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Figure 1 
 
Go to AKO (www.us.army.mil) 
 
 
 



Figure 2 
 
Login to AKO 



Figure 3 
 
Login to using CAC only if approved 



Figure 4 
 
Click on “My Forms” 



Figure 5 
 
Type in 2166, do not put DA; click “Search”  



Figure 6 
 
Select the NCO Evaluation Report that is signature enable  
 
 
Noted:  System will ask if you wish to use “Wizard Format”.  Yes 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). 



Figure 7 
 
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 I Administrative Data, Table 3-1 and Reasons 
Codes, Table 3-6  & Table 3-7   
 



Figure 8 
 
Use drop down menu for rank of Rater 



 
Figure 9 
 
Select the Rank, civilians rank must be typed in. 
 

     Refer to DA PAM 623-3, Chapter 3, (3-5) Part II, Authentication, Table 3-2 for additional  
     report instructions.   



 
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 III, Duty Description, Table 3-3 for  
       additional report instructions.   

 



Figure 11 
 
Key Notes:  Bullet comments are mandatory regardless of the rating given. 

 
Refer to DA PAM 623-3, Chapter 3, (3-7) Part II Army Values/Noncommissioned 
Responsibilities, Table 3-2 for additional report instructions.   



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 



 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.  
 
 
 



1. Promo

2. School

3. potential/assignment

4. Performance

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”



 

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. 
 



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.” 



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”.   



Figure 18 
 
Log back into AKO, My forms, select “Drafts” and the select upload form.  



Figure 19 
 
Click on browse; go to “My Document” to locate the NCOER.  



Figure 20 
 
Upload the NCOER 



Figure 21 
 
NCOER uploaded successfully into AKO; click continue. 



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. 
 
 



Figure 23 
 
Type in the last name of the person the report will go to; then click search.   



Figure 24 
 
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.  



Figure 25 
 
Select individual; type in any remarks and if applicable select a suspense date.



 
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. 
 



 
Figure 27 
 
Confirm the report was routed 



Figure 28 
 
Report will be tracked until reviewed by all in the rating chain and anyone added to the 
routing slip. 



 
Figure 29 
 
Notification sent to email account when NCOER routed for your action or review. 



Routing Procedures 
 
 
 
 

Inbox – Route Function 
 
 

 
Figure 1 Routing Slip 
 
 
 
 

This screen appears when the user 
clicks ‘Route.”  Clicking “Route” on the 
Inbox page allows the user to view the 
history of the form or folder.                  

Original, allows the user to send the original form to 
an AKO email address.   The user can only send one 
original to an addressee because a form can only 
have one owner.   The original is tracked until the 
process is complete.  The creator can reclaim the 
original until the addressee has opened it.  The 
original remains in the repository.         

The Info Copy is a read-only copy that 
allows the user to view changes as they 
are made to the form as long as the form 
remains in the repository.  The user 
views the changes by clicking on the 
“Tracking” page.  

The Email Copy is a read-only copy that is 
emailed to an AKO address.  The email copy 
is not placed in tracking and the email 
recipient cannot view changes as they are 

The user clicks “Back” 
to return to the Inbox.      



 
 
 
 
 
 
 

 
Figure 2 Search by Firstname 
 
 
 
 
 
 
 

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.                 

Search allows the user to search 
the Army Knowledge Online White 
Pages  to look-up the AKO email 
address for the addressee.



 
 
 

 
Figure 3 Search Results for Firstname 
 
 
 
 
 
 
 
 
 
 
 

This is the search result for first names 
containing the letter “a.”                  

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.                   

Administrative Note:   
In the final version there will be some 
way to distinguish between people on 
the AKO White Pages with the same 
name.  This section is bound to be 
expanded to include information such 
as rank, status, or unit so that the user 
knows who to select as a recipient of 
the routed form.



 

 
Figure 4 Select Original Addressee 
 
 
 
 
 
 
 
 
 
 
 
 

The user has elected to send 
an Original to Aaron Burrell. 
 
Note:  The outline of the 
“Original” button appears bold.     

The user selects an addressee from the list 
by placing the cursor over the check box in 
front of the name and clicking the left mouse 
button.  A check mark appears in the check 
box when the addressee is selected.          



 
Figure 5 Select Information Copy Addressee 
 
 
 
 
 
 
 
 
 
 
 
 

The user has elected to 
send an Info Copy to 
Pamela Lewis. 
 
Note:  The outline of the 
“Info Copy” button 
appears bold.                 



 
Figure 6 Select Info Email Address 
 
 
 
 
 
 

The user has elected to 
send an Email Copy to 
Stephanie Pham. 
 
Note:  The outline of the 
“Email Copy” button 
appears bold.                 



 
 
 

 
Figure 7 Completed Route Slip 
 
 
 
 
 
 
 
 
 
 
 

The page shows Aaron Burrell as a 
recipient of an Original Copy, 
Pamela Lewis as a recipient of an 
Info Copy, and Stephanie Pham as a 
recipient of an Email Copy. 



 

 
Figure 8 Set a Supsense Date 
 
 
 
 
 
 
 
 
 
 
 
 

The user can set a Suspense Date 
using drop-down menus. 
 
Note: The user can also include a 
time with that Suspense Date.   

Administrative note:  When a suspense 
is missed - the item changes colors in 
the tracking section.    



 
Figure 9 Send Private Email with Form 
 
 
 
 
 
 
 
 
 
 
 
 

The user can send a private email 
with the Original form.                

The user can send a private email 
with the Info Copy.               



 
Figure 10 Selected Suspense Date and Email  
 
 
 
 
 
 
 
 
 
 
 
 

The user has set a Suspense 
Date of Jan 04, 2006 at 3:00 
pm and has elected to send a 
private email.     



 
Figure 11 Added Addressees 
 
 
 
 
 
 
 
 
 
 
 
 

The user added two 
addressees to the routing slip 
to demonstrate the remove 
capability of the system. 



 
Figure 12 Remove Function 
 
 
 
 
 
 
 
 
 
 
 
 

The user elects to remove Pamela 
Lewis from the address list.    

The “Remove Person” allows the 
user to remove an addressee from 
the address list. When the 
“Remove Person” button is 
selected the border of the button 
appears in bold.         



 
Figure 13 Addressee Removed 
 
 
 
 
 
 
 
 
 
 
 
 

Pamela Lewis is removed 
from the address list.   



 
Figure 14 Completed Routing Slip 
 
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. 

 
 
 
 
 
 
 
 

The user elects to route the form.  
When the “Route” button is selected 
the border of the button appears in 
bold.    
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