failure to provide or update your information may require manual HR processing of the absence of some information

Accessbiity/Section 508 | Privacy and Security Policy | System Help Desk Contacts

Figure 25 - Privacy Act Statement
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4. From the MyBiz+ home page, Other Responsibilities/Applications has to be part of your views to
select CIV Trusted Agent responsibility. Select CIV Trusted Agent link.

Other DCPDS Applications % Favorites Customer Support © Help Logout

What's Your New Year’s Resolution? Nodfioations

Check out the Read / Unread Title Start Date
Civilian Expeditionary Workforce (CEW) * 31Apr2010
* 21-Apr-2016
It’s the Opportunity of a Lifetime! o
LA L L B L (2l
Welcome, Employee One The informaton is current as of 21-Apr-2016
% You have 2 unread notifications.
Home #AS® 4D
#r Provde Feedback
P
22 Key Services o= 22 Other Responsibilities/Applications o=
Manage Key Services 9 I Responsibilities: | Education:
CIV Trusted Agent Business Administration and Manag
forma Bachelor's degree - (2006)
$ Insurance o= Training:
CLM 021 (DA

2 AU) INTRO TO REDUCING TO'
Health Insurance: Federal Employee Health Benefits Special Code (22) TOC) (06-Jan-2015 - 07-Jan-2015)

sional Development Life Insurance Basx only Certification/Licenses:
No Certficate enses Available

Detall Pages

AR EAME

Figure 26 - MyBiz+ Home Page identifying CIV Trusted Agent Responsibility

Acting as Trusted Agent under CIV Trusted Agent Responsibility

1. Select Acting as Trusted Agent link under CIV Trusted Agent

[3 view My Requests

"My Biz and associated web pages are web-based tools created by the Department of Defense (DoD) as part of the Defense Civilian Personnel Data System (DCPDS) to allow DoD personnel access to
and management of their personal personnel records. The DoD My Biz and associated tools can be accessed only by authorized DoD personnel within a .mil or dodea.edu network. The DoD My Biz tool

has no association with any private or other enterprise using "My Biz" in whole or in part as a title or logo."

Figure 27 - Navigator — CIV Trusted Agent — Acting as Trusted Agent
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2. You are now on the MyPerformance Main Page as the Trusted Agent.

MyPerformance Main Page

ad personnel information only. Do NOT enter classified information in this system. Unauthorized reloase of
1

From the Main Page, you can cr
You can also search for completad plans by selecting the “Show Compieted Plars/Appraisals’ ink located at the bottom of this page. You are imited 10 viewing only the Mans/Appraisals that you have partcipsted in a3 & Trusted Agert.
To create a Pesformance Plan: To complete other actions described above:

+ Select Thoose  Fan T » Select an option from the Acticn cohumn

e
& Seect Apprasal Pan Type & Seqt e G0 DUmon
 Select the G0’ button

Important: To bevome familiar with the columns, select the Teed HelpT link

I S

“TIP Only Employees that have a plan in progress are lstod below

Trusted Agent for } | Create New Plan

Bppraésl Wear [ALL W) [Creose a Plan Type- v Go
Reecords Dispiayed [10]]
Employee itating Official Name: |nppraisal Year [Appraisal 1D |Plan Approval Date fiype  Plan Status Current Status. netion

Figure 28 - MyPerformance Main Page as Trusted Agent

3. Select the drop down arrow next to Trusted Agent to select the employee you are Trusted Agent for.

AyBze FAQ Hop Home Logot

Trusted Agent
MyPerformance Main Page

Need Mel?

Create New Plan
[~Grooe 3 7n Type V] 6o
Records Dsglayed |10 v
Employee Name Current Ownes [Rating Official Name: Appraisal Year Appraisal ID Plan Approval Date Type  Plan Status Current Status Action
N0 sewrch condcted

Select the ik 10 search for Completed Pans

Figure 29 - MyPerformance Main Page Trusted Agent For

4. You can select an Appraisal Year by selecting the drop down arrow next to Appraisal Year or leave as

ALL. From this screen, you can create, update and/or view a performance plan/appraisal. You have
the same responsibilities as the rating official.
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Trusted Agent
MyPerformance Main Page
Noeed Heip?
Warning: 7 assified personnel information only, Do NOT énter classified information in this system. Unauthorized release of
clas: of & n
¢ updste s - - i« and peet part or an ent er 1t crented; cios o
Yo by S o Pl i 1203 o viewing ondy the Pl at you have partic uste
o n o com rbed above:
. ¥ o Selc tin cobumn
vith the columns, select the Need Help? Ind
" Create New Plan
Choose a Plan Type- v Go
[Rating Official Name [type [Plan Status  |Current Status. Inction
EMRIS =~ View v _Go
Update vl Go
[ope ¥ 6o
Plan Approved e v| _Go
Do Modfied Plan Returned for Change Updste vl Go
0 Agproved e v} | Go
Mo [ew v] G
= Pending Update v Go
Accroved P bt v [ Go

Figure 30 - MyPerformance Main Page Trusted Agent For Appraisal Year

5. For additional guidance on how to create or edit a performance plan/appraisals and approvals and
acknowledgments as a rating official, see the MyPerformance (DoD Performance Management and
Appraisal Program) Rating Official Guide (Supervisors and Managers).

View My Trusted Agent Authorizations

1. Select View My Trusted Agent Authorizations link under CIV Trusted Agent in the Navigator pane.

Oracle App Home Page

| CIV Trusted Agent
- My Biz

"My Biz and associated web pages are web-based tools created by the Department of Defense (DoD) as part of the Defense Civilian Personnel Data System (DCPDS) to allow DoD personnel access to
and management of their personal personnel records. The DoD My Biz and associated tools can be accessed only by authorized DoD personnel within a .mil or dodea.edu network. The DoD My Biz tool
has no association with any private or other enterprise using "My Biz" in whole or in part as a title or logo.”

Figure 31 - Navigator Page — View My Trusted Agent Authorizations

2. The View My Trusted Agent Authorizations screen shows who you are a trusted agent for, and what
role — rating official or higher level reviewer you occupy for each employee assigned to you.

NOTE: DCIPS PAA Action(s) to Multiple Employees as Trusted Agent and View My Request
links are not part of the DoD Performance Management and Appraisal Program. These links are used
by Defense Civilian Intelligence Personnel System.
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