
Employee Self Assessment

“How do I” …. Guides are posted on the DMAVA web site at 
http://www.state.us/military/hro

In the PAA folder

Michele.Thomas1@us.army.mil
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MUST HAVE OWNERSHIP 

UCREATE A NEW PLAN.  
SELECT NG T32  

CAN  USE TO COPY AN 
EXISTING PLAN

PLAN MUST BE 
APPROVED. 

EMPLOYEE CAN CUT AND PASTE 
INTO SELF ASSESSMENT

SELECT GO
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SELECT TO ACCESS SELF ASSESSMENT

SELECTING NEXT WILL TAKE YOU 
THROUGH ALL THE TABS
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HELP TAB AND MY 
JOURNAL TAB

MUST 
SCROLL 
DOWN

TO ENTER 
ASSESSMENT

RADIO BUTTON 
IDENTIFIES WHICH 

JOB OBJECTIVE YOU 
ARE ASSESSING

SCREEN OPENS TO THE FIRST JOB 
OBJECTIVE  AS THE DEFAULT
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RADIO BUTTON 
IDENTIFIES WHICH 

JOB OBJECTIVE YOU 
ARE ASSESSING

EMPLOYEE ENTERS SELF 
ASSESSMENT

TO SAVE THE ASSESSMENT SCROLL DOWN TO THE BOTTOM 
OF THE PAGE AND SELECT THE “RETURN TO TOP OF PAGE” 
TAB.  CLICK THE RADIO BUTTON TO THE LEFT OF THE JOB 

OBJECTIVE AND REPEAT THE PROCESS UNTIL ALL JOB 
OBJECTIVES HAVE BEEN ASSESSED.  
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HELP TAB AND MY 
JOURNAL TAB

TRANSFER TO RATING OFFICIAL WHEN 
A SELF ASSESSMENT FOR EACH  JOB 

OBJECTIVE ARE COMPLETE
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You Can Write a message to the next person you are 
transferring the plan/appraisal to 

SELECT TO TRANSFER YOUR SELF ASSESSMENT TO 
YOUR RATING OFFIC9IAL. 
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