Documenting the Annual
Performance Conversation in the
Performance Appraisal Application
(PAA)

Step-by-Step Guide



Completing Performance Plan by
documenting the Annual Performance
Conversation in PAA

The Rating Official (RO) must conduct the Annual Performance Conversation
and document the event in the PAA to complete the rating process.

Quick Step:

Logon to MY WORKPLACE, click on UPDATE next to the employee name, then click

on the ANNUAL APPRAISAL tab, then the APPROVAL and ACKNOWLEDGEMENT
tab.

Click the START button at STEP 4: Rating Official - Document Communication to
Employee. Enter the communication date (date the conversation took place with the

employee) and the method (mostly FACE-TO-FACE), then click on SAVE and
COMPLETE.

This moves the completed 2906 into COMPLETED APPRAISALS category and

allows employees to access the form through the MYBIZ account to view the official
rating of record.

The RO must inform the employee that this event starts the
clock for the RECONDIERATION timeline.



Action field must be
‘UPDATE’ then click
‘GO’ to open appraisal.




1. Click ‘ANNUAL
APPRAISAL’

2. Click ‘ANNUAL
APPRAISAL’

3. Click ‘START".




Enter Communication Date (Click on
Calendar icon) and communication method
(face-to-face).

Click ‘'SAVE AND COMPLETE’ when done.




3. Click ‘NO’ when
printing is completed.

2. Click ‘OPEN'’ to print
a copy of the completed
DD Form 2906.

1. Click *YES'’ to print a
copy of the completed
DD Form 2906.




The Performance Appraisal has moved
from ‘PLANS APPRAISALS IN PROGRESS
to ‘COMPLETED PLANS/APPRAISALS.

Lookup completed appraisals by entering
employee data and click ‘FIND’.
Remember appraisal year is the year of
the payout effective date (e.g., Appraisal
end date 30-SEP-09 = Appraisal Year
‘'2010).
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