DEPARTMENT OF THE ARMY
7" U.S. ARMY JOINT MULTINATIONAL TRAINING
COMMAND
APO AE 09114

REPLY TO
ATTENTION OF:

AETT-AG 30 January 2007

MEMORANDUM FOR All units assigned to Joint Multinational Training Command
(IMTC)

SUBJECT: Standard Operating Procedures for Processing Enlisted Personnel Evaluations

1. References

A. AR 623-3 , Evaluation Reporting System, dated 15 May 2006
B. DA PAM 623-3 , Evaluation Reporting System, dated 15 May 2006
C. https://www.usapa.army.mil “Search Forms”

2. Purpose To establish procedures to process personnel evaluations using the
following:

a. DA Form 2166-8-1, NCO Counseling and Support Form dated March 2006
b. DA 2166-8, NCO Evaluation Report Form dated March 2006

¢. My Forms Content from AKO https://www.us.army.mil/

3. Responsibilities.

a. The Commander, Command Sergeant Major (Senior Enlisted Advisor), Sergeant
Major, 1SG, Personnel Sergeant, Rater, Senior Rater, Reviewer and rated NCOs are
responsible for ensuring that NCOERs are processed in a timely manner following the
procedures outlined in this SOP.

b. S1 will maintain an NCOER log that will track all annual NCOERs for timely
submission to Soldier Record Data Center (SRDC).

c. Subordinate units’ administration offices are responsible for notifying their
respective S1 of all other NCOER requirements (i.e. Change of Rater, Complete the
record and others).

4. Timeliness. All NCOERs are dueto S1 NLT the 15" of the month after the
thru date. If the 15™ falls on a weekend, the report is due the next duty date. (i.e. if thru
date is 2006 08 10, due date is 15 September 2006).
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5. Requirements. Computer, Internet Access and an AKO account to log in My Forms
Content from AKO https://www.us.army.mil/

6. Submission to SRDC. In order to maintain proper accountability and timeliness of
all NCOERs the JIMTC S1 with the exception of JIMRC will be the only authorized
office to submit reports to SRDC.

7. Procedures. Inaccordance with AR 623-3 all NCOERs will be processed using the
AKO Forms Content Management Program.

8. Processing Steps.

a. Rater initiates NCOER by logging in to My Forms Contents Page thru AKO.

b. Rater prepares initial draft of NCOER and digitally signs using CAC card.

c. Rater sends report to Senior Rater for his/her comments and review (see
paragraph 9b)

d. Senior Rater digitally signs and sends report to the Reviewer

e. Reviewer signs and forwards NCOER to the Rated NCO. (send a courtesy copy
to rater and senior rater as a notification that the report has been sent to the rated NCO)

f. Rated NCO signs NCOER and forward to Senior Rated. (send a courtesy to rater
as a notification that the report has been sent to the Senior Rater)

g. The Senior Rater will forward NCOER to S1 for processing

h. The S1 will submit NCOER to SRDC and forward a copy of the complete
report to the Rater, the Senior Rater, the Reviewer, Rated NCO and appropriate admin
office.

9. Fundamentals

a. Commanders of subordinate units will establish their own SOP for routing
NCOERs within their unit, ensuring the SEA reviews all reports.

b. When routing through the JIMTC Command Group follow enclosure 1.
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¢. Subordinate units’ administration office although not a requirement will maintain
on file a copy of NCOERs for a period of 12 months.
d. Compliance with the above steps (a-h) is required.

10. Forms Content Management Procedures to create and route NCOERs between all the
required individuals. (Refer enclosure 2).

11. Point of contact for this memorandum is MSG Robinson at DSN 475-8301.

2 Enclosures
as

ssistance Chief of Staff, G1
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Click on “My Forms”
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Select the NCO Evaluation Report that is signature enable

Noted: System will ask if you wish to use “Wizard Format”. Ye

e ‘ A «PPQ s31aM

S response requires you

to know the SSN of all Rating Officials. No response; click on Brach Component i.e.,

RA (Regular Army); USAR (Army Reserve).
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PART | - ADMINISTRATIVE DATA
a. NAME (Last, First, Micidlle initia)) b. 88N £ RANK d. DATE OF RANK. | . PMOSC
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New DA Form 2166-8, Note: Use drop down menu for rank on Rated NCO (If rated NCO is
frocked to 1SG, SGM, CSM, enter the rank, date of rank and PMOSC held prior to the
frocking action). Enter Date of Rank (YYYMMDD).

Period Covered: The Thru date is the end date of the event causing the report and the from
date is the date that the report begins. Enter Period Covered (YYYYDDMM).

Rated NCO’s AKO address will be used

Refer to DA PAM 623-3, Chapter 3, (3-4) Part | Administrative Data, Table 3-1 and Reasons
Codes, Table 3-6 & Table 3-7
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For use of this form, see AR 623-3; the proponent agency is DCS, G-1. INAR 623-3.
PART | - ADMINISTRATIVE DATA
a. NAME (Last, First, Micidfe Initia) b. SSN . RANK d. DATE OF RANK. | e. PMOSC
BRITTON, KRISTOFER J 123-45-6789 B5G v ( )| 20020501 42444

1. UNIT ORG. STATION ZIP CODE ORAPO, MAJOR COMMAND |12 STATUSCODE |9, REASON FOR SUBMISSION
HHD, 97TH MP BATTALION, FORT RILEY, K5 66442 FORSCOM 03 CHANGE OF RATER
h. PERIOD COVERED i. RATED | ]. NON- k.NO.OF || RATED NCO'S EMAIL ADDRESS m. UIC n. CMD 0. PSB
FROM THRU MONTHS gg-lI;)EEDS ENCL {.gov or .mij CODE CODE
YEAR MONTHDAY | YEAR MONTH DAY kristofer britton@us. army. mil
20051030 20060830 10 I WENUAA FC F325
PART Il - AUTHENTICATION
a. NAME OF RATER (Last, First, Midclie initia) 5SN SIGNATURE DATE (Y¥YYMMOD)
PAMPUCH, JENNIFER 8, 987-65-4321 A=
RANK PMOSC/BRANCH ORGANIZATION DUTY ASSIGNMENT RATER'S AKO EMAIL ADDRESS (.gov. or.mif
CPT FWATTALION ADJUTANT jennifer parnpuch@us.army mil
b. NAME OF SENIOR RATER (Lasl, First Middie Inflia)) 58N SIGNATURE DATE (YYYYMMDD)
FOLLANSBEE, JAMES 8 345-67-8912 S
RANK PMOSC/BRANCH ORGAMNIZATION DUTY ASSIGNMENT SENIOR RATER S AKD EMAIL ADDRESS (Gov. or inif)
MAT  [v P
. NAME OF REVIEWER (Last, First, Middle Initial) 35N SIGNATURE DATE (y¥YYMUDD)
i P
RANK PMOSCIBRANCH ORGANIZATION DUTY ASSIGNMENT REVIEWER'S AKO EMAIL ADDRESS {gov. or.mij)
v

d. |:| CONCURWITH RATER AND SENIOR RATER EVALUATIONS

|:| NONCONCUR WITH RATER AND/OR SENIOR RATER EVAL (See aftached comments)

€. RATED NCO: | undeistand my signature does not constitut t ot di

tuwith the evaluations of | SIGNATURE

the rater and senior rater. | further understand my signature verifies that fhe administrative data in Part |, the ratin

| DATE (YYYYMUDD)
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Use drop down menu for rank of Rate
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For use of this form, see AR 623-3; the proponent agency is DCS, G-1. IN ARB2F3
PART | - ADMINISTRATIVE DATA
3 b. 88N ¢, RANK_ d. DATE OF RANK | e. PMOSC
ICorpora] 12345-6789  |83G v ( )| 20020501 42544
f Seroeant STATION ZP CODEORAPO,  NAJORCOMMAND  [f2. STATUS CODE |4 REASON FOR SUBMISSION
It:fa ’?F Seroeat ON, FORT RILEY, K 66442 FORSCOM 03 | CHANGE OF RATER |
S aprann %:im Alnee | RATED |j. NON- | K NO.OF || RATED NGO'S EMAIL ADDRESS m. UIc n.CMD |o. PSB
HPTERAL FISLMES - — MONTHS [RATED | ENCL (govor.mi) CODE  |CODE
Master Sergeant — CODES : : :
First Serveat Ar kristofer britton@us.army.mil
gen 10 I WRNUAA | FC | FS25
- ergeant Major
| |command Sergeant Major PART Il - AUTHENTICATION
A0e0ond Lieutenant Jelle [nibial) 85N SIGNATURE — DATE (YYYYMMDD)
| UFiost Lieutenant il
Cagtain H ORGANIZATION DUTY ASSIGNMENT RATER'S AKO EMAIL ADDRESS {gov. or mil
| Dsjor HED, 97TH MP EATTALION ADJUTANT jennifer pampuch(@us.army. mil
h. ieubenant Colonel First, Micietle nitia)) 88N SIGNATURE DATE (YYYYMMOD)
Lleulenant Lolonel 345'67'8912 £ o |
ORGANIZATION DUTY ASSIGNMENT SENIOR RATER § AKO EMAIL ADDRESS {gov. or.mi)
fator General HED, 97TH MP BATTALION EXECUTIVE OFF  |james.follansbee(@us. army.mil
o[ AJor enerd “Widole Tt 5N SIGNATURE DATE (VY YYAMIOD)
JLieutenant General 765-43-2198 S
General H ORGANIZATION DUTY ASSIGHMENT REVIEWER'S AKO EMAIL ADDRESS ( gov. or.mif
e v
d. D CONCUR WITH RATER AND SENICR RATER EVALUATIONS D NONCONCUR WITH RATER ANDIOR SENIOR RATER EVAL (See afiached comments)
| | ?heR::tTefEn~6cs|gnll!:]:$:5tﬂl‘:ﬂingls:ﬂl':iﬂud':nddn:ns nsTt nltu:v‘enfles that the at;l-mmshahm d:wt:hwhh;:: TI:;E 0r:tsl : ! I s | - (YWMDDJ

] |—|—|—l_f§b-ﬂmm—
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Select the Rank, civilians rank must be typed in.

Refer to DA PAM 623-3, Chapter 3, (3-5) Part 11, Authentication, Table 3-2 for additional
report instructions.
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d. D CONCUR WITH RATER AND SENIOR RATER EVALUATIONS D NONCONCUR WITH RATER ANDIOR SENIOR RATER EVAL (See stached comments)

3 RATED NCO: | undesstand my signature does not constitut it or di twilth the evaluations of | SIGNATUURE DATE (YYYYMUDD)
the rater and senior rater, | further understand my signature wetifies that the administrative data in Part |, the ritln!q

officials in PartIl, the duty description to include the oounnllna dates in Partlll, and the APFT and hel htlb\ulgjh

entries in Part Ve are comect. | have seen the completed report. | am aware of the appeals process of AR G623 #orm

PART Il - DUTY DESCRIPTION (Rster)

a. PRINCIPAL DUTY TITLE b. DUTY MOSC

SENIOR HUMAN RESOURCES SERGEANT] 42040

t. DAILY DUTIES AND SCOPE (To include, s appropriate, pecple, equipmen, facilties and collars)
Responsible for the operation of the Battalion Personnel Administrative Center providing personnel support and guidance to three
Military Police Companies and one Headquarters and Headquarters Detachment; responsible for all areas of personnel support to include
strength management, enlisted and officer promotions, personnel actions, awards evaluations, unit status reperting and soldier readiness,
charged with the welfare, training and performance of four soldiers; responsible for over 500,000 in MTO&E and Office Automation
Equipment.

d. AREAS OF SPECIAL EMPHASIS
PERSTEMPO, eMILPO; deployments of soldiers in support of OIF 06-08

2. APPOINTED DUTIES
Alternate EOR; Publications Officer; Unit Postal Officer, Alternate Classified Documents Custodian, Records Manager,

f. COUNSELING DATES INITIAL LATER LATER LATER =
20051105 20060209 20060503 20060811

PART IV . ARMY VALUES/ATTRIBUTES/SKILLS/ACTIONS (Rater)

3. ARMY VALUES. Check either "YES" or "NO". (Bullet Comments are mandatory. Substantive buliet comments are required for "N entries) YES | NO
1. LOYALTY: Bears true faith and allegiance to the L. 5. Constitution, the Army, the unit, and other soldiers.

V L%ﬁ'}fr 2. DUTY: Fulills their obligations.
Respect 3. RESPECTIEQ/EED: Treats people as they should be freated.
A . A CCloicod CEOVSC: Date thousnlfars of tho nation tha Aoy angd & g X7 boforn thair oo
& TTI—I—EIMM—

B stont][ 4 tnermet. o] Mirosoftp. | ]2 Mirosof.| LincoeRs | Iy Docume..| f formtom i | )0, o7th.. | 2 B 1/ ARG s7am
Figure 10

Key Notes: Enter Duty MOSC at least five characters but no more than nine. Areas of
Special Emphasis are separated by semicolons and ending with a period.

Refer to DA PAM 623-3, Chapter 3, (3-6) Part 111, Duty Description, Table 3-3 for
additional report instructions.



d. AREAS OF SPECIAL EMPHASIS
PERSTEMPO; eMILPO, deployments of soldiers in support of OIF 06-08

e. APPOINTED DUTIES
Alternate EOR, Publications Officer; Unit Postal Officer; Alternate Classified Documents Custodian, Records Manager,

f. COUNSELING DATES INITIAL LATER LATER LATER
20051105 20060209 20060503 20060811
PART IV - ARMY VALUES/ATTRIBUTES/SKILLS/ACTIONS (Rater)
a. ARMY WALUES. Check either "YES" or "NO". (Builet Comments are mandatory. Substantive bullet comments are required for "NO" entries) YES | HO

1. LOYALTY. Bears true faith and allegiance to the U. S. Constitution, the Army, the unit, and other soldiers.
V Ltlljymallr 2. DUTY: Fulfills their obligations.
Respgd 3. RESPECT/EQIEEQ: Treats people as they should be treated.
A Selfless-Service 4. SELFLESS-SERVICE: Puts the welfare of the nation, the Army, and subordinates before their own.
5. HONOR: Lives up to all the Army values.
L 6. INTEGRITY: Does whatis right- legally and morally.
7. PERSONAL COURAGE: Faces fear, danger, or adversity (physical and mora).

U Bullet comments

o bullet comments based off of the "Army Values"
Honor E

Integrity o no entries must be fully explained
Personal Courage S

o 3t least two bullets no more then three|

DA FORM 21 35_3‘ MAR 2006 PREVIOUS EDITIONS ARE OBSOLETE. Page 1 of 2
APD PE v3.00ES

& [T 1T 1 & unknown Zone
& start| [& 4 Intemet Ex... - 3] Microsoft Pow... | |0]2 Microsoft 0... -| ) NCOERS | (L) My Documents | (73 FormFlowFiller.| 2 71| ||« | % ER 550 AM
Figure 11

-

Key Notes: Bullet comments are mandatory regardless of the rating given.

Refer to DA PAM 623-3, Chapter 3, (3-7) Part Il Army Values/Noncommissioned
Responsibilities, Table 3-2 for additional report instructions.
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RATED NCO'S NAME (Last, First, Miciclie Initiz) SSN
BRITTON, KRISTOFER J 123-45-6789

PART IV (Rater) - VALUES/NCO RESPONSIBILITIES ettt et ST roquired for "EXCELL ENCE"or NEEDS MPROVEMENT "

B SOMDCTOMSE A all srnallamas baillate smset ks fallo aaetifiad
B COMPETENCE O @i SXCSLance DULSLS MUSE 08 Uy jusiiiied

o Duty proficiency, MOS competency
0 Technical & tactical; knowledge, skills, and . . .
abilities o no bullets are required for success markings, but it sends a clear message to anyone
0 Sound judgmenit ) reading the report on the soldiers abliltites .
o0 Seeking selfimprovement; always leaming
0 Accomplishing tasks to the fullest capacity; .
committed to excellence o bullets can not be longer then two lines
EXCELLENCE SUCCESS NEEDS IMPROVEMENT
(Exceeds std)  (Meets std) (Soms)  (Much)

| THRU DATE
20060830+

¢. PHYSICAL FITNESS & MILITARY BEARING APFT PASS 20080531 HEIGHTMVEIGHT 71 1 190 F
o Mental and physical toughness Y
o Endurance and stamina to go the distance » .......... :
o Displaying confidence and enthusiasm; TES
lanks like a soldier F‘TO

EXCELLENCE  SUCCESS  NEEDS IMPROVEMENT
(Exceeds std)  {(Meets std) (Some)  (Much)

d. LEADERSHIP
o Mission first
o Genuine concem for soldiers
o Instilling the spirit to achieve and win
o Setting the example; Be, Know, Do

EXCELLENCE SUCCESS NEEDS IMPROVEMENT
(Exceeds ste)  (Mests st (Some)  (Much)

-

MM s
#start| | 5] csM - Microsoft Outlo... | |} My Documents | [&] Microsoft Powerpaint ... |[ {4 DA FoRM 2166-8, Ma... 2 B 1|« Oy sezam
Figure 12

Enter APFT entries as “PASS” or “Fail” and the date (YYYYMMDD). If no APFT is
taken due to profile, the entry will be: “PROFILE” and the year and month the profile
was awarded within a 12 months period.

Key Notes: Permanent profiles not cleared to take an alternate PT test, the following
statement will be annotated; “profile does or does not hinder duty performance.”
Pregnant NCOs not tested within the last 12 months, the following statement will be
annotated; “Exempt from APFT requirement in accordance with AR 40-501.”

Select drop down menu for Yes or No for Height/Weight

Key Notes: “Yes” will be enter for those NCOs who meet the weight for height screening
table or are in compliance with the body fat standards of AR 600-9. The statement
“within body fat standards of AR 600-9” will no longer be used. Specific bullet
comments are mandatory to explain the absence of the height and weight data and to
explain any entry of “NO”. Unless a valid Profile for the current rating period is in
effect, the HT/WT standards of AR 600-9.

Refer to DA PAM 623-3, Chapter 3, (3-4) Part IVc APFT & HT/WT, Table 3-4 for
additional report instructions; Reference: AR 350-1; AR 40-501; AR 600-9
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e TRAINING
o Individual and team
0 Mission focused, performance oriented

0 Teaching soldiers how, comman tasks,
duty-related skills

0 Sharing knowledge and experience to fight,
sunvive and win

EXCELLENCE ~ SUCCESS  NEEDS IMPROVEMENT

{Exceeds std)  (Meets st {Some)  (Much)

{. RESPONSIBILITY & ACCOUNTABILITY o if report is a Relief for Cause then it will be annoted in Responsibility (The rated

o Care and maintenance of equipmentifaciliies INCO has been notified of the reason of the releif)]

0 Soldier and equipment safety

0 Conservation of supplies and funds

o Encouraging soldiers to leam and grow
0 Responsible for good, bad, right & wrang

EXCELLENCE SUCCESS  NEEDS INPROVEMENT
{Exceeds std)  (Meets std) (Some)  (Much)

PART V - OVERALL PERFORMANCE AND POTENTIAL
2. SENIOR RATER BULLET COMMENTS

a. RATER. Overall potential for promotion andfor
service in positions of greater responsibility.

AMONG THE FULLY
BEST CAPABLE MARGINAL

L L] L]

b. RATER. List 3 positions inwhich the rated
NCO could best serve the Amy at histher
current or neid higher grade.

I T
Q'Stnrtl @m-mcm_hjmoumm I@Remlntinns | 3] Microsoft Pow... "f‘DAHRMZIBIi... ﬁ'ldnlu:lteadcr_l z @[« OEREG essam
Figure 13

Key Points: Rating official directing the relief will clearly explain the reason for relief in
part IV. If relief is directed by an official other than someone in the rating chain, the
official will describe the reasons for the relief in an enclosure (not to exceed one page) to

the report.
Note relief for cause statement in the report above.

Refer to DA PAM 623-3, Chapter 3, (3-9) Part V, Relief for cause Noncommissioned
Officer Evaluation Report Instructions.
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o Care and maintenancdiof equipmentfacilities NCO has been notified of the reason of the releif) 1. Promo

o Soldier and equipme
2. School

o Conservation of supplifs
o Encouraging soldiers fl learn and grow
o Responsible for good ad, right & wrong

cesds i) (Mestasia) | (Some) - (Much) 3. potential/assighmen
[ | | | [ 1 1
PART V - OVERALL PERFORMANCE AND POTENTIAL A Performance

a. RATER. Overall potential for promation andior . SENIOR RATER BULLET COMMENTS _ _ i
service in positions of greater responsibility. o the Senior Rater will annotate bullets here, promotion, potential, schooling, future

assignments will be addressed

AMONG THE FULLY
BEST CAPABLE MARGINAL o Senior Rater blocks for performance and potential will be in line with the Rater's
1 1 ] evaluation
L L L

b. RATER. List 3 positions in which the rated ) ) .
NCO could best serve the Army at histher o cannot check the "Among the Best" block and and Senior Rater gives a "Fair” or

current or next higher grade. "Poor” rating

¢. SENIOR RATER. Overall performance LT [] []le senorRaTER. Overall potential [ 1T1 1] L[]

for promotion andfor service in

positions of greater responsibility. 1 2 3 4 5
+ Successiul Fair  Poor| Superior Fair Paor
DA FORM 2166-8, MAR 2006 Page 2 of 2
APD PE w4.00ES |
[ o [

#/start| | 5] Inbox - Micros... | (] My Dac ts | CiRegulations | [&] Microsoft Pow... |[f DA FORM 2166.. ¢ AdobeReader...| 2 Gl«< MR eQy 702am
Figure 14

Senior Rater bullets comments must address Promotion, School, Potential/Assignments and
Performance in that order.

Refer to DA PAM 623-3, Chapter 3, (3-8) Part V, Overall performance and potential,
Table 3-5 for additional report instructions.

Click check block for “Spell Check”
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0 Sharing knowledge and experience to fight, =
sunvive and win

EXCELLENCE ~ SUCCESS  NEEDS IMPROVEMENT
(Exceeds std)  (Meets sid) (Some)  (Much)

il iedin Responsivily T ted

0 Care and maintenance of equipmentifaciliies g
o Soldier and equipment safety w I_'E
o Conservation of supplies and funds o

0 Encouraging soldiers to learn and grow ‘. —_—
o Responsible for good, bad, right & wrong Suggestons Add

EXCELLENCE  SUCCESS  NEEDS IMPROVE| |Bo
(Exceeds std)  (Meets std) (Some)  (Muc |Jo

{

Add words to: MI
userdic. =l Suggest
a. RATER. Overall potential for promotion andfar Unda I Optiors... ] Dictionari ! Cancel
service in positions of greater responsibility. e e e premiotion, potential, schooling, future
assignments will be addressed
AMONG THE FULLY
BEST CAPABLE MARGINAL

o Senior Rater blocks for performance and potential will be in line with the Rater's

D |:| D evaluation

b. RATER. List3 positions in which the rated

NCO could best serve the Army at hisiher o cannot check the "Among the Best" block and and Senior Rater gives a "Fair" or
current or next higher grade. "Poor” rating
£ SEMING RPATER (werall ner [ T T 1 1 14 ermneesrer oueraincenta [ 11 [1 [ 1 -
Ready T [

#start| || tnbox - Micros.. | )My Documents | ) Regulations | o] Microsoft Pow.. | (70 rorm2166.. <0 Adobe Reader...| 2 [F « @R 2R 703aM
Figure 15

Rating Official must perform a spell check of the report.

Key Note: Spell Check will go through the entire report to check for errors and grammar
usage.
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o Sharing knowledge and experience
survive and win

EXCELLENCE SUCCESS  NEEDSWMPROVEMENT
{Exceeds std)  (Meets std) (Sofpe)  (Much)

£ RESPONSIBILITY & ACCOUNTABILI ted in Responsibility (The rated
. . Pz delmd piamede 1
o Care and maintenance of equipmen e TR |lgnoe |
o Soldier and equipment safety [and Ignore A1
o Conservation of supplies and funds 5 o —_—
o Encouraging soldiers to learn and gro uggestions: el
o Responsible for good, bad, right & wrg W
EXCELLENCE SUCCESS  NEEDS IMPROVEI .
(Exceeds std)  (Meets std) (Some Add words to: _Change A1 |
I: userdic. s ;I M
Unds | Optiors.. | Dictionaties.] Carcel |
a. RATER. Overall potential for pr n andior - = .
service in positions of greater responsibllity. o the Semor Rater will annotate bullets here, promotion, potential, schooling, future
assignments will be addressed
AMONG THE FULLY
BEST CAPABLE MARGINAL o Senior Rater blocks for performance and potential will be in line with the Rater's
1 ] M evaluation
| — | - -
b. RATER. List 3 positions inwhich the rated . .
NCO could best serve the Army at histher o carmot check the "Among the Best" block and Semor Rater gives a "Fair" or
current or nest higher grade. "Poor" rating
¢ GEMIOR PATER Owerall nen [T T 11 [ s crmneparen puemn [T T 1T 1 =
Ready [~ e’
4 start| | 5] Inbox - Micros... | ] My Documents | = | 2] Microsoft pow... |[fA DA FoRM 2166... ¢k AdobeReader...| 2 Gl« OMEA2R m03am
Figure 16

Excess words can be deleted, however you must click on each box to spell check that
box. Once spell check is completed, click on the “Save As.”
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o Mission first

o Genuine concem for soldiers

o Instilling the spint to achieve and win
o Setting the example; Be, Know, Do

Responstbility

EXCELLENCE SUCCESS  NEEDS IMPROVEMENT
(Exceeds std)  (Meets std) (Some)  (Much)
- 1 1 1

RATED NCO'S NAME (Last, First Midc THRU DATE
1 BRITTON, KRISTOFER J 20060830+
PART IV (Rater) - VALUES/NCO RI )97th MP Battalion History Data buenr:
b. COMPETENCE Q0eploymert Unks
o Duty proficiency; MOS competenc | )EDAS Set-up Instructions_files
o Technical & tactical; knowledge, s )1SOPREP
abilties Aty tsic ear message to anyone
0 Sound judgment ﬁ
0 Seeking self-improvement, alway: 7 My Pictures a7l
0 Accomplishing tasks to the fullest Desktop 5m Yideos
committed to excellence ) Promation Board Info
EXCELLENCE SUCCESS  NEE 9 )51 Deployment Operations
® st (Meglsstg 2353 5GM Flash Drive
My Documents 331
¢. PHYSICAL FITNESS & MILITARY BE wr ritton NCOER For C5M Nolan 1190 YES |v
0 Mental and physical toughness g pacdng lst
0 Endurance and stamina to go the - |SFHREEETTE packing list for deployment page 1
o Displaying confidence and enthus e packing list For deployment page 2
looks like a soldier -
S
-
EXCELLENCE SUCCESS  NEE P UINENEIES  File name: Biitton NCOER For CSM Molar :I Save
(Exceeds stef)  (Meets stc) Places
5 Saveastype:  [¥FDL Documents E (e
X )
d. LEADERSHIP o bullet required for NCO's emphsis in safety either in Leadership, Training, or

|~ how [

Efstut| @m-mL@mm; |Qnegulnunm Incmoltm... ||? DA FORM 2166... ﬂndnbenmler..l Vo [§|«QH$§ 7:05 AM

Figure 17
Save report on hard drive in “My Documents” folder.

Key Note: Ensure NCOER is given a name i.e., “Britton NCOER for CSM Molan”.
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Log back into AKO, My forms, select “Drafts” and the select upload form.
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Click on browse; go to “My Document” to locate the NCOER.
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Upload the NCOER
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Figure 21

NCOER uploaded successfully into AKO; click continue.
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Figure 22
Select report and then select “Route Slip”

Key Note: NCOER will be saved in the orders that the report itself was last modified, not
when it was last uploaded.
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Type in the last name of the person the report will go to; then click search.
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Locate and select the individuals

Key Note: There can be a multiple individuals with the same name; to verify correct
person open their profile for duty location and telephone number.
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Figure 25

Select individual; type in any remarks and if applicable select a suspense date.
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Figure 26
Select “add as original” ; click “route”

Noted: Emailing the report is an option; if one elect to route as original, the individual
must log into AKO, “My Form” at access the report.
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Figure 27

Confirm the report was routed
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Figure 28

Report will be tracked until reviewed by all in the rating chain and anyone added to the
routing slip.
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Figure 29

Notification sent to email account when NCOER routed for your action or review.
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Inbox — Route Function

This screen appears when the user

) IBM WebSphere Portal - Microsoft Internet Explores clicks ‘Route. CIICkmg ol .On the
Inbox page allows the user to view the

File Edt View Favortes Tools Help

history of the form or folder.
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Original, allows the user to send the original form to  Dillgill Manadgement
an AKO email address. The user can only send one
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have one owner. The original is tracked until the
Welcome process is complete. The creator can reclaim the
original until the addressee has opened it. The
Form Finder e AR .
original remains in the repository.
Farrm Title: Fi frn Murmber: | Search | | Search By Range |
Routing Slip for Copy of_EIM R\ [COMMENDATION TO DECLARE ARMY EMERGENC'Y RELIEF LOAN
UNCOLLECTIBLE Form
Original Search
Mo users selected yet. Please select only one user. First Name: -
The Info Copy is a read-only copy that
| Info Copy }<:—'—="—N: allows the user to view changes as they
I: are made to the form as long as the form
Mo users selacted yet, remains in the repository. The user
: views the changes by clicking on the
| Email Copy | “Tracking” page.
Mo users selected yet, /\
The Email Copy is a read-only copy that is
emailed to an AKO address. The email copy {} 2
—— | is not placed in tracking and the email
€] oone recipient cannot view changes as they are S ® temet

s e

iy Start | W CET P | DFEFEFCHPEET =g 3§ [BM Websphere Part, .,

Figure 1 Routing Slip

The user clicks “Back”
to return to the Inbox.
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the Army Knowledge Online White

Pages to look-up the AKO email
address for the addressee
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| Email Copy |
Mo users selected yet,
| | The user enters “a” to search for all email
addresses that have the letter “a” in the First Name.
Note: Searching by last name is done the same
manner.
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@ Dane é 0 Internet
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Figure 2 Search by Firstname
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This is the search result for first names
containing the letter “a.”
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| Info Copy | -
[] Cahen Sylvia
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| | | [[]3ohnsan Linda
[ion el
After search results are returned the
user has the option to select the type of
routing (Original, Info Copy or Email
Copy) or search again.
[Jortiz chelsea
Adm|n|§trat|ve Note: . W e stephanie
In the final version there will be some :
way to distinguish between people on [] Schleigh  Susan
the AKO White Pages with the same [Jsulivan  Brisn
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expanded to include information such [] walton michael
as rank, status, or unit so tha.t t.he user [ wesks james
knows who to select as a recipient of
the routed form. L] Weeks James
[ weisse matin v
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Figure 3 Search Results for Firstname
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box when the addressee is selected.
[] Lewis Parnela
[ newland amnar
[ ortiz chelsea
[] pham stephanie
[] Sehleigh Susan
[] sullivan Brian
[] waltan michael
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Figure 4 Select Original Addressee
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Figure 6 Select Info Email Address
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Figure 7 Completed Route Slip
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using drop-down menus.
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Ll 3

time with that Suspense Date.
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the tracking section.
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Figure 8 Set a

Supsense Date
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Figure 9 Send Private Email with Form
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Figure 10 Selected Suspense Date and Email
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Figure 11 Added Addressees
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Figure 12 Remove Function
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The user elects to route the form.
When the “Route” button is selected
the border of the button appears in
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Figure 14 Completed Routing Slip

1

The form was routed successfully; however, the system did not display a routing confirmation. The system
displayed a failed routing confirmation.

Insert screen shot representing successful routing for the routing slip above.
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