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Establishing new Performance Plans:

• May be initiated by either Supervisor or Employee

• First, complete Mission and Organizational Goals

• Then, add Job Objectives

Copying from previous Performance Plans:

• An Employee can copy own plan from previous rating 

cycle, or

• Supervisor can copy an employee’s plan or a plan 

from any of his/her other employees

PAA v3.0
Establishing Performance Plans

05 Oct 2009
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Once created, the Rating Official (RO) has 2 

options for obtaining higher level review:

• Option A:  Transfer plan to the Higher Level Reviewer (HLR), 

who will review and either approve or return it for changes.  

This is the process used in this guide.

• Option B:  Document that the HLR has approved the plan 

(without actually transferring it).  This option requires printing 

out a copy of the plan and obtaining the higher level reviewer’s 

signature

• The plan is considered approved once HLR has approved it.

PAA v3.0
Establishing Performance Plans

05 Oct 2009
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– Table of Contents –

Sequence of Events
ESTABLISHING PERFORMANCE PLANS

WHO ACTION (Hyperlinked in Slide Show mode) SLIDES

Employee Create or Copy Performance Plan & Transfer to RO 5 – 15 

Rating Official
Review or Edit Proposed Plan & Obtain Higher Level 
Review 16 – 27

Higher Level Reviewer
Review Performance Plan & Approve or Return for 
Changes 28 – 37

Rating Official Transfer Plan to Employee for Acknowledgement 38 – 43

Employee Acknowledge Performance Plan 44 – 49

05 Oct 2009



Performance Plan:
Employee Actions

• Create new performance Plan, or

• Copy existing performance plan, &

• Transfer plan to Rating Official

Return to TOC05 Oct 2009 5
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1.  Select My Biz
2.  Select Performance Appraisal Application (PAA)

05 Oct 2009

EMPLOYEE – Create a Performance Plan

3.  In the “Create New Plan” section, use the drop-down 
menu to select “National Security Personnel System,” 

then select <Go>



1.  Check (and change, if necessary) 
the plan dates, Rating Official, and 

Higher Level Reviewer names

2. To create, select <Build New Plan>  -or-

705 Oct 2009

EMPLOYEE – Build New Plan or Copy Existing Plan

2. To copy a previous plan, select  
<Copy Existing Plan> (can be edited)



1.  Change date to the year for the 
Plan you want copy from

2.  Select  <Find>

4.  On the Information screen, select <Yes>

805 Oct 2009

EMPLOYEE – Copy Existing Plan

3.  Once Plan is located, 
select <Copy>



2. Select <Next> (or use the 
“Job Objectives” tab above)

905 Oct 2009

EMPLOYEE – Mission Goals Tab

1. Review “Mission Goals” & edit if necessary



Review each Job Objectives from the 
copied plan by selecting the <Update>

action (see next page)…

OTHER ACTIONS:
- Select “Add Job Objective” to add an objective
- Select the “Delete” icon to delete an objective
- Change the weight of the objective using the drop-down tab

10
05 Oct 2009

EMPLOYEE – Job Objectives Tab



1. Change the default “Start Date” if necessary

3.  Scroll down to bottom of screen

1105 Oct 2009

EMPLOYEE – Update Job Objective

2.  Review the job objective & edit as needed  (note the character limit counter) 



2.  Select <Save and Update Another> to look at the next objective, or 
select <Save and Return to Job Objectives Tab> when done

1205 Oct 2009

EMPLOYEE – Update Job Objective (cont’d)

1.  Review the selected 
contributing factor(s) & 
change if necessary



When done reviewing your plan, select the 
<Transfer to Rating Official> button

1305 Oct 2009

EMPLOYEE – Transfer Plan to Rating Official



1. Enter a message to Rating Official, if desired

2. Select <Transfer…without E-mail notification> or 
<Transfer…with e-mail notification>, as appropriate

28 Sep 2009 14

Confirmation of transfer

EMPLOYEE – Complete Transfer to Rating Official
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At this point on the employee’s main page:

- ‘Current Owner’ is the Rating Official to whom the plan has been transferred.

- ‘Plan Status’ is “Pending” and ‘Current PAA Status’ is “Plan in Progress.”

- No approval date yet.

- Use the “Action” drop-down menu if you want to print a copy of the plan so far.

05 Oct 2009

EMPLOYEE – PAA Main Page Status

Return to TOC



Performance Plan:
Rating Official Actions

• Copy an existing plant

• Review /edit proposed performance plan

• Obtain Higher Level Review

05 Oct 2009 16Return to TOC
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1.  Select My Workplace

2.  Select Performance Appraisal Application (PAA)

05 Oct 2009

RATING OFFICIAL – Open PAA
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Make sure ‘Action’ reads <Update> 
then select <Go>

05 Oct 2009

RATING OFFICIAL – Review the Performance Plan

Select the plan you wish to review:
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1. Verify plan dates, change if 
necessary

3.  Select <Next>

2.  Click here to change the Rating Official 
or Higher Level Reviewer if necessary

05 Oct 2009

RATING OFFICIAL – Review the Performance Plan
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2.  Select <Next>

05 Oct 2009

RATING OFFICIAL – Review Mission Goals

1. Review “Mission Goals” & edit if necessary
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Review each of the job objectives 
by selecting the <Update> action 

(see next page)…

05 Oct 2009

RATING OFFICIAL – Job Objectives Tab
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1. Verify the “Start Date”, change if necessary

3.  Scroll down to bottom of screen

05 Oct 2009

RATING OFFICIAL – Review/Update Job Objectives

2.  Review the  job objective & edit as needed  (note the character limit counter)



2305 Oct 2009

RATING OFFICIAL – Review/Update Job Objectives (cont’d)

2.  Select <Save and Update Another> to look at the next objective, 
or select <Save and Return to Job Objectives Tab> when done

1.  Review the 
selected contributing 
factor(s) & change if 
necessary
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Select “Approvals and Acknowledgments” tab

05 Oct 2009

RATING OFFICIAL – Proceed to Approvals & Acknowledgements
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Select <Start>

05 Oct 2009

RATING OFFICIAL – Initiate Higher Level Review
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Option A: Select <Transfer …with or 
without e-mail notification>

05 Oct 2009

RATING OFFICIAL – Request Higher Level Review

Option B: 
1. Change HLR name if necessary
2. Enter review date
3. Enter method of review
4. Save

• Option B:  Document higher level review without actually transferring the plan 
(requires signature on hard copy of DD Form 2906)

• Option A:  Transfer the plan to the Higher Level Reviewer, – or –

OPTION A:  If this is not the right HLR name, 
replace it with the correct HLR name



27

Select <OK >on confirmation screen

Plan is now owned by Higher Level Reviewer; ‘Current 
PAA Status’ is “Plan Pending HLR Review”

05 Oct 2009

RATING OFFICIAL – Confirmation of Transfer to HLR

Return to TOC



Performance Plan:
Higher Level Reviewer Actions

• Review performance plan

• Approve plan or return for changes

05 Oct 2009 28Return to TOC
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1.  Select My Workplace
2.  Select Performance Appraisal Application (PAA)

05 Oct 2009

HIGHER LEVEL REVIEWER – Open PAA
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Select a plan to review:

2.  Make sure Action shows 
“Update,” then select <Go>

1.  Current PAA Status is 
“Plan Pending HLR Review”

Optional filters available (e.g., 
view HLR Appraisals only)

05 Oct 2009

HIGHER LEVEL REVIEWER – Review Performance Plan
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2.  Select <Next>

1.  Click here to change the Rating Official 
or Higher Level Reviewer if necessary

05 Oct 2009

HIGHER LEVEL REVIEWER – Verify Plan Details

2.  Select 
<Next>

1. Review “Mission Goals”
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Review each of the job objectives 
by selecting the <View> action 

(see next page)…

05 Oct 2009

HIGHER LEVEL REVIEWER – Review/Update Job Objectives



3305 Oct 2009

HIGHER LEVEL REVIEWER – Review/Update Job Objectives

1 . Review the  job objective

2.  Scroll down to bottom of screen
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2.  Select <Return to Job Objectives Tab>
button and continue reviewing 

remaining objectives

05 Oct 2009

HIGHER LEVEL REVIEWER – Review/Update Job Objectives

1.  Review the 
selected 
contributing 
factor(s)

3. Continue reviewing remaining objectives by selecting 
the <View> button for each

4.  When done, select the “Approvals and Acknowledgments” tab
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Select <Approve> to approve the plan or 
<Return for Change> to have Rating Official make changes

05 Oct 2009

HIGHER LEVEL REVIEWER – Approve or Return for Change
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1.  Select <Transfer to rating official…With or 
Without E-mail Notification>

05 Oct 2009

HIGHER LEVEL REVIEWER – Transfer back to Rating Official

2.  Select <Yes> to approve or <No> to 
disapprove the performance plan
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Confirmation of transfer back to Rating Official

Plan status is now “Plan Reviewed by HLR”

05 Oct 2009

RATING OFFICIAL – Confirmation of Approval & Transfer

Return to TOC



Performance Plan:
Rating Official Actions

• Transfer plan to employee for acknowledgement

05 Oct 2009 38Return to TOC
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Select “Approvals and Acknowledgments” tab

RATING OFFICIAL – Transfer to Employee for Acknowledgement

1. Log into My Biz 
2. Select Performance Appraisal Application (PAA)

Starting at the main page:

05 Oct 2009
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Select <Start> button for Step 3

RATING OFFICIAL – Document Communication to Employee

05 Oct 2009
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1. Enter Communication Date & 
Method

2. Select <Save & Transfer to Employee for Acknowledgment > 
or document that employee has acknowledged* (by selecting 

<Save and go to Step 4>)

* Documenting that the employee has acknowledged is 
normally done when the employee is not available

RATING OFFICIAL – Document Communication to Employee

05 Oct 2009
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Select <Transfer to Employee…with or 
without email notification>

RATING OFFICIAL – Transfer Plan to Employee

05 Oct 2009
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‘Plan Status’ is now “Approved”

RATING OFFICIAL – Confirmation of Approval & Status

Confirmation of transfer to employee

Return to TOC05 Oct 2009



Performance Plan:
Employee Actions

• Acknowledge receipt of plan

05 Oct 2009 44Return to TOC
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2.  Make sure action reads “Update,” 
then select <Go>

05 Oct 2009

EMPLOYEE – Acknowledge Performance Plan

1. Log into My Biz 
2. Select Performance Appraisal Application (PAA)

Starting at the main page:

1.  Note status:  “Plan Approved”
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Select “Approvals and Acknowledgments” tab

05 Oct 2009

EMPLOYEE – Acknowledge Performance Plan
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Select <Acknowledge Receipt>

Note:  Acknowledging receipt does not mean that you necessarily agree or disagree with 
the performance plan and job objectives; it means only that you have received it

05 Oct 2009

EMPLOYEE – Acknowledge Performance Plan



48

Select  <Yes> to acknowledge date of 
receipt

‘Plan Status’ is “Approved”  
Employee is the ‘Current Owner’

To view Plan at any time as it was when  approved, select the 
Show Completed Plans/Appraisals link (See next slide)

05 Oct 2009

EMPLOYEE – Confirmation

‘Plan Status’ is “Approved”  
Employee is the ‘Current Owner’
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1.  Enter filter criteria (or leave blank), 
then select <Find>

2.  Select printer icon to 
generate a copy of the 

DD Form 2906

3.  Select <Open> or <Save> to view 
or save a copy of DD Form 2906

05 Oct 2009

EMPLOYEE – View/Save Performance Plan

Return to TOC



http://www.cpms.osd.mil/nsps/

• NSPS Connect

http://www.cpms.osd.mil/nsps/nspsconnect/

• NSPS Connect for Managers/Supervisors

http://www.cpms.osd.mil/nsps/nspsconnect/manager.html

• NSPS Connect for Employees

http://www.cpms.osd.mil/nsps/nspsconnect/employee.html

• DoD 1400.25-M, Civilian Personnel Manual (NSPS: Chapter 1900)

http://www.cpms.osd.mil/forms/cpm/cpmlistings.aspx?by=chapter

• 5 USC, Chapter 99 – DoD NSPS

http://www.cpms.osd.mil/forms/cpm/cpmlistings.aspx?by=chapter

• 5 CFR §9901 – DoD NSPS

http://www.access.gpo.gov/nara/cfr/waisidx_09/5cfr9901_09.html 

Useful Links

http://www.cpms.osd.mil/nsps/
http://www.cpms.osd.mil/nsps/nspsconnect/
http://www.cpms.osd.mil/nsps/nspsconnect/
http://www.cpms.osd.mil/nsps/nspsconnect/manager.html
http://www.cpms.osd.mil/nsps/
http://www.cpms.osd.mil/nsps/nspsconnect/employee.html
http://www.cpms.osd.mil/forms/cpm/cpmlistings.aspx?by=chapter
http://www.cpms.osd.mil/forms/cpm/cpmlistings.aspx?by=chapter
http://www.access.gpo.gov/nara/cfr/waisidx_09/5cfr9901_09.html
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