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ANNEX Y (Electronic Evaluation Submissions) to Section I (Administrative) to EAATS Electronic SOP (29 January 2008)

1.  PURPOSE:  To outline the procedures for completing and submitting electronic evaluation reports that support the Evaluation Reporting System (ERS).  This includes: Officer Evaluation Reports (OERs), and Noncommissioned Officer Evaluation Reports (NCOERs).  This SOP provides guidance and procedures for completing and submitting electronic evaluations to EAATS S1. 
2.  REFERENCES:  

     a.  AR 623-3, Evaluation Reporting System, 10 Aug 07

b.  DA Pam 623-3, Evaluation Reporting System, 13 Aug 07
c.  DMVA Memorandum, subject:  Officer Personnel Actions and Evaluations (P001-08), 26 

Oct 07
d.  DMVA Memorandum, subject:  OER Policy Implementation to AR 623-3 and DA Pam 

623-3 (P009-08), 29 Nov 07

     e.  Non-Commissioned Officer Evaluation Report (NCOER) Non-Rated Time (P011-08), 3 Dec 07

     f.  PAARNG, Form Content Management Program, OER Processing Guide
     g. PAARNG, Form Content Management Program, NCOER Processing Guide  
3.  TECHNICAL GUIDANCE:  
a.  Forms Content Management Program (FCMP).  EAATS primary means for electronic 
evaluation submission is FCMP.  FCMP is the Army’s solution for managing business workflows by automating the predefined business processes and their associated forms and publications.  The solution integrates electronic forms software, content management software, and digital signature software.  The FCMP provides a single portal where all forms (departmental forms and eventually command and local forms) can be found, filled, completed, signed, copied, renamed, and added to folders.  The portal contains capabilities similar to an e-mail system (e.g., an Inbox). The forms and folders can be routed to other FCMP users for approval.  Additionally, the portal includes a forms library, tracking system and has searching and sorting capabilities.  
Note:  This SOP is written to support FCMP evaluation submission practices.

     b.  Defense Integrated Military Human Resource System (DIMHRS).  After 1 Oct 08, EAATS S1 will begin to migrate the evaluation process via DIMHRS.  DIMHRS reduces the number of lost evaluations; improves timeliness of evaluations and accountability; improves data integrity with reduction to administrative errors/appeals; streamlines business processes; and supports cross service evaluation requirements (i.e. ANG users can submit evaluations on ARNG personnel and vice versa).  Raters’, and Senior Raters’ requirement to provide periodic counseling’s, document, submit and manage evaluations will remain the same.  DIMHRS will pre-populate evaluations, based on resident data.  Additionally, DIMHRS provides electronic routing, tracks progress of the document, and provides real-time data (such as counseling dates).  Senior Rater profiles are available immediately at the time the officer rating is submitted.  DIMHRS allows for electronic signatures via CAC or strong password authentication. 
     c.  Electronic Mail (email) and Manual (Paper) Submission.  
         (1) Email Submission.  Although email submission of electronic evaluations is a widely accepted practice, it will only be used on a case-by-case basis, with prior approval of EAATS S1.  Email submissions provide limited tracking accountability to the rated Soldier, rating chain, and/or S1.  E-mail should primarily be used to get information to people who do not have access to AKO.  It should not be used as a primary means of routing forms. 

         (2) Manual Submission.  Manual submission is rarely used in today’s Army, but still allowed.  This method is permissible on a case-by-case scenario, with prior approval of EAATS S1.  Typically, manual submission is used when an individual is unable to digitally sign the evaluation.  

     d.  Software and Hardware.  
          (1)  Pure Edge software may be downloaded for free at the Army Publishing Directorate Website or by contacting EAATS IM Office.  At a minimum you must have the following software:  
          (a)  ApproveIT software – needed for digital signatures.

          (b)  Active Client software – needed to read certificates from the CAC.

          (c)  Pure Edge Viewer software – used to view and edit Pure Edge forms.


          (2)  Army Knowledge Online (AKO) access is required for all rating officials.  Officials that do not currently have AKO are required to register for an AKO account.
          (3)  Any rating official required to sign an evaluation report must have a valid Common Access Card (CAC) and a CAC reader in their computer in order to digitally sign any evaluation.  A CAC is not required if writing a draft or routing the evaluation; only in order to sign it.
          (4)  If you are unable to obtain any of the above software or hardware, contact EAATS IM Office.
          (5)  If your situation does not allow for FCMP submission, contact EAATS S1 for alternate evaluation preparation, routing, and submission.
          (6)  Rating officials may download all required software on their personal computers, allowing them to work on evaluations at home or on their PCs. Rating officials may, by choice, obtain a CAC reader for home use from the J6 or self-purchase. This is, however, not a requirement.  

e.  Digital Signatures.   

           (1)  Digital signatures are used in place of pen and ink signatures when routing electronic forms.  In order to use the digital signature you must have ApproveIT software and a CAC reader.  Digital signatures are distinct to every individual and CAC card.  The rating official must know his/her pin number when preparing to sign an evaluation.
           (2)  Signatures attest to the fact that the information is accurate; by signing last, the rated Soldier verifies seeing the completed report and its administrative data is correct.  When a digital signature is added, the date is automatically updated in the field. The signature in the block freezes information related to the official signing.  If changes to the report are required (i.e. spelling errors), anyone may remove an official’s signature, but the evaluation report must be re-routed to the official so that he/she can digitally sign.  
           (3)  If a rating official cannot digitally sign an evaluation that evaluation must then be printed.  After an evaluation has been printed it must then be routed as a paper copy for manual submission, see para 3c(2) of this SOP.  

           (4)  FCMP allows a “mouse signature” on evaluation reports; however the regulation only authorizes the CAC as a means to apply an electronic signature to an electronic evaluation.  Use only the CAC as a means to sign an electronic evaluation.  State MILPO/HQDA will reject any unauthorized means of signing an evaluation. 

4.  EVALUATION BUSINESS PROCESS.
     a.  The Rating Chain.  The rating chain will correspond as nearly as practicable to the chain of command or supervision within each section/platoon/company/battalion.  Commanders are responsible for establishing the rated Soldier’s rating chain and notifying S1, NLT the first 14 days of the evaluation period.  S1 will establish, maintain and electronically publish a rating schematic.  No retroactive changes to the rating chain are allowed (per AR 623-3, Para 2-2).
     b.  Initiating the evaluation.  
         (1)  Evaluations are due on an annual basis, or when another event occurs to require a 
report (see DA Pam 623-3, Table 2-8).  With coordination with the rating chain, S1 will initiate all evaluation reports via FCMP.  Annual reports are tracked internally by the S1 section and shells are generated approximately 45 days prior to the thru date via FCMP.  
         (2)  The Rated Soldier, Rater, and Senior Rater, in coordination with S1, are ultimately responsible for initiation of all reports.  With the exception of annual reports, Raters and/or Senior Raters will notify the S1 for all other reports (i.e. change of rater, change of duty).  Once S1 receives the notification (email or verbal) for an evaluation, a shell is generated via FCMP.   
         (3)  S1 will send the original copy to the rater and info copy the rated Soldier, senior/intermediate raters, and CSM (NCOERs only).  All parties will receive an email notification via Outlook with embedded link to AKO My Forms portal.  Individuals can follow the AKO My Forms link (https://myforms.us.army.mil/wps/myportal), sign-in using their AKO user name and password and view/update the form.  Individuals, who are info copied, will have a read-only copy to view.    
     c.  Completing the Evaluation.  See the Officer/NCO evaluation business processes located within this SOP (appendixes A & B).  For AKO my forms portal usage, see PAARNG FCMP OER/NCOER processing guide.    
    d.  Evaluation Tracking and Submission Timelines.  
        (1)  Tracking.  FCMP includes an internal tracking function.  This function enables the document creator, and anyone who receives an original or info copy to track the evaluation within FCMP.  S1, the rated Soldier, Rater, and Senior Rater are responsible for tracking the evaluation and ensuring timely submission.  For detailed tracking and routing instructions, see PAARNG FCMP OER/NCOER processing guide, Para 6-1.      
        (2)  Submission Timelines.  

        (a)  OERs.  OERs are submitted to S1 NLT 14 days after the thru date on the evaluation.  S1 will QA, re-route for signatures (if necessary), and forward to MILPO NLT 30 days after the thru date.

        (b)  NCOERs.  NCOERS are submitted to S1 NLT 14 days after the thru date on the evaluation.  S1 will QA, re-route for signatures (if necessary), and forward to MILPO NLT 60 days after the thru date.

    e.  E-mail Reminders.  FCMP includes a function to send an e-mail anytime a form has been routed to an individual.  These forms will also show up in your inbox on FCMP where you can continue to work on them from there.  See PAARNG FCMP OER/NCOER processing guide, Para 6-1.    
    d.  Naming Convention.  S1 will assign a name to the evaluation prior to sending it to any rating officials.  The naming convention format is as follows: Name.Thru Date.Report Type (ex. Doe.20080131.NCOER) 
    e.  Role of the CSM (NCOERs Only).  Although the Army is adopting an electronic means to process evaluations, the role of the CSM remains the same, per AR 623-3, Para 2-17.  The EAATS CSM is responsible for quality control of all NCOERs.  S1, along with the EAATS CSM’s guidance, will perform quality control over NCOERs prior to submission to MILPO.  See Appendix 2 of this Annex. 
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Follow-up Counseling conducted
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