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Setting up a New Performance Plan
in the Performance Appraisal 

Application (PAA)

Step-by-Step Guide
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Setting up New Performance Plans in PAA

Either the employee or the rating official can begin the process of setting up a new 
performance plan.

Both have the option of copying from a previous plan oror starting a new plan from 
scratch.  Employees can copy one of their own plans from a former rating cycle.  Rating 
official can also copy a plan from any of their employees to another employee.

This guide shows the steps for the employee to copy a plan and make changes.  If 
starting from scratch, you will need to complete the mission and goals of the 
organization, and add the job objectives.  

Once created, the rating official has two options for obtaining higher level review:

Option A:  Transfer the plan to the higher level reviewer, who will review and either 
approve or return it for changes.  This is the process used in this guide.

Option B:  Document that the higher level reviewer has approved the plan (without 
actually transferring it to that person).  This option requires printing out a copy of the 
plan and obtaining the higher level reviewer’s signature

The plan is confirmed once the higher level reviewer has approved it.
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Reflects a joint understanding of performance expectations for the rating 
cycle
Explains the organization’s goals and to align employee objectives with 
these goals
Focuses on results/work product and the employee’s contribution in 
meeting the goals of the organization
Establishes measurement methods (Quantity, quality, timelines, resources) **
Job objectives are established at level 3 (Expected results) **
Must be written in S·M·A·R·T style
Should be challenging but attainable 
Identify developmental needs
Job objectives must be weighted (not less than 10% per objective NTE 100% for all objectives)

Communication between employee and rating official is key

Performance Plan & Job Objectives
Fundamentals

** (Links to other guides)

(avoid using absolutes, i.e., 100%, all, every; unless required, 

e.g., 100% safety check on flight engines) **

http://www.schweinfurt.army.mil/Information/support/USAG_Schweinfurt_Job_Objectives_Guide_Jan09.pdf
http://cpol.army.mil/library/general/nsps/docdir/Job Objective Writing Guide 200701.doc
http://cpol.army.mil/library/general/nsps/docdir/Job Objective Writing Guide 200701.doc
http://cpol.army.mil/library/general/nsps/docdir/Job Objective Writing Guide 200701.doc
http://cpol.army.mil/library/general/nsps/docdir/Job Objective Writing Guide 200701.doc
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USAG Schweinfurt provides installation operations in order to support 
readiness and mission execution of stationed and rotational units while 
ensuring the well-being of the community.

1. Maintain High Levels of Safety, Force Protection, and Occupational Health
2. Sustain and Improve Local Community Relations
3. Develop and Retain a Professional Workforce
4. Optimize Resources
5. Be an Adaptive, Customer-Focused Organization
6. Sustain and Improve the Infrastructure
7. Maintain Deployment, Sustainment, Redeployment Operations

USAG Schweinfurt
Mission Statement & Goals
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Sequence of Events
Who Action* Slides

Employee Initiate new plan, transfer to rating official 6 - 17

Rating Official Review the proposed plan and change 
as needed; obtain higher level review

18 - 29

Higher Level 
Reviewer

Review the performance plan and 
approve or return for changes

30 - 41

Rating Official Transfer plan to employee for 
acknowledgement

42 - 48

Employee Acknowledge receipt of plan 49 - 53

* (linked in Slide Show mode)
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Setting up a Performance Plan

• Create a new plan or copy an existing plan

• Transfer it to the rating official

Back to TOC

Employee Actions
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Employee:  Open the Performance Appraisal Application

1.  Select My Biz

2.  Select Performance Appraisal 
Application (PAA)
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In the “Create New Plan” section, 
use the drop-down menu to select 
“National Security Personnel 
System,” then select “Go”

Employee:  Select the option to create an NSPS performance plan

8
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Employee:  Check dates and names, select new or copy existing

1.  Check (and change, if necessary) 
the plan dates, rating official, and 
higher level reviewer names

2. Select “Build New Plan” to create a 
plan from scratch, or “Copy Existing 
Plan” to copy last year’s plan (you 
can make changes)

9
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Employee:  Copy an existing plan

1.  Change date to the year of the plan 
you want copy from (usually the 
past rating cycle – 1-Jan-2010)

2.  Select “Find” 3.  Select “Copy”

4.  On the Information screen, select “Yes”

10
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1.  Review the mission and goals for your 
organization and insert here.

Employee:  Mission and Goals tab

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

11

USAG Schweinfurt provides installation operations in order to support readiness and mission execution of stationed and rotational units while ensuring 
the well-being of the community.
Goals:
1. Maintain High Levels of Safety, Force Protection, and Occupational Health
2. Sustain and Improve Local Community Relations
3. Develop and Retain a Professional Workforce
4. Optimize Resources
5. Be an Adaptive, Customer-Focused Organization
6. Sustain and Improve the Infrastructure
7. Maintain Deployment, Sustainment, Redeployment Operations
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Employee:  Job Objectives tab  

Review each of your 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

12
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Employee:  Update Job Objective screen (top)

1. Change the default Start Date,  if necessary
to reflect actual EOD or effective date of plan

2. Review the objective text and change as 
needed (Consider using MS Word features –
spell-checker and word count)

3.  Scroll down for bottom of screen

13

4. Watch the character 
counter to not exceed 
the 1000 character limit
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Employee:  Update Job Objective screen (bottom) 

Review and select the most applicable contributing 
factor or change (from copied plan), if necessary

Select “Save and Update Another” to look at the 
next objective, or select “Save and Return to 
Job Objectives Tab” when done

14

Select 1 but not 
more than 2 

contributing factors
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Employee:  Transfer plan to rating official  

When done reviewing your plan, select the 
“Transfer to Rating Official” button

15
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Employee:  Complete the transfer  

1. Enter a message to your rating official, if desired

2. Select “Transfer…without email 
notification” or “Transfer…with 

email notification” as appropriate

16

Confirmation of transfer
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Employee:  Status on PAA Main Page  

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 your plan so far.



7 December 2009
18

Setting up a Performance Plan

• Rating Official may also create a new of copy an 
existing plan (follow Employee actions pages 9‐14)

• Review proposed plan and make changes if desired
• Obtain or document higher level review
• Transfer plan to employee for 

acknowledgement

Back to TOC

Rating Official Actions
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Rating Official:  Open Performance Appraisal Application (PAA)  

1.  Select My Workplace

2.  Select Performance Appraisal 
Application (PAA)
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Rating Official:  Select the plan you want to review

Make sure “Action” reads 
“Update” then select “Go”
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Rating Official:  Review plan details

1. Check plan dates, 
change if needed

2.  Select “Next”

Click here to change the 
rating official or higher 

level reviewer if needed
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Rating Official:  Review Mission/Goals

2.  Select “Next”
1.  Review the mission and goals for your 

organization and make changes, if needed..

USAG Schweinfurt provides installation operations in order to support readiness and mission execution of stationed and rotational units while ensuring 
the well-being of the community.
Goals:
1. Maintain High Levels of Safety, Force Protection, and Occupational Health
2. Sustain and Improve Local Community Relations
3. Develop and Retain a Professional Workforce
4. Optimize Resources
5. Be an Adaptive, Customer-Focused Organization
6. Sustain and Improve the Infrastructure
7. Maintain Deployment, Sustainment, Redeployment Operations
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Rating Official:  Job Objectives tab

Review each of the job objectives 
by selecting the “Update” action 
(continue on next page)



7 December 2009
24

Rating Official:  Update Job Objective screen (top) 

1. Check the Start Date, change if necessary

2. Review the objective text and change as 
needed  (watch the character counter to not 
go over the character limit) 

3.  Scroll down to bottom of screen

4. Watch the character 
counter to not exceed 
the 1000 character limit
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Rating Official:  Update Job Objective screen (bottom) 

Select “Save and Update Another” to look at the 
next objective, or select “Save and Return to 
Job Objectives Tab” when done

Select 1 but not 
more than 2 

contributing factors

Review and select the most applicable contributing 
factor or change (from copied plan), if necessary
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Rating Official:  Proceed to Approvals and Acknowledgments

Select “Approvals and Acknowledgments” tab
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Rating Official:  Begin step 1

Select “Start” button for step 1
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Rating Official:  Request higher level review

Option A: Change higher level 
reviewer name, if necessary

Two options for higher level review:
- Option A:  transfer the plan to the HLR

- Option B:  document higher level review 
without transferring plan (requires signature 
on hard copy DD Form 2906)

Option A: Select transfer with or without 
email notification

Option B: 
1. Change HLR name, if 

necessary
2. Enter review date
3. Enter method of review
4. Save
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Rating Official:  Confirmation of transfer; status on PAA Main 
Page

Select OK on confirmation screen

Plan is now owned by Higher 
Level Reviewer; status is “Plan 
Pending HLR review”
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Setting up a Performance Plan

• Review performance plan
• Approve the plan, or return for changes

Back to TOC

Higher Level Reviewer Actions
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Higher Level Reviewer:  Access Performance Appraisal 
Application (PAA)

1.  Select My Workplace

2.  Select Performance Appraisal 
Application (PAA)
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Higher Level Reviewer:  Select plan to review

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

Current PAA Status is “Plan 
Pending HLR Review”

Optional filters available 
(e.g., HLR Appraisals only)
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Higher Level Reviewer:  Check plan details

Select “Next”

Click here to change the 
rating official or higher 
level reviewer, if needed
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Higher Level Reviewer:  Review Mission/Goals

2.  Select “Next”

USAG Schweinfurt provides installation operations in order to support readiness and mission execution of stationed and rotational units while ensuring 
the well-being of the community.
Goals:
1. Maintain High Levels of Safety, Force Protection, and Occupational Health
2. Sustain and Improve Local Community Relations
3. Develop and Retain a Professional Workforce
4. Optimize Resources
5. Be an Adaptive, Customer-Focused Organization
6. Sustain and Improve the Infrastructure
7. Maintain Deployment, Sustainment, Redeployment Operations

1. Check mission and goals 
statement and direct update 
when necessary
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Higher Level Reviewer:  Job Objectives tab

Review each of the job 
objectives by selecting the 
“View” action (see next page)
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Higher Level Reviewer:  View Job Objective screen (top) 

Review the objective text

Scroll down for bottom of screen
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Higher Level Reviewer:  View Job Objective screen (bottom) 

Review the selected contributing factor(s)

Select “Return to Job Objectives Tab” button and 
continue reviewing remaining objectives
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Higher Level Reviewer:  View remaining job objectives

1. Continue reviewing remaining objectives by 
selecting the View button for each

2.  When done, select the “Approvals 
and Acknowledgments” tab
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Higher Level Reviewer:  Approve or Return for Change

Select “Approve” to approve the plan, or “Return for Change”
to have changes made by the rating official

Performance Plans are approved by the 
HLR. Changes must be made by the rating 
official.
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Higher Level Reviewer:  Transfer approved plan back to rating 
official

Select transfer to rating official, with 
or without email notification
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Higher level reviewer:  Confirmation of approval; status on PAA 
Main Page Select “Yes” or “No” to approve or 

disapprove the performance plan

Confirmation of transfer back to rating official

Plan status is now “Plan Reviewed by HLR”
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Setting up a Performance Plan

• Transfer plan to employee for acknowledgement

Back to TOC

Rating Official Actions
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Rating Official:  Select plan from PAA main page

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

Current PAA Status is “Plan 
Reviewed by HLR”
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Rating Official:  Select “Approvals and Acknowledgments” tab

Select “Approvals and 
Acknowledgments” tab



7 December 2009
45

Rating Official:  Start Documentation of Communication to 
Employee

Select “Start” button for Step 3
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Rating Official:  Documentation of Communication to Employee

1. Enter Communication date 
and method

2. Select to 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 the performance plan is 
normally done when the employee is 
unavailable. 
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Select transfer to employee, with 
or without email notification

Rating Official:  Transfer plan to employee
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Rating Official:  Confirmation of transfer; status on PAA main page

Confirmation of transfer to employee

Plan is now “Approved”
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Setting up a Performance Plan

• Acknowledge receipt of plan

Back to TOC

Employee Actions
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Employee:  Acknowledgment of approved performance plan

From PAA main page, check that 
Action is “Update,” then select “Go”
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Employee:  Select “Approvals and Acknowledgments” tab

Select “Approvals and 
Acknowledgments” tab
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Employee:  Select “Acknowledge receipt”

Select “Acknowledge receipt”
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Employee:  Confirm acknowledgment date; status on PAA main 
page

Select  “Yes” to acknowledge 
date of receipt”

On PAA main page, plan is approved and 
the employee is the current owner

To view your plan at any time as it was when  approved, 
select the Show Completed Plans/Appraisals link
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Employee:  Using the Completed Plans/Appraisals link

Enter filter criteria (or leave blank), 
then select “Find”

Select printer icon to 
generate a copy of the 
DD Form 2906

Select “Open” or “Save” to view 
or save a copy of the form

Back to TOC
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