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About the Overview
PAA v3.0 enhancements include:

• A new look and feel with tabs that display key tasks in the order 
they are performed. 

• Assessment by Job Objective that allows employees and Rating 
Officials to enter an assessment for each Job Objective. 

• Improved copy and paste functionality that converts most MS 
Word format characters. 

• An improved character counter that provides an accurate count of 
the number of characters entered or pasted. 

• An enhanced Email notification process that provides employees, 
Rating Officials and Higher Level Reviewers status information 
within the email. 

• Easy and standardized approvals and acknowledgement 
processes for establishing plans and conducting Interim Reviews 
and Appraisals. 

• The ability to copy plans from year to year.
• A Track Progress page that lets you know where you are in the 

process.
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About the Overview

This overview focuses on:
• Establishing and approving a performance plan 

– The employee creates the performance plan
– The Rating Official reviews and approves the performance plan

• Highlighting new functionality that makes it easier to 
complete the process.

Let’s look at the tab interface so you become 
familiar with the look and feel…
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Tab Interface
Tabs guide you through the process. The tabs are the same 
for employees, Rating Officials and Higher Level Reviewers. 
Below are the primary tabs.

Let’s review the Performance Lifecycle…

Select this tab to create, update 
and view a Performance Plan.  
Under the Plan tab, sub-tabs related 
to the Planning process appear.

NOTE: This is the only tab that 
appears until a Performance Plan is 
approved.

Select this tab to create, 
update and view an 
Interim Review.

Select this tab to 
create, update and 
view an Annual 
Appraisal or a Special 
Purpose Rating.

Select this tab to 
create, update and 
view Other 
Assessments such 
as a Closeout that 
do not require a 
rating.

Select this tab to view and 
print selected portions or the 
entire Performance Plan in the 
DD2906 format.



Fall 2008

The PM Cycle at a Glance

Step 1: Create Annual Appraisal
• Write employee Self-Assessment
• Write Rating Official Assessment

Step 2: Evaluate Job Objectives

Step 3: Rate Job Objectives 
• Assign Job Objective Rating
• Assign Contributing Factor Impact

Step 4: Enter Recommended Job 
Objective Ratings, Shares and Payout 
Distribution 

Step 5: Submit to or Document Higher 
Level Reviewer approval

Appraisal Status: PENDING Pay Pool 
Manager APPROVAL

Step 6: Once approved, complete Annual 
Appraisal

• Document Communication Date and 
Method to Employee

Step 1: Create Interim Review 
• Write employee Self-Assessment
• Write Rating Official Assessment

Step 2: Submit to or Document Higher 
Level Reviewer approval, if required

Step 3:  Document Communication 
Date and Method to Employee

Step 4: Complete Interim Review 
• Submit to or Document Employee 

Acknowledgment of  Interim 
Review

Step 1:  Create Performance Plan
• Identify Organizational Goals
• Add Job Objectives and select 

Contributing Factors
• Share the plan with Rating 

Official or employee

Step 2: Review Performance Plan

Step 3: Submit to or Document Higher 
Level Reviewer approval

Step 4: Document Communication Date 
and Method to Employee 

Step 5:  Submit to or Document 
Employee Acknowledgment of 
Performance Plan
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Proceeding Through the Overview

• The overview is self-guided.
• At the bottom of the page, the icon provides 

information about the screen and common actions that 
may take place.  Read this section first.

• The icon reveals information about the screen and 
directions to follow regarding the process.

• Select the icon       to proceed or the       icon to go back 
to the previous screen.

Let’s get started…
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Establishing a Performance Plan – Employee

From the Main Page, you can create, update and review your Performance Plan, 
transfer a plan in progress to your Rating Official, view and print your entire plan after 
it is created, and track the status of your plan.

1

3

2
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Establishing a Performance Plan – Employee

From the Main Page, you can create, update and review your Performance Plan, 
transfer a plan in progress to your Rating Official, view and print your entire plan after 
it is created, and track the status of your plan.

1

3

The table includes information on the status of existing plans. From 
this screen you can view and update existing plans.

2
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Establishing a Performance Plan – Employee

From the Main Page, you can create, update and review your Performance Plan, 
transfer a plan in progress to your Rating Official, view and print your entire plan after 
it is created, and track the status of your plan.

1

3

Many tasks may be accomplished from the ‘Action’ 
column such as update, view, transfer the plan and 
track progress.

2



Fall 2008

Establishing a Performance Plan – Employee

From the Main Page, you can create, update and review your Performance Plan, 
transfer a plan in progress to your Rating Official, view and print your entire plan after 
it is created, and track the status of your plan.

1

3 To create a new Performance Plan:

• Select the ‘Choose a Plan Type’ button.
• Select National Security Personnel System.
• Select ‘Go’.

2
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Employee’s Plan Details – Setup Details

From this page, you can select the appraisal type, change appraisal dates, return to 
the main page, build a new plan, and copy an existing plan.

1
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Employee’s Plan Details – Setup Details

Review the default dates, Rating Official and 
Higher Level Reviewer information and adjust as 
appropriate.

When done, select ‘Build New Plan’.

From this page, you can select the appraisal type, change appraisal dates, return to 
the main page, build a new plan, and copy an existing plan.

1
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Plan Details

From this page, you can transfer your plan to your Rating Official for review once it is 
established, track progress of your plan, change appraisal type and date, and change 
your Rating Official and/or Higher Level Reviewer.

1

2
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Plan Details

You can change your Rating 
Official, Higher Level 
Reviewer or both with one 
click.

From this page, you can transfer your plan to your Rating Official for review once it is 
established, track progress of your plan, change appraisal type and date, and change 
your Rating Official and/or Higher Level Reviewer.

1

2
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Plan Details

From this page, you can transfer your plan to your Rating Official for review once it is 
established, track progress of your plan, change appraisal type and date, and change 
your Rating Official and/or Higher Level Reviewer.

When you are done, select the ‘Next’ 
button or the ‘Mission Goals’ tab to 
build your plan.

1

2
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Mission Goals

This page provides information regarding your organization’s goals and priorities. 
Either your Rating Official or you can provide this information. Since you are creating 
your plan, you include this information.

1
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Mission Goals

When done, select the ‘Next’ button or the ‘Job Objectives’ tab 
to copy and paste or write your job objectives.

This page provides information regarding your organization’s goals and priorities. 
Either your Rating Official or you can provide this information. Since you are creating 
your plan, you include this information.

1
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Job Objectives

This page provides details about the status of your Job Objectives.  You may add a Job 
Objective, update a Job Objective if your plan is not approved, and view a Job 
Objective once your plan is approved.

1

3

2
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Job Objectives

The table identifies the status of existing job objectives.

This page provides details about the status of your Job Objectives.  You may add a Job 
Objective, update a Job Objective if your plan is not approved, and view a Job 
Objective once your plan is approved.

1

3

2
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Job Objectives

This page provides details about the status of your Job Objectives.  You may add a Job 
Objective, update a Job Objective if your plan is not approved, and view a Job 
Objective once your plan is approved.

1

3

You may suggest an optional weight for your Job 
Objective when it is in pending status.

2
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Job Objectives

Select the ‘Add Job Objective’ button to write 
one or copy and paste one from another 
document.

This page provides details about the status of your Job Objectives.  You may add a Job 
Objective, update a Job Objective if your plan is not approved, and view a Job 
Objective once your plan is approved.

1

3

2
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Add a Job Objective – Top of Page

On this page, you may copy and paste or type your Job Objective and select the Contributing 
Factor(s). When you are done, you may save it, save and add another Job Objective, or save and
return to the Job Objectives tab. Repeat this process until you have all of your Job Objectives 
drafted.

1

2

3
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Add a Job Objective – Top of Page

On this page, you may copy and paste or type your Job Objective and select the Contributing 
Factor(s). When you are done, you may save it, save and add another Job Objective, or save and
return to the Job Objectives tab. Repeat this process until you have all of your Job Objectives 
drafted.

1

2

3

The Job Objective Number auto-populates.
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Add a Job Objective – Top of Page

You can change the start date to reflect the 
period of performance.

On this page, you may copy and paste or type your Job Objective and select the Contributing 
Factor(s). When you are done, you may save it, save and add another Job Objective, or save and
return to the Job Objectives tab. Repeat this process until you have all of your Job Objectives 
drafted.

1

2

3



Fall 2008

Add a Job Objective – Top of Page

You may copy and paste or 
type your Job Objective.

On this page, you may copy and paste or type your Job Objective and select the Contributing 
Factor(s). When you are done, you may save it, save and add another Job Objective, or save and
return to the Job Objectives tab. Repeat this process until you have all of your Job Objectives 
drafted.

1

2

3
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Add a Job Objective – Bottom of Page

On this page, you may copy and paste or type your Job Objective and select the Contributing 
Factor(s). When you are done, you may save it, save and add another Job Objective, or save and
return to the Job Objectives tab. Repeat this process until you have all of your Job Objectives 
drafted.

1

2
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Add a Job Objective – Bottom of Page

Select your Contributing Factor(s).

On this page, you may copy and paste or type your Job Objective and select the Contributing 
Factor(s). When you are done, you may save it, save and add another Job Objective, or save and
return to the Job Objectives tab. Repeat this process until you have all of your Job Objectives 
drafted.

1

2
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Add a Job Objective – Bottom of Page

On this page, you may copy and paste or type your Job Objective and select the Contributing 
Factor(s). When you are done, you may save it, save and add another Job Objective, or save and
return to the Job Objectives tab. Repeat this process until you have all of your Job Objectives 
drafted.

When done, select the 
‘Save and Return to Job 
Objectives Tab’ button to 
continue the process.

1

2
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Component Unique

This page displays Component-unique information. Information is provided by your Rating 
Official. From this page, you may review information and proceed with drafting your plan, 
transfer your plan to your Rating Official, track progress, and return to the main page.

1
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Component Unique

When done, select the ‘Next’ button or ‘Approvals and 
Acknowledgement’ tab to proceed with the process.

This page displays Component-unique information. Information is provided by your Rating 
Official. From this page, you may review information and proceed with drafting your plan, 
transfer your plan to your Rating Official, track progress, and return to the main page.

1
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Approvals and Acknowledgments

This page displays information regarding the status of your Performance Plan.  From this 
page, you may complete a step if it is highlighted, transfer your plan to your Rating 
Official, track progress, and return to the main page.  

1

2
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Approvals and Acknowledgments

This screen details the status of the approval and acknowledgment 
process.

This page displays information regarding the status of your Performance Plan.  From this 
page, you may complete a step if it is highlighted, transfer your plan to your Rating 
Official, track progress, and return to the main page.  

1

2
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Approvals and Acknowledgments

This page displays information regarding the status of your Performance Plan.  From this 
page, you may complete a step if it is highlighted, transfer your plan to your Rating 
Official, track progress, and return to the main page.  

1

2 Transfer your plan to your 
Rating Official for review and 
approval.
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Transfer to Your Rating Official

From this page you send your performance plan to your Rating Official for review and approval. If 
you send it using the E-mail notification button the text appears in the body of an email 
delivered to his/her inbox.  

1
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Transfer to Your Rating Official

Select the ‘Transfer to Rating Official 
without E-mail Notification’ or ‘Transfer to 
a Rating Official with E-mail Notification’ 
button when done typing your message.

From this page you send your performance plan to your Rating Official for review and approval. If 
you send it using the E-mail notification button the text appears in the body of an email 
delivered to his/her inbox.  

1
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Track Progress

This page displays the status of your Performance Plan throughout the cycle.  

1
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Track Progress

Select the ‘Return to Previous’ 
button to continue with the 
process.

This page displays the status of your Performance Plan throughout the cycle.  

1
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Approving a Performance Plan – Rating Official

From the Main Page, you can create, update and review your employee’s Performance 
Plan, transfer a plan to your employee, view and print an entire plan after it is 
created, and track the status of the plan.

1

2



Fall 2008

Approving a Performance Plan – Rating Official

From the Main Page, you can create, update and review your employee’s Performance 
Plan, transfer a plan to your employee, view and print an entire plan after it is 
created, and track the status of the plan.

1

2

The table includes information on the status of existing plans. From 
this screen you can view and update existing plans.
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Approving a Performance Plan – Rating Official

From the Main Page, you can create, update and review your employee’s Performance 
Plan, transfer a plan to your employee, view and print an entire plan after it is 
created, and track the status of the plan.

1

2 To review and approve a performance plan:
• Select the employee plan.
• Select ‘Update’ from the drop down menu.
• Select the ‘Go’ button.
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Plan Details

From this page, you verify the information, track progress of the plan, change the 
appraisal type and date, and change the Rating Official and/or Higher Level Reviewer.

1

2
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Plan Details

You can change your Rating 
Official, Higher Level 
Reviewer or both with one 
click.

From this page, you verify the information, track progress of the plan, change the 
appraisal type and date, and change the Rating Official and/or Higher Level Reviewer.

1

2
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Plan Details

From this page, you verify the information, track progress of the plan, change the 
appraisal type and date, and change the Rating Official and/or Higher Level Reviewer.

When you are done, select the 
‘Next’ button or the ‘Mission Goals’ 
tab to build your plan.

1

2
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Mission Goals

This page provides information regarding your organization’s goals and priorities. 
Either your employee or you can provide this information.  Since you are approving the 
plan, review the information for accuracy.

1
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Mission Goals

When done, select the ‘Next’ button or the ‘Job Objectives’ tab 
to review the Job Objectives.

This page provides information regarding your organization’s goals and priorities. 
Either your employee or you can provide this information.  Since you are approving the 
plan, review the information for accuracy.

1
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Job Objectives

This page provides details about the status of the Job Objectives.  You may add a Job 

Objective, update and view a Job Objective.

1

2
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Job Objectives

The table identifies the status of existing job objectives.

This page provides details about the status of the Job Objectives.  You may add a Job 

Objective, update and view a Job Objective.

1

2
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Job Objectives

Select the ‘Update’ button to review the draft 
Job Objective.

This page provides details about the status of the Job Objectives.  You may add a Job 

Objective, update and view a Job Objective.

1

2
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Update a Job Objective – Top of Page

On this page, you may update the Job Objective and select the Contributing Factor(s). When 
you are done, you may save it, save and update another Job Objective, or save and return to 
the Job Objectives tab. Repeat this process until you have all Job Objectives drafted.

1

2

3
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Update a Job Objective – Top of Page

The Job Objective Number auto-populates.

On this page, you may update the Job Objective and select the Contributing Factor(s). When 
you are done, you may save it, save and update another Job Objective, or save and return to 
the Job Objectives tab. Repeat this process until you have all Job Objectives drafted.

1

2

3
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Update a Job Objective – Top of Page

On this page, you may update the Job Objective and select the Contributing Factor(s). When 
you are done, you may save it, save and update another Job Objective, or save and return to 
the Job Objectives tab. Repeat this process until you have all Job Objectives drafted.

1

2

3

You can change the start date to reflect the 
period of performance.
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Update a Job Objective – Top of Page

You may edit the Job 
Objective.

On this page, you may update the Job Objective and select the Contributing Factor(s). When 
you are done, you may save it, save and update another Job Objective, or save and return to 
the Job Objectives tab. Repeat this process until you have all Job Objectives drafted.

1

2

3
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Update a Job Objective – Bottom of Page

On this page, you may update the Job Objective and select the Contributing Factor(s). When 
you are done, you may save it, save and update another Job Objective, or save and return to 
the Job Objectives tab. Repeat this process until you have all Job Objectives drafted.

1

2



Fall 2008

Update a Job Objective – Bottom of Page

On this page, you may update the Job Objective and select the Contributing Factor(s). When 
you are done, you may save it, save and update another Job Objective, or save and return to 
the Job Objectives tab. Repeat this process until you have all Job Objectives drafted.

1

2

Select your Contributing Factor(s).
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Update a Job Objective – Bottom of Page

On this page, you may update the Job Objective and select the Contributing Factor(s). When 
you are done, you may save it, save and update another Job Objective, or save and return to 
the Job Objectives tab. Repeat this process until you have all Job Objectives drafted.

When done, select the 
‘Return to Job Objectives 
Tab’ button to continue 
the process.

1

2



Fall 2008

Component Unique

This page displays Component-unique information. Information is provided by you. From 
this page, you may review information and proceed with approving the plan, transfer the 
plan to your employee for action, track progress, and return to the main page.

1
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Component Unique

When done, select the ‘Next’ button or ‘Approvals and 
Acknowledgement’ tab to proceed with the process.

This page displays Component-unique information. Information is provided by you. From 
this page, you may review information and proceed with approving the plan, transfer the 
plan to your employee for action, track progress, and return to the main page.

1
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Approvals and Acknowledgments

This page displays information regarding the status of the Performance Plan.  From this page, 
you may complete a step if it is highlighted. Once done, you may transfer the plan to your 
employee, track progress, and return to the main page.  

1
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Approvals and Acknowledgments

This screen details the status of the approval and acknowledgment 
process.

This page displays information regarding the status of the Performance Plan.  From this page, 
you may complete a step if it is highlighted. Once done, you may transfer the plan to your 
employee, track progress, and return to the main page.  

1
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Transfer to Your Employee

Select the ‘Transfer to Rating Official 
without E-mail Notification’ or ‘Transfer to 
a Rating Official with E-mail Notification’ 
button when done typing your message.

From this page you send your performance plan to your employee to acknowledge the plan and 
to return ownership of the plan to the employee. If you send it using the E-mail notification 
button the text appears in the body of an email delivered to his/her inbox.  

1 1
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Transfer to Your Employee

Select the ‘Transfer to Rating Official 
without E-mail Notification’ or ‘Transfer to 
a Rating Official with E-mail Notification’ 
button when done typing your message.

From this page you send your performance plan to your employee to acknowledge the plan and 
to return ownership of the plan to the employee. If you send it using the E-mail notification 
button the text appears in the body of an email delivered to his/her inbox.  

1 Select the ‘Transfer to Employee without 
E-mail Notification’ or ‘Transfer to 
Employee with E-mail Notification’ button 
when done typing your message.

1
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Track Progress

Select the ‘Return to Previous’ 
button to continue with the 
process.

This page displays the status of the Performance Plan throughout the cycle.  

11
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Track Progress

Select the ‘Return to Previous’ 
button to continue with the 
process.

This page displays the status of the Performance Plan throughout the cycle.  

1 Select the ‘Return to Previous’ 
button to continue with the 
process.

1
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Acknowledging Your Performance Plan

Once the plan is approved by your Rating Official, 
you acknowledge your plan by:
• Logging into PAA v3.0
• Navigating to the Approvals and 

Acknowledgments Tab and completing Step 4 
or

• Requesting that your Rating Official 
acknowledge on your behalf when he/she has 
ownership.
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Re-approving Job Objectives

During the course of the year, if you or your Rating 
Official adds, modifies, or deletes a Job Objective, 
you use the Job Objective Re-approvals tab to 
complete the process. 
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Congratulations

You have completed the process of creating and 
approving a Performance Plan in PAA v3.0.

Before we end the demonstration, we want to 
show you a few more features that help make the 
process run smoothly.

When your Performance Plan is transferred to 
you, you have ownership of it…
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Need Help?

The ‘Need Help’ function appears on key pages to guide you through the steps that may be taken 
on the page, identify the tasks you can complete, and review the performance management 
cycle.  

3

1

4

2
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Need Help?

Integrated help function provides 
information on how to complete 
key activities on the screen.

The ‘Need Help’ function appears on key pages to guide you through the steps that may be taken 
on the page, identify the tasks you can complete, and review the performance management 
cycle.  

3

1

4

2
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Need Help?

Identifies the key activities 
for the Plan, Monitor and 
Rate phases.

The ‘Need Help’ function appears on key pages to guide you through the steps that may be taken 
on the page, identify the tasks you can complete, and review the performance management 
cycle.  

3

1

4

2
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Need Help?

Explains how to complete key 
activities such as Create a 
Performance Plan and 
conduct an Annual Appraisal.

The ‘Need Help’ function appears on key pages to guide you through the steps that may be taken 
on the page, identify the tasks you can complete, and review the performance management 
cycle.  

3

1

4

2
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Need Help?

The ‘Need Help’ function appears on key pages to guide you through the steps that may be taken 
on the page, identify the tasks you can complete, and review the performance management 
cycle.  

3

1

4

2

Generates a PDF 
version of the 
information.
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Reports and Forms

The ‘Reports and Forms’ tab provides an efficient way to view and print parts or all of 
your Performance Plan.

2

1
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Reports and Forms

Select the sections you want to view or 
print.

The ‘Reports and Forms’ tab provides an efficient way to view and print parts or all of 
your Performance Plan.

2

1
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Reports and Forms

Select this button to print a Working Copy of the DD2906.

The ‘Reports and Forms’ tab provides an efficient way to view and print parts or all of 
your Performance Plan.

2

1
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View Completed Plans/Appraisals

From the Main Page, you can view completed plans and appraisals.

1
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View Completed Plans/Appraisals

From the Main Page, you can view completed plans and appraisals.

Select the View/Hide link to expand 
and collapse information regarding 
previous plans and appraisals.

1
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Copy Performance Plans

A simplified process allows you to copy and paste Performance Plans from year to year or 
employee to employee. 

Select the ‘Copy and 
Existing Plan’ button.

Confirm you want to 
proceed with the 
action.

2

1
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Options for Capturing the Higher Level Reviewer

From the Approvals and Acknowledgment tab, you can document Higher Level Reviewer 
concurrence using Option A – Transfer the Plan or document the Higher Level Review by selecting 
Option B. You complete this step once you have reviewed the plan and are ready for a second-level 
review.
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DD Form 2906 Revised

Along with PAA enhancements, we improved the 
form:

• A new design makes it easier to read and follow.
• You can complete a self-assessment and Rating 

Official Evaluation by Job Objective.
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Thank you for completing the overview.

In our next installment, we cover 
creating an Interim Review.


