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PAA Actions Overview
INTERIM ACTION (Hyperlinked) SLIDES

Rating Official Transfer Performance Plans to employees 5 – 9 

Employee
Create Interim Review, add self-assessment, & transfer to Rating 
Official

10 – 17

Rating Official
Review employee assessment, add supervisory assessment, &
obtain Higher Level Review

18 – 29

HLR Review assessments, approve, or return for changes 30 – 35

Rating Official
Conduct Interim Review discussion & obtain employee 
acknowledgement

36 – 42

Employee Acknowledge Interim Review 43 – 46

ANNUAL & EARLY ANNUAL SLIDES

Rating Official Transfer Performance Plans to employees 50 – 54

Employee Add self-assessment & Transfer to Rating Official 55 – 63

Rating Official
Review employee assessment, add supervisory assessment and 
recommended ratings, & obtain Higher Level Review

64 – 75

HLR
Review assessments and recommended ratings; Approve or return 
for changes

76 – 82



3

PAA v3.0
Step-by-Step:  Interim Review

REQUIREMENTS:

• Progress on performance

• Minimum – 1 per rating cycle

• Communication is Key!!

Who can initiate the Interim Review?

• Employee  (begin on slide 10)

• Rating Official  (begin on slide 5)

• If Rating Official has ownership of plan, must first transfer 
back to the employee

31 Jul 2009
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Sequence of Events
INTERIM ASSESSMENT

WHO ACTION (Hyperlinked) SLIDES

Rating Official Transfer Performance Plans to employees 5 – 9 

Employee
Create Interim Review, add self-assessment, & 
transfer to Rating Official

10 – 17

Rating Official
Review employee assessment, add supervisory 
assessment, & obtain Higher Level Review

18 – 29

Higher Level Reviewer Review assessments, approve, or return for changes 30 – 35

Rating Official
Conduct Interim Review discussion & obtain 
employee acknowledgement

36 – 42

Employee Acknowledge Interim Review 43 – 46

Return to PAA Overview31 Jul 2009
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Interim Review:
Rating Official Actions

Transfer Performance Plans to employees

Return to PAA Overview31 Jul 2009
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1.  Select My Workplace

2. Select 
Apply Actions to Multiple Employees (PAA)

Interim Review – RO Transfer performance plans to employees

31 Jul 2009
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Select “Transfer to Employee”

Note other mass actions that 
you can use later in the Interim 
Review process:  Higher Level 

Review and communication of the 
Interim Review.

Interim Review – RO Transfer performance plans to employees

31 Jul 2009
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1.   You must enter at least your name as the 
Rating Official (other items are optional). 

2.    Select <Find>

3.   Select all or select 
individual employees, 

then <Next>

Interim Review – RO Transfer performance plans to employees

31 Jul 2009
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1.   Enter the message that will 
accompany your email notification to 

your employees

2.   Then select 
<Transfer to Employee>

3.   When you are done, select Logout

Interim Review – RO Transfer performance plans to employees

Return to INTERIM Index

Return to PAA Overview31 Jul 2009
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Interim Review:
Employee Actions

• Create Interim Review

• Enter Interim Review self-assessment

• Transfer plan to Rating Official

Return to PAA Overview

Return to INTERIM Index

31 Jul 2009
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Employee:  Create Interim Review

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

31 Jul 2009



12

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

Employee:  Create Interim Review

31 Jul 2009
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1.  Select the “Interim Reviews” tab

2.  Select <Create Interim Review>

Employee:  Create Interim Review

31 Jul 2009
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Employee:  Enter self-assessment

Radio buttons control which job 
objective is displayed

Enter self-assessment for job objective #1 here.

It is recommended to compose assessments in Word, then 
copy and paste the text for the first objective into this block.

31 Jul 2009
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CounterCharacter limit: 2000

When done, select 
<Save and Return to Top of Page>

(or scroll up)

Employee:  Enter self-assessment

31 Jul 2009
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Select next objective…

Enter self-assessment for job objective #2 here.

Continue until completion of self- assessments for each objective.

Employee:  Enter self-assessment

31 Jul 2009
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1.  Select

2.  Select

You will have an option to provide an email notification to your rating official.  

Rating Official is now 
the owner

Current status:  
“Interim in Progress”

Employee:  Transfer your plan back to Rating Official

Return to INTERIM Index

Return to PAA Overview31 Jul 2009
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Interim Review:
Rating Official Actions

• Review employee’s self-assessment
• Add Rating Official assessment
• Obtain or document Higher Level Review

Return to PAA Overview

Return to INTERIM Index

31 Jul 2009
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1. Select 
My Workplace

2. Select 
Performance Appraisal Application (PAA)

Rating Official: Review employee’s Interim self-assessment

31 Jul 2009



20

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

Note Current PAA Status is 
“Interim in Progress”

Rating Official: Review employee’s Interim self-assessment

31 Jul 2009
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Select the “Interim Reviews” tab

Rating Official: Review employee’s Interim self-assessment

31 Jul 2009
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Select <Update>

Rating Official: Review employee’s Interim self-assessment

31 Jul 2009
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Rating Official reviews employee’s self-assessment and adds assessment for the 
Interim Review, one job objective at a time, by selecting the radio button for each 
one–doing so displays that job objective and its respective assessment blocks.

Radio buttons control what job 
objective is displayed

Rating Official: Review employee’s Interim self-assessment

31 Jul 2009



Review employee’s self-assessment for job objective #1 here.
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Rating Official:  Add Interim assessment

Enter supervisory assessment for job objective #1 here.

It is recommended to compose assessment in Word, then copy 
and paste the text for the first objective into this block.

31 Jul 2009
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When done, select 
<Save and Return to Top of Page> 

(or scroll up)

CounterCharacter limit: 2000

Rating Official:  Add Interim assessment

31 Jul 2009
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…then review employee’s self-assessment for job objective #2 here...

Select Job Objective 2

Don’t forget to <Save>

…and enter your supervisory assessment for job objective #2 here.

Continue until you have reviewed and added your assessments for all objectives.

31 Jul 2009
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Rating Official:  Initiate Higher Level Review process

Select “Approvals and Acknowledgements” tab

Note:  Higher Level Review requirements for 
official Interim Reviews is specific to each Pay 

Pool’s Business Rules

Select <Start >

31 Jul 2009
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Higher Level Review (HLR) of official Interim Reviews – Check PP Business Rules

In either option, if this is not the right 
HLR name, replace it with the right 
HLR name – enter some or all of the 
last name and select the flashlight 

icon

Option A:  Select one of the Transfer options (with 
or without email notification) – see next slide

• Option A:  Transfer the plan to the higher level reviewer, – or –

Option B:  Enter review date and method of 
review, then select  <Save>

• Option B:  Document that the higher level review has taken place (without actually 
transferring the plan)

• Either option can be done for multiple employees at once (see slide 6)

31 Jul 2009
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Option A, continued:  Enter your email 
message and select <Transfer  to HLR>

Transfer verified, select <OK>

Rating Official:  Transfer Interim for HLR

Return to INTERIM Index

Return to PAA Overview31 Jul 2009
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Interim Review:
Higher Level Reviewer Actions

• Review interim review assessments

• Approve the interim review, or return it 
for changes

Return to PAA Overview

Return to INTERIM Index

31 Jul 2009
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1. Select 
My Workplace

2. Select 
Performance Appraisal Application (PAA)

HLR Actions:  Review Interim Review Assessments

4.  Make sure Action shows 
“Update,” then select <Go>3.  Note Current PAA Status is 

“Interim Pending HLR Approval”

31 Jul 2009
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1.  Select the “Interim Reviews” tab

HLR Actions:  Review Interim Review Assessments

2.  Select <Update>

31 Jul 2009
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HLR reviews Employee’s self-assessment and Rating Official’s assessment one job 
objective at a time by selecting the radio button for each one–doing so displays 
that job  objective its respective assessment blocks

Radio buttons control what job 
objective is displayed

HLR Actions:  Review Interim Review Assessments

31 Jul 2009
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HLR Actions:  Review Interim Review Assessments

Review Employee’s self-assessment for this objective 

Review Rating Official’s assessment

When done, select 
<Save and Return to Top of Page button> 

(or scroll up) & select the next job objective

31 Jul 2009
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3.  Select <Yes> if you approve the Interim Review

1. Select <Approve> or <Return>

Note:  this rating official does not have an email address 
registered in My Biz, so cannot receive email notification

HLR Actions:  Review Interim Review Assessments

2.  Select <Transfer>

• The HLR can either approve the assessment or return the Interim to the Rating 
Official for changes (the HLR cannot make changes).

Return to INTERIM Index

Return to PAA Overview31 Jul 2009
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Interim Review:
Rating Official Actions

• Document Interim Review conversation with employee

• Obtain or document the employee’s acknowledgment

Return to PAA Overview

Return to INTERIM Index

31 Jul 2009



37

• This step is done whether you using Option A or Option B to document 
Higher Level Review.

• Log into My Workplace and PAA version 3 as before, starting at the main 
page:

1.  Note current status is 
“Interim Review Approved by HLR”

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

RO Actions:  Document Interim Review conversation

31 Jul 2009
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2.  Select “Approvals and Acknowledgements” tab

1.  Select the “Interim Reviews” tab

RO Actions:  Document Interim Review conversation

31 Jul 2009
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1.  Select <Start>

2.  Enter 
communication date & 

method

2 Options of documenting employee receipt:  

• Transfer the plan to the employee for them to acknowledge, -or-
• Document that they receive the interim review without transferring the plan 

<Save and go to Step 4>

3.  Select appropriate
option*

RO Actions:  Document Interim Review conversation

31 Jul 2009
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If transferring the plan to the employee, the email notification message is 
automatically prepared and tells the employee what to do:

Select <Transfer to Employee with email notification>

Confirmation message

31 Jul 2009
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If documenting employee receipt without transferring the plan*:

Select <Start>

* This method would normally be used if the employee is unavailable (e.g., TDY, on 
leave, etc.), or refuses to acknowledge the Interim Review.

RO Actions:  Document Interim Review conversation

31 Jul 2009
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1.  Complete the Acknowledgement
(“Other” requires entering the actual 

method) and date

3.  Select <Save>

Status of this Interim Review is 
now “Completed”

Upon completion, a “snapshot” of the performance plan with the Interim Review is 
available under the Show Completed Plans/Appraisals link on the PAA main page 
(available to both Employee and the Rating Official).

RO Actions:  Document Interim Review conversation

Return to INTERIM Index

2.  Enter Date

Return to PAA Overview31 Jul 2009
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Interim Review:
Employee Actions

• Acknowledge Interim Review after Rating 
Official completes action

Return to PAA Overview

Return to INTERIM Index

31 Jul 2009
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1. Log into My Biz 
2. Select Performance Appraisal Application (PAA)
3. Select Performance Appraisal Application Version 3 (see slide 11)

Starting at the main page: 2.  Make sure action reads 
“Update” and select <Go>

1.  Note status:  “Interim in Progress”

Employee:  Acknowledging Interim Review

31 Jul 2009
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1.  Select “Interim Reviews” tab

2.  Select <Update>

3.  Select “Approvals and 
Acknowledgements” tab

Employee:  Acknowledging Interim Review

31 Jul 2009
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1.  Select
<Acknowledge Receipt >

2.  A “snapshot” of your appraisal with the Interim Review information 
is now available under the Show Completed Plans/Appraisals link on 
your PAA main page 

Employee:  Acknowledging Interim Review

Return to INTERIM Index

Return to PAA Overview31 Jul 2009



PAA v3.0:  Step-by-Step  

Annual Ratings & *Early Annual Ratings

*  Early Annual Appraisal – required if supervisor or employee moves on or 
after July 3rd

• Closeout Assessment – required if supervisor or employee moves on/before 
July 2nd

• For closeout assessment, use the “Other Assessments” tab (slide 58)
• For closeout, no recommended rating is given
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PAA v3.0
Step-by-Step:  Annual & Early Annual

REQUIREMENTS

• Annual recommended rating (1 Oct – 30 Sep period)

• Early Annual recommended rating (see previous slide)

• “Recommended” Rating

• Remember, Pay Pool has final say

Initiating the annual rating process

• Employee

• Rating Official

31 Jul 2009
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Sequence of Events
ANNUAL & EARLY ANNUAL APPRAISAL

WHO ACTION (HyperLinked) SLIDES

Rating Official Transfer Performance Plans to employees 50 – 54

Employee Add self-assessment & Transfer to Rating Official 55 – 63

Rating Official
Review employee assessment, add supervisory 
assessment and recommended ratings, & obtain 
Higher Level Review

64 – 75

Higher Level Reviewer
Review assessments and recommended ratings; 
Approve or return for changes

76 – 82

Return to PAA Overview31 Jul 2009
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Annual / Early Annual Rating:
Rating Official Action

• Transfer performance plans to employees

Return to PAA Overview

Return to APPRAISAL Index

31 Jul 2009
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1.  Select My Workplace

2.  Select Apply Actions to
Multiple Employees (PAA)

Rating Official:  Transfer performance plans to employees

• To transfer just one plan, select 
Performance Appraisal Application (PAA) 
on the Navigator screen.

• On the PAA Main Page, find the employee, 
change the Action to <Transfer to 
Employee> and select the <Go> button:

Note:

31 Jul 2009
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Note other mass actions that you 
can use later in the process 
(document communication of 
the final rating, retrieve plan 
from employee or higher level 
reviewer, view/print appraisal 
info).

1.  Select <Transfer to Employee>

2.  Select <Start>

Rating Official:  Transfer performance plans to employees

31 Jul 2009
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1.  You must enter at least your name as the 
Rating Official (other items are optional). 

2.  Then select <Find>

3.  Select all, or select 
individual employees, 

then select <Next>

Rating Official:  Transfer performance plans to employees

31 Jul 2009
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1.  Enter the message that will accompany 
your e-mail notification to your employees

2.  Then select  <Transfer to Employee>

3.  When you are done, select Logout

Rating Official:  Transfer performance plans to employees

Return to APPRAISAL Index

Return to PAA Overview31 Jul 2009
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Annual / Early Annual Ratings:
Employee Actions

• Enter self-assessment for annual appraisal

• Transfer plan to rating official

Return to PAA Overview

Return to APPRAISAL Index

31 Jul 2009
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Employee:  Enter self-assessment for Annual appraisal

Follow the same steps for an Annual 
– OR –

Early Annual Appraisal

1.  Select My Biz

2.  Select Performance Appraisal Application (PAA)

31 Jul 2009
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Make sure Action shows 
“Update,” then select <Go>

Employee:  Enter self-assessment for Annual appraisal

31 Jul 2009
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IMPORTANT:  Select the 
“Annual Appraisal” tab*

•Use the “Annual Appraisal” tab for 
an Annual Appraisal 

•–OR– an Early Annual Appraisal

Employee:  Enter self-assessment for Annual appraisal

Use “Other Assessments” tab for 
Closeout Appraisal

31 Jul 2009
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Add self-assessment, one job objective at a time, by selecting the radio button, 
which will displays specific job objective and the respective assessment block.

Radio buttons

Employee:  Enter self-assessment for Annual appraisal

31 Jul 2009
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Employee:  Enter self-assessment for Annual appraisal

Radio buttons control which job 
objective is displayed

Enter self-assessment for job objective #1 here.

It is recommended to compose assessments in Word, then 
copy and paste the text for the first objective into this block.

31 Jul 2009
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When done, select
<Save and Return to Top of Page >

(or scroll up)

CounterCharacter limit: 2000

Employee:  Enter self-assessment for Annual appraisal

31 Jul 2009
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Select next objective…

Employee:  Enter self-assessment for Annual appraisal

Enter self-assessment for job objective #2 here.

Continue until completion of self- assessments for each objective.

31 Jul 2009
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1.  When done with all objectives, select 
<Save and Return to Top of Page>

You will have an option to provide an email notification to your rating official.  

Rating Official is now 
the owner

Employee:  Transfer plan back to Rating Official

Return to APPRAISAL Index

2.  Select <Transfer to Rating Official>

Return to PAA Overview31 Jul 2009
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Recommended Ratings:
Rating Official Actions

• Review employee’s self-assessment
• Add your assessment, recommended ratings, and 

recommended shares and distribution
• Obtain or document higher level review

Return to PAA Overview

Return to APPRAISAL Index

31 Jul 2009
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1.  Select
My Workplace

2.  Select
Performance Appraisal Application (PAA)

Rating Official:  Review employee’s Annual Self-Assessment

31 Jul 2009
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Make sure Action shows 
“Update,” then select <Go>

Rating Official:  Review employee’s Annual Self-Assessment

31 Jul 2009
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IMPORTANT:  Select the 
“Annual Appraisal” tab*

* Use the Annual Appraisal tab for an annual 
appraisal –OR- an early annual appraisal

Rating Official:  Review employee’s Annual Self-Assessment

NOTE: For Early Annual recommended ratings, the Rating Official must 
change the Appraisal Period End Date (on the Plan Details tab) to the day 
before the event that is requiring the Early Annual appraisal  (i.e., Employee or 
Rating Official movement).  

See next slide

31 Jul 2009
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Rating Official reviews employee’s self-assessment and adds assessment, one job 
objective at a time, by selecting the radio button for each one–doing so displays that 
job objective and its respective assessment blocks.

Radio buttons control what job 
objective is displayed

Rating Official:  Review employee’s Annual Self-Assessment

Change date for Early Annual 
Appraisal to the day before 
*Employee’s or RO’s+ move

31 Jul 2009
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4.  When complete , select

CounterCharacter limit: 2000

3.  Use drop-downs to select job objective 
rating and contributing factor impact

Link to Performance Indicators

1. Review employee’s self-assessment for job objective #1 here.

Rating Official:  Add Annual Appraisal Assessment

2. Enter supervisory assessment for job objective #1 here.
• It is recommended to compose assessment in Word, then copy and paste the text for the first 

objective into this block.

31 Jul 2009
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Select Job Objective 2

…then review employee’s self-assessment for job objective #2 here...

Rating Official:  Add Annual Appraisal Assessment

31 Jul 2009
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Continue until you have reviewed and added your assessments
and recommended ratings for all objectives.

3.  When done with all objectives, select 
<Save and Return to Top of Page>

Rating Official:  Add Annual Appraisal Assessment

1.    Enter your supervisory assessment for job objective #2 here.

2.  Use drop-downs to select job objective 
rating and contributing factor impact

31 Jul 2009
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1.  Select the “Shares and Payout Distribution” tab

2.  Select your recommended number 
of shares & your recommended 
salary increase percent

RO:  Add recommended ratings & share payout

31 Jul 2009
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1.  Select “Approvals and Acknowledgements” tab

2.  Select <Start > 
for Step 1

Rating Official:  Obtain HLR Review

*  Air Force requires HLR for Annual & Early Annual appraisals

31 Jul 2009
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In either option, if this is not the right 
HLR name, replace it with the right HLR 

name – enter some or all of the last 
name and select the flashlight icon

Option A:  Select one of the <Transfer> options 
(with or without email notification) – see next slide

• Option A:  Transfer the plan to the higher level reviewer, – or –

Option B:  Enter review date and method 
of review, then select  <Save>

(NOTE: Hard copy of DD Form 2906 with 
HLR’s signature required with Option B)

• Option B:  Document that the higher level review has taken place (without actually 
transferring the plan)

31 Jul 2009
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Transfer verified, select <OK>

Select <Return to Main Page>, then 
continue with another employee, or Logout

Rating Official:  Obtain HLR Review

Return to APPRAISAL Index

Return to PAA Overview31 Jul 2009
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Recommended Ratings:
Higher Level Reviewer Actions

• Review assessments and recommended ratings

• Approve recommendations or return for changes

Return to PAA Overview

Return to APPRAISAL Index

31 Jul 2009
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HLR:  Review Assessments & Ratings 

1. Select 
My Workplace

2. Select 
Performance Appraisal Application (PAA)

31 Jul 2009
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3.  Make sure Action shows 
“Update,” then select <Go>

2. Current PAA Status is 
“Appraisal Pending HLR Approval”

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

HLR:  Review Assessments & Ratings 

31 Jul 2009



79

1.  Select “Annual Appraisal” tab

2.  Radio buttons control which 
job objective is displayed

HLR Reviews Employee’s self-assessment and Rating Official’s assessment and 
recommended rating, one job objective at a time by  selecting the radio button for 
each one–doing so displays that job  objective its respective assessment blocks

HLR:  Review Assessments & Ratings 

31 Jul 2009



When done reviewing the assessments and rating, 
select <Return to Top of Page > (or scroll up) and select 

the next job objective

HLR:  Review Assessments & Ratings 

Employee’s self-assessment for this objective 

Rating Official’s assessment & recommended rating 

8031 Jul 2009



• The HLR can either approve the recommended ratings or return the appraisal to the 
Rating Official (the HLR cannot make changes).

2.  Select <Approve > or <Return for Change>

1.  Select “Approvals and Acknowledgements” tab

HLR:  Approve or return recommended ratings for changes

8131 Jul 2009



1.  Select <Yes> to approve the recommended rating

2.  New status:  Pending PPM Approval

WARNING:  Once the HLR has approved the recommended rating, the appraisal is 
“owned” by the Pay Pool Manager, and no further changes can be made.  

HLR:  Approve or return recommended ratings for changes

82

Return to APPRAISAL Index

Return to START of Presentation31 Jul 2009



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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