--- Performance Appraisals --- 
Quick Steps for Using the “New” My Performance System
As of 9 October 2018

· Step 1:
· ALL technicians must print/save their own PAs for short and long-term reference;
· Whomever initiates the new PA (i.e. technician or Rating Official) prints or saves* the technician’s last completed PA. *Saving the last completed PA is recommended for copying and pasting information.

· Step 2:
· The technician or the Rating Official initiates the new PA, selecting DoD Performance Management Appraisal Program option under Create New Plan (instead of NG Title 32.)  Selecting this option pushes you into the new system.

· Step 3:
· All FY 18 PAs are currently due and should be routed/completed as appropriate.

· Step 4:
· ALL “FY” 19 PAs must transition technician to the new rating period which ends on 31 March of each year.  Therefore, all “FY” 19 PAs must:
· 1) be created in the “new” system and 
· [bookmark: _GoBack]2) have the start/end dates reflected as 1 Oct 18-31 Mar 19 with an effective date of 1 June 19.



· NOTES: 
· The “old” system, NG Title 32, will be deleted and inaccessible in the very near future and NO PAs will be accessible when the old system is deleted.
· ALL technicians will be migrated to the new rating period of 1 April through 31 March and will use the “new” system, DoD Performance Management Appraisal Program, for ALL current and future PAs.
· While in the “new” system, you will not have access to anything in the “old” system.
