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The Performance Management Review Process Has 7 Major Steps:
Employee completes self appraisal

Rating Official completes performance appraisal

Reviewing Official reviews performance appraisal

Activity PM PRA reviews appraisal

Naval Intelligence PM PRA certifies ratings for release to the employees

Reviewing Official  (AKA “Higher Level Reviewer” or “HLR”) approves performance appraisal and transfers back to Rating Official

Rating Official documents communication and employee acknowledgment of final appraisal  

Begin Appraisal Review

(This task begins once step 2 of the above process 
has completed and the Rating Official has notified 
the HLR that he/she may begin step 3)

1. Select “Update” and  “Go” from PAA main page

I have submitted 95% of my expense reports within 14 days of incurring the expense.

Support Mission Fiscal Responsibility by submitting 95% of expense reports accurately and within 14 days of incurring  the expense.  

Mr. Jobs’ expense reports were submitted accurately and 
within the above metrics.

Review Performance Appraisal

2. Select the “Performance Evaluation”  tab
3. Select the “Performance Objectives” (PO) 

tab
4. Select radio button of the PO you want to 

review
5. Review employee and rating official 

appraisal
6. Review rating for each PO for consistency 

and fairness

**    Repeat Steps 2-6 for all PO’s and  
Performance Elements under the 
“Performance Element Assessments” tab
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Review Summary of Employee 

Appraisal

7. Select “Performance Evaluation  
Rating” tab

8. Review Performance Evaluation of 
Record for consistency and accuracy

Once the HLR has completed his/her review, 
he/she will tell the Activity Performance 
Review Board to begin its review/ approval 
process. Once the Activity PRB approves 
ratings, they are certified at the Naval 
Intelligence-level, and then ready for the HLR 
to “approve” in the PAA. 

9. Select “Approvals and Acknowledgments” 
tab 

10. Select “Approve” or “Return for Change”

Approval/Return for Change* of Employee 
Appraisal

If Approved, HLR may e-mail Rating Official to 
notify approval of employee appraisal.  

11. Select Transfer to Rating Official with or 
without e-mail notification.

* If Return for Change is selected, HLR may 
notify Rating Official through the same 
steps of the Approval. 

After HLR approves appraisal, a confirmation 
is requested prior to transferring to Rating 
Official.

12. Select “Yes” or “No”

Transfer to Rating Official 

Rating Official now owns appraisal to document 
communication and acknowledgement of 
employee’s final appraisal.
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