
HOW TO CREATE A PARFQ 
 

**** Sailors will complete PARFQs via MyNavyPortal, however some extenuating 

circumstances may require the CFL to manually create a PARFQ **** 
 

1.  From the Home Page, type the Sailors name or DODID number in the global search bar and click “Enter” 

 

 
 

2.  From here, you will click on the Sailor’s name: 

 

 

Sailor’s name or DODID 



3.  From here, click either “PFAs (3+) or “View All”  

 

 
 

4.  From here, click on the current PFA cycle: 

 

 
 

 

 



5.  From here, click on the drop down arrow next to PARFQ and click “New”  

 

 
 

 

6.  From here, enter date and click “Save” 

 

 

New 



7.  Answer each of the question as applicable: 

 

 
 

Continue answering questions 

 

 

 

 

 

 

 

 

 

 

 

 



When you get to the signature, the CFL will type their First name.Last name and click “Save” 

(NOTE:  The first letter of the first and last night is capitalized and there is a “.” between the names) 

 

 

 
 

 

8.  PARFQ is created. 

 

 

 

 

 

 

 

 

 

 

 

 

 



HOW TO EDIT A PARFQ 
 

 

 

1.  From the PFA details page, click on the drop down arrow next to PARFQ and click “Edit” 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Edit 



 

 

 

 

 

 

2.  Edit as appropriate and click “Save” 

 

 
 

3.  Updated PARFQ is saved. 


