Evaluation Entry System Overview
(NCOER Support Form)

Module 5a: NCOER Support Form

as of 18 April 2015

Good morning/afternoon. My name is . I'm the at

Today I’'m going to provide you an overview and demonstration of how to create,
edit, and complete a DA Form 2166-9-1A NCOER Support Form in the
Evaluation Entry System.

Please feel free to ask questions at anytime.
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bg(] Agenda

= Accessing EES

» Landing Page

= |nitiating NCOER Support Form
= Administrative Data

= Attributes and Competencies

» Editing Support Forms

Unclassified

The topics that we will cover today range from how to use EES to create,
complete, and edit DA Form 2166-9-1a, NCOER Support Form.
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Evaluation Entry System (EES)

(0.5.ARMY

https://evaluations.hrc.army.mil/
(EES website)

NCOER training URL will be released on / about 29 May 2015
and will remain active until mid-August 2015

Unclassified

EES is an online data entry system, that enables Leaders to create, complete,
edit, submit and track evaluations.

Personnel can access EES at the above website. Until 1 September 2015, only
the Officer Evaluation Reports (OERS) functions will work at this website.

In order to train yourself and your personnel on EES’s NCOER capabilities, you
must use the training website address. This training website will be active until
mid-August 2015. At that time, all entered data will be erased.
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EES Terms Page

S. Army Evaluation Entry System - Windows Internet Explorer
—
et -h“ps t army.mi L= & |4 x (2 U.S. Army Evaluation Entry Sys... I 1”1 Structured Self Developme

E) - mm - Page~ Safety~ Tools~ W~ i)

(f » Evaluation Entry System ‘
) U.S. Army Human Resources Command ‘ '
Fal A

FOUO - Unclassified

Terms of Use

You are ing a U.S. (USG) in system (15) that is provided for USG-authorized use only. By using this IS (which includes any device attached to this 15), you consent

= The USG routinely intercepts and monitors communicatons on this IS for purposes including. but not limited to, penetration testing, COMSEC monitoring. network operatons and defense, personnel
s At any time. the USG may inspect and seize data stored on this IS

= Communications using. or data stored on. this IS are not private. are subject to routing monitoring. interception, and search. and may be disclosed or used for any USG authorized purpose.

= This IS includes securty measures (e.g., authentication and access controls) 1o protect USG interests—not for your personal benefit or privacy.

= Notwithstanding the above. using this IS does not constitute consent to PM, LE or Cl investigative searching or monitoring of the content of privieged communications. of work product, related to pery

ﬁ;mbrm
- system contains Privacy Act information, which is covered by the Privacy Act of 1974, as amended. 5 U S.C. Section 552a. and it myst be protected from unauthorzed access or use. For Offica

™ | agree to the terms of the User Agreement I

Accept Terms I Cancel

Unclassified

This is the EES home page.

In order to access it, you must first agree to the terms of the User Agreement.
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L‘j‘(j EES Digital Credentials

/

Select a Certificate

Issuer: DOD EMAIL CA-31
Valid From: 9/21/2014 to 9/21/2017

Click here to view certificate properties

Issuer: DOD CA-31
Valid From: 9/21/2014 to 9/21/2017

B
D

o] o |

Unclassified

Once you agree to the Users Agreement, you must select your certificate and
click OK.
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EES Landing Page

Main Menu ~ Profies ~ New OER Training ~

SENRISE Welcome to the HRC Evaluations Entry System  Recent Evaluation Activity:

Please select an option below:

* Sulaion.snd Ineie OER NCOER Recent Evaluation Support Form
Activity:

Tools

* Appeals and Corrections || ™ ¢/ oqey oER supportForm | | Creste NCOER Support Form II
* Evaluation Entry System &
Users Guide Edit OER Form I Edit NCOER Form |

* Ask a Policy Expert
* Ask an IT Expert I

* Erequently Asked
Questions Continue/View Continue/View
Active NCOERs

External Links and Resources

* AR623.3

* DA PAM 600.3

« DA PAM 6004 View Profiles where |

* DA PAM 623.3

* SINET

* MYBOARDFILE Sign l Manage ]

* ERS
r Sury: nd F k ERS Access I and M. Tools (ERS)

Create New NCOER |

* Amm rin:
* Army Doctrine References

Unclassified

To create a new NCOER Support Form click the “Create NCOER Support Form”
button.

It is important to note that EES is designed for the Rated NCO to create his / her
own NCOER Support Form.
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DA Form 2166-9-1A / NCOER Support Form

NCOER Individual Lookup

Erter e 55N an st tws lezes (832 nae o e M SO0 90T T THENG GRS THa Wl BACTRICHTY 68TCH e ATy DeROnTe
to-popuies - hor wect

g e catacase #n0
aion NOOTECt MATEtOn may e CAnged wn e vELEon. bl Chenges 10 he ~ormeton £ T
21 ar Advin &

Unclassified

The user will first enter the full DOD ID (from the back of the CAC card) / SSN
and first two letters of the Rated NCO’s last name. At this time the Rated NCO'’s
correct full name and email address should appear. If it is correct click OK.

At this time verify the accuracy of the Rated NCO’s component, Rank, and Date
of Rank. Then select “Yes” or “No” for the next three questions. It is important
to remember that promotable NCO'’s serving in an authorized position at the next
higher grade will be added to the Senior Rater’s profile for that grade. (SSG (P)
serving in a SFC position will count against the Senior Rater’'s SFC profile).

Note, incorrect use of (P) promotable rank is one of the most common reasons
for returned evaluations.

Once the Rated NCO'’s section is completed you will enter the full DOD ID / SSN
and first two letters of the Rater, Senior Rater and Supplementary Reviewer’s
last name (if required).

Note, failure to enter the correct full DOD ID or SSN of any person on this page
will prevent that person (Rated NCO, Rater, Senior Rater, or Reviewer) from
accessing this NCOER Support Form.

Once you have confirmed the accuracy of the Rated NCO and Rating Official’s
data click “Next.”
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Rating Officials

==

NCOER Support Form Creation Confirmation

Email Importing Data
Rated Soldier
uppiements
Revewer
Senior Rater

Selecting "Next” will intiate an NCO Evaluation Support Form for the above mentioned individual. An emai will be sent to each of the
sddresses isted sbove, notfying each individual of ther involvement with the new evaluston support form

D SR S

Unclassified

This is the user’s opportunity to verify the Rated NCO, Rater, and Senior Rater’s
full DOD ID / SSN and email addresses one more time before initiating a
NCOER.

Once this data is verified, click “Next.” Selecting “Next” will initiate an NCO
Evaluation Support Form and an email will be sent to rating chain
members.
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* Rated NCO’s Administrative Data

Promotable Info

Unclassified

The user will now review / enter the Rated NCO’s administrative data to include:
PMOSC, assigned Unit / Station / Zip, UIC Code, schooling and SSD Level.
Once this data is correctly entered, click “Next.”
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Rating Officials’ Administrative Data (cont.)

Company Commancer

e e e
Unclassified

The user will now enter the Rating Officials’ administrative data to include the
DOD ID / SSN on this page.

Once this data is correctly entered, click “Next.”
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4| Check on Learning

X |

1. When will users be able to create and edit
NCOER Support Forms in EES?

2. Can Rating Officials access an NCOER Support
Form if their DOD ID / SSN is incorrectly entered
into EES?

3. Should users enter the Rated NCQO’s promotable
rank on the Support Form if the Rated NCO is not
serving in an authorized position at the next
higher grade?

Unclassified

At this time, discuss these questions.

NEXT SLIDE
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| Duty Description

Dutees and Responsibites

Unclassified

(Make entries in the bottom section of the form not in the upper section)

The user will enter the Rated NCQO’s Principal Duty Title and Duty MOSC for this
rating period.

The user may enter up to seven lines of text to describe the Daily duties and
responsibilities of the Rated NCO.

The user may enter up to two lines of text to list the Rated NCO'’s Areas of
Special Emphasis and Appointed Duties for this rating period.

Note, during the OER fielding numerous users entered data in the wrong fields
and lost their data

Once this data is correctly entered, click “Next.”

(Once you click “Next” the material entered in the lower portion will
update in the upper section of the form.)

NEXT SLIDE
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Performance Goals & Expectations

PART IV - PERFORMANCE GOALS AND EXPECTATIONS (Rated NCO)

Performance Goals and Expectations

Performance Goals and Expectations

o May enter up to sixteen lines of text and spaces; for example, x5 two-line bullets with a one-line z’
space between them

=
Continued Comments |

I
s s ECEReETE. i

Unclassified

The user may enter up to sixteen lines of text to describe the Rated NCO'’s
Performance Goals and Expectations.

Once this data is correctly entered, click “Next.”
(Remember, enter data in the lower section of the form)

NEXT SLIDE
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Character

PART V - PERFORMANCE EVALUATION, PROFESSIONALISM, ATTRIBUTES, AND COMPETENCIES (Rater)

a. CHARACTER: (Army Values, Empathy, Warriors Ethos/Service Ethos, Discipline. Fully supports SHARP, EO, and EEO.)
o May enter up to eight lines of text and spaces; ;I-: May enter up to eight lines of text and spaces; ;[
for example, x3 two-line bullets with spaces between for example, x3 two-line bullets with spaces between

= |

Character

Major performance objectives

© May enter up to eight lines of text and spaces; for example, x3 two-line bullets with spaces between d

Significant contributions and accomplishments

© May enter up to eight lines of text and spaces; for example, x3 two-line bullets with spaces between J

Continued Comments |
1) T I T TS q

Unclassified

The user may enter up to eight lines of text and spaces to describe the Rated
NCOQ’s Character Goals and Expectations.

During the rating period the user may enter up to eight lines of text and spaces
to describe the Rated NCO’s Character contributions and accomplishments.

Once this data is correctly entered, click “Next.”

NEXT SLIDE
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b@\(} Presence
= |
= =

Presence

APFT Goals

hups

Situps Minutes Seconds Height Weight
[75 [13 [15 69 175

CURRENT RECORD APFT

Pus
[eo
Pass/Fail/Profile Height Meets Bodyfat Standards

Date k Weight
[Pass = B IEI - C3 185 € ves C No

Major performance objectives

Unclassified

Note, the user must enter the APFT and Height / Weight data before entering
the text comments. EES provides a drop down menu and calendar to ensure
users enter data in the correct format.

The user may enter up to eight lines of text and spaces to describe the Rated
NCO’s Presence Goals and Expectations.

During the rating period the user may enter up to eight lines of text and spaces
to describe the Rated NCO’s Presence contributions and accomplishments.

(Remember, work in the bottom section of the form)
Once this data is correctly entered, click “Next.”

NEXT SLIDE
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Intellect

PARTV - PERFORMANCE EVALUATION, PROFESSIONALISM, ATTRIBUTES, AND COMPETENCIES (Rater)

c. INTELLECT: (Mental agility, Sound judgment, Innovation, Interpersonal tact, Expertise)
o May enter up to eight lines of text and spaces; ;I © May enter up to eight lines of text and spaces; d
for example, X3 two-line bullets with spaces between for example, x3 two-line bullets with spaces between

4 x

Intellect

Maijor performance objectives

o May enter up to eight lines of text and spaces; for example, x3 two-line bullets with spaces between lj
Significant contributions and accomplishments 11
© May enter up to eight lines of text and spaces; for example, x3 two-line bullets with spaces between _I_I

Continued Comments I r

[~ — — | e ‘

Unclassified

The user may enter up to eight lines of text and spaces to describe the Rated
NCO'’s Intellect Goals and Expectations.

During the rating period the user may enter up to eight lines of text and spaces
to describe the Rated NCO'’s Intellect contributions and accomplishments.

Once this data is correctly entered, click “Next.”
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{* Leads

(us.ARMY

PARTV - PERFORMANCE EVALUATION, PROFESSIONALISM, ATTRIBUTES, AND COMPETENCIES (Rater)
d. LEADS: (Leads others, Builds trust, Extends influence beyond the chain of command, Leads by example, Communicates)

f text and spaces; ;]

with spaces between

;] o May ‘en:e:' up

for example, x3

© May enter up

for example, x3

Leads

Major performance objectives

o May enter up to eight lines of text and spaces; for example, x3 two-line bullets with spaces between -
hd

Significant contributions and accomplishments

o May enter up to eight lines of text and spaces; for example, x3 two-line bullets with spaces between _‘j
=

Continued Comments I

= (S =S ] m——— s ‘

Unclassified

The user may enter up to eight lines of text and spaces to describe the Rated
NCO'’s Leads Goals and Expectations.

During the rating period the user may enter up to eight lines of text and spaces
to describe the Rated NCO'’s Leads contributions and accomplishments.

Note, if users need more space for text they can click on “continued Comments.’
Text entered into this box is consolidated with any other section’s continued
comments onto one page.

Once this data is correctly entered, click “Next.”
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A |

Develops

(usam]

PARTV - PERFORMANCE EVALUATION, PROFESSIONALISM, ATTRIBUTES, AND COMPETENCIES (Rater)
e. DEVELOPS: (Creates a positive command/workplace environment, Fosters esprit de corps, Prepares self, Develops others, Stewards the profession)

o May enter up to eight lines of text and spaces; L] o May enter up to eight lines of text and spaces; _‘I

for example, x3 two-line bullets with spaces between for example, x3 two-line bullets with spaces between

= J /|

Develops

Major performance objeclives

© May enter up to eight lines of text and spaces; for example, x3 two-line bullets with spaces between 3

Significant contributions and accomplishments

© May enter up to eight lines of text and spaces; for example, X3 two-line bullets with spaces between ;I

Continued Comments [

-] SIS TS BT TS q

Unclassified

The user may enter up to eight lines of text and spaces to describe the Rated
NCO’s Develops Goals and Expectations.

During the rating period the user may enter up to eight lines of text and spaces
to describe the Rated NCO'’s Develops contributions and accomplishments.

Once this data is correctly entered, click “Next.”

NEXT SLIDE
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Achieves

PARTV - PERFORMANCE EVALUATION, PROFESSIONALISM, ATTRIBUTES, AND COMPETENCIES (Rater)
f. ACHIEVES: (Gets results)

0 May enter up to eight lines of text and spaces; ;IC May enter up to eight lines of text and spaces; d
for example, x3 two-line bullets with spaces between for example, x3 two-line bullets with spaces between

=

Achieves

Maijor performance objectives
© May enter up to eight lines of text and spaces; for example, x3 two-line bullets with spaces between |

Significant contributions and accomplishments
© May enter up to eight lines of text and spaces; for example, x3 two-line bullets with spaces between |

Continued Comments I

- e e BT e q

Unclassified

The user may enter up to eight lines of text and spaces to describe the Rated
NCO’s Achieves Goals and Expectations.

During the rating period the user may enter up to eight lines of text and spaces
to describe the Rated NCO'’s Achieves contributions and accomplishments.

Guidance for entries in Part V can be found in ADRP 6-22.
Once this data is correctly entered, click “Next.”

NEXT SLIDE
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R

+ Senior Rater Comments

TION REPORT SUPPORT FORM

Senior Rater Comments

Senior Rater Comments
May enter up to eight lines of text in narrative form. -

Unclassified

May enter up to eight lines of text in narrative form. _-I

The user may enter up to eight lines of text and spaces to Senior Rater’s
Performance Goals and Expectations of the Rated NCO.

Once this data is correctly entered, click “Next.”

NEXT SLIDE
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Completed Support Form

%

Evaluation Support Form# 202211

COMPLETED

Evalustion Support Form @ 202211
Rated |
Rater:
Supplementsl Reviewer

Seror Rater

Unclassified

EES will direct users to the Evaluation Support Form completion page once they
have created the NCOER Support Form.

At this time, users can either “Exit” or “Print” the NCOER Support Form by
clicking the appropriate button.
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Editing Support Forms

New OER Training ~
Suppost Linke: Welcome to the HRC Evaluations Entry System
Please select an option below:

* Evaluation and Training

Tools OER NCOER
* Appeals and Corrections [ Create OER SupportForm | Create NCOER Support Form |
* Evaluation Entry System

Users Guide Edit OER Form ' Edit NCOER Form Il
* Ask a Policy Expert
* Ask an IT Expert

" ' Create New OER | Create New NCOER |
* Erequently Asked

Questions Continue View

Active OERs Active NCOERs
TOOLS
* AR 623.3
* DA PAM 600.3
* DA PAM 6004 View Profiles where | View my Rater
am a and Senior Rater Profile
* DA PAM 623.3
o S1NET Manage Rating Ct I View Forms I
* MYBOARDFILE Signature Removal | Manage |
* ERS
Evaluation Status
£ our Ll Request ERS Access I and Management Tools (ERS)

* Ammy Doctrine
* Armv Doctrine References

Recent Evaluation Activity:

Recent Evaluation Support Form
Activity:

Unclassified

Users will click the “Edit NCOER Support Form” in order to update an active

NCOER Support Form.

NEXT SLIDE.
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Active NCOER Support Forms:

REVIEWER

SENIOR RATER

SENIOR RATER

*Click row to continue the Support Form.

OK I CLEAR FILTER I

Unclassified

Users will select the correct NCOER Support Form from the list of Active

NCOER Support Forms.

NEXT SLIDE.
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*

US.ARNY

Unclassified

NCOER Support Form
Create NCOER Manage Enclosures |  Delete |

Once the user has accessed the correct NCOER Support Form, he / she will

click the “Edit” button in order to make updates.

NEXT SLIDE.
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-

> Navigating NCOER Support Form

—

EEDEE D D aa
Rated NCO
Evaluation Support Form# 202211 SOLDIER
Rater Info

Duty Description [ NCO EVALUATION REPORT SUPPORT FORM
Performance Goals -

PART | - ADMINISTRATIVE DATA (Rated NC
Character } 0 ) 3 RA

Presence
Intellect ZiP CODE OR A
teass o

Develops

Achieves

Senior Rater Comments |

Signature Page
- First Name M.I Suffix
[RATED | |

b. DOD ID Number ¥
Clear DoDID

¢. Rank d. Date of Rank

[sGT =] [20150301 B

Unclassified

When editing the NCOER Support Form, users can use the “Jump To” feature to
navigate to specific sections.

NEXT SLIDE.

25



{*} Initialing the NCOER Support Form

US.ARNY

Edit Create NCOER Manage Enclosures |  Delete |

>0 EVALUATION REPORT SUPPORT FORM

PART | - ADMINISTRATIVE DATA

Unclassified

The appropriate personnel will initial the NCOER Support Form after each
designated counseling session.

The Rater and Rated NCO will initial the NCOER Support Form initially and
guarterly thereafter.

The Senior Rater will initial the NCOER Support Form initially and one time
thereafter prior to the NCOER’s Report Thru Date.

NEXT SLIDE
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e Check on Learning

1. Name some topics the Rated NCO enters into the
Support Form.

2. Describe how to edit a NCOER Support Form.

3. When do the Rating Officials and Rated NCO
initial the NCOER Support Form?

4. Where can Rating Officials get guidance on
entries in Part V for character, presence, intellect,
etc?

Unclassified

At this time, discuss these questions.

NEXT SLIDE
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bg(] Summary

= Accessing EES

» Landing Page

= |nitiating NCOER Support Form
= Administrative Data

= Attributes and Competencies

» Editing Support Forms

Unclassified

During this briefing, we covered today how to use EES to create, complete, and
edit DA Form 2166-9-1a, NCOER Support Form.

NEXT SLIDE
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Questions

- Y L'y

T e em——

Ask an IT Expert:
usarmy.knox.hrc.mbx.it-help-desk@mail.mil

Unclassified

Pending your questions this concludes my briefing.

If at any time you come across an system error that you or your unit HR
professional cannot solve, such as difficulty digitally signing the evaluation or
disappearing administrative data, please send a detailed email with screen shots

to usarmy.knox.hrc.mbx.it-help-desk@mail.mil
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