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Manage Trusted Agent Authorization

Introduction

l. 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 ofglcumentingTheir"
decisions.related-to:performance-management matters. Thigauthorizationrdoesmotralleviate raling
omgﬂﬂrhteherlével‘Eﬂm-‘p?m“mnuymentmﬁﬁmmmmmmw

work of monitoring,. reweg&mgandapprmﬁ*nﬂm—meMMFnﬂmmml
Qr higher lev_e_l revicwrerdins-ownership of theplan. The sole purpose of the trusted agent is to

document their decisions in the emplovee’s record. This assignment is accomplished in the *‘Manager
Functions® area of MyBiz+.

DCPDS Portal

|. 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.

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.
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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.

At CTw (X 7D3 Arpierzars A Faroeriny Custames Jicpord = Qiwlo © Loonat
T
L ]
Basd bwress T ot Sake

w O POR BN« (i

L] e Cia | T frr i
sEssaaas "
Weizome, The Raler

LR L

s

el e

B Hey Syrvicey o= 0 Oter Ratpont DEImE Applic 2ioni o
¥ [ ] B e e

——

!
Vg
Trape
[ .
Crrbcanan Lo pans

Figure 3- My Biz+ Home Page tdentify ing Manage Trusted Apent 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.
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Figure 4 - Mannge Trusted Agent Assignments Page
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Assigning Trusted Agent for Individual Employee

l. 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.
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Figure 7 - Manage Trusted Agent Assignments Page — Employce Selection

2. The following fields are required: *Trusted Agent Name' and *Start Date’. *End Date’ is an optional
field. Enter "Trusted Agent Name’. Partial scarches 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,
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Figure 8 - Manage Trusted Agent Assipnments Page = Trusted Agent Name
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2. Assign Trusted Agent and Terminate Trusted Agent section opens

ar FRmiEa T
¢ s v O Peormee r Ml G -
b

S MO ATt TR A AT T Sttt Lrshyery)
TN PG FI D

LE TR T 1 e, e
F aalend ot et
2t Vg iy il Dopty Lamwsct o rfies Hham Hhee it iner.
Tl Yo Lokt rubet 4 jund doter e St Cda 1 or 4# o Bk w
« -he mnd‘.!u-nhnm" vt e nd 1 heh be

' Fipyoy s Fanim B e teiw
Az e

o A et
dat b
LB

i

i

st o | et h
mlh’:h‘t-*pu— X mpleye Yaamley Orpmimtion rmard Agewt Bt Ol Ll Dute At

o« ¢| cfc| ¥

1111f]

1

Figure 12 - Manage Trusted Agent Assignhments 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.
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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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7. To collapse this area, select Hide Manage Assignment of Trusted Agent for Selected Employec(s)

link.
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Figure 17 - Manage Trusted Agent Assignments Page — Hide Manage Assignment of Trusted Agent
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Figure 18 - Manage Trusted Agent Assignments Page
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Terminate Trusted Agent Authorization for Multiple Employees

I. To terminate trusted agent authorization for multiple employees, enter End Date.
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Figure 21 - Manage Trusted Agent Assignments Page - Ferminate Trusted Azent

2. Sclect the employees under the Select column to terminate trusted agent authorization. Note: End
Date must be blank. Select Apply button.
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Figure 22 - Manage Trusted Agent Assignnients Page = Terminate Trusted Agent
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Figure 24 - DCPDS Portal Login Page - Certificare Sclection

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

Privacy Act Statement
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Figure 25 - Privacy Act Statement
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2. You are now on the MyPerformance Main Page as the Trusted Agent.

MyPerformance Maln Page
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Figure 28 - My Performance Main Page as Trusted Agent

3. Select the drop down arrow next to Trusted Agent to select the employee you are Trusted Agent for.
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Figure 29 - My Performance Main Page Trusted Ageat 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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