Evaluation Entry System
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NCOER ( CSM/S GM)

Module 6d: NCOER (CSM/SGM)

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

Today we will go through the steps to create, edit, complete and submit a DA Form

2166-9-3 NCOER (CSM/SGM) in the Evaluation Entry System.

Please feel free to ask questions at anytime.

NEXT SLIDE
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at




US.ARNY |

Accessing Evaluation Entry System (EES)

Landing Page
Initiating NCOER

Performance Assessment

Potential Assessment
Editing NCOER
Signing and Submitting NCOER

= Status Tracking
I

Unclassified

The topics that we will cover today range from how to use EES to create, complete,
edit, submit and track the status of a DA Form 2166-9-3, CSM/SGM NCOER.

At this time, we need the class to form into three person teams. Now, each of
you will need to share your full DOD ID (found on back of your CAC) / SSN.
These will be used for training purposes only and will be destroyed at the
conclusion of training.
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Evaluation Entry System (EES)

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 (OERSs) 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.

At this time, click on the NCOER training link.
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EES Terms Page

O] 414 X us. amy Evaueton Entry Sys... | |7 Stuchred sefo

FOUO - Unclassified

(‘ » Evaluation Entry System :
Lid U.S.Army Human Resources Command ‘
Y F ‘ A

Terms of Use

You are gaus g (USG) system (15} that is provided for USG-authorized use only. By using this 15 {which includes any device attached to this 15], you consent|

= The USG routinely Bng mondars on thiy I3 for purposes inchuding. but not bmited 10, penetration testing. COMSEC Q. Netweork angd defense. pf
= At any tme, the USC may inspect and seite data stored on this IS,
= Communications using, o data stored on, this IS are not private. are subject 1o routine MoNtorng. intercegtion, and search, and may be disciosed or used for any USG authorized purpose.

= This IS mebides sacon massices e g | Susmeeteasion sns sroess somiisl e mestmet UIS(E mtavmsss st for coue parsonal henafs o sean

-Hmmndnuulbm using this IS doas not constituts consant bs PM. LE or 1 g ing o g of ™ content of priviaged communications. or work product. related to pary
- mmmmw which i covered by the Privacy Act of 1074 2 amended 5 U S C Section 5522 and & must be protected from unauthorized access of use For Ofcal

™ | agree to the terms of the User Agreement

IHT-HI 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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EES Digital Credentials

Select a Certificate

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

] o= |

Unclassified

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

*  New OER Training ~
O Welcome to the HRC Evaluations Entry System = Recent Evaluation Activity:
Please select an option below:
* Evaluation and Training
Took OER NCOER Roconu; Evaluation Support Form
Activity:
* Appeals and Comections | [ crony OER SupportForm | Creste NCOER Support Form |
* Evaluation Entry System
Users Guide E£dit OER Support Form | E£dit MCOER Suport Form |
* Ask a Policy Expernt
* Ask an IT Expent
Create New OER | | Create NewNCOER ||
* Erequently Asked
Questions Continue View | Continue View I
L Active OERs Active NCOERs
TOOLS
* AR 6233
* DA PAM 600.3
« DA PAM 600.4 View Profiles where | l View my Rater |
am a delegate and Senior Rater Profile
* DA PAM 6233
. $1MET | |
* MYBOARDFILE Signature Removal | Manage |
« ERS
* User Survey and Feedback Request ERS Access | and M Tools (ERS) |
* Ammy Doctring
||+ Aomv Doctrine References
6]
Unclassified

For training purposes the team member serving as the “Rater” will click the
“Create New NCOER” button.

It is important to note that EES is not designed for the Rated NCO to create his / her
own NCOER. Once the Rated NCO exits the NCOER, the Rated NCO will not be
able to re-enter the NCOER until the Rater and Senior Rater have signed their
sections of the NCOER.

While EES enables anyone to create an NCOER, given that person has the
necessary administrative date, it is recommended that either the Rater or Rater’s
Delegate creates the NCOER.
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NCOER Creation
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Unclassified

The user will first enter the full DOD ID (from back of 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. Ifitis 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. For the DA Form 2166-9-3, these
will apply if the Rated NCO is a MSG(P) serving in an authorized SGM/CSM position. Itis
important to remember that MSG(P)’s rated on a DA Form 2166-9-3 NCOER will be added
to the Senior Rater's SGM/CSM profile.

For the purpose of this training the Rated NCO’s name is the person serving in that
role for this exercise and the rank will be SGM, with a Date of Rank of 1 March 2014.

Once the Rated NCO'’s section is completed you will enter the full DOD ID or SSN and first
two letters of the Rater and Senior Rater.

Enter the data of the persons serving in each of these roles for this exercise.

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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F}A@ NCOER Creation Confirmation

Evaluation Creation Confirmation

Role SSN Name Emaal importing Data

‘es
“nler Yol
Suppiements Ne
Reviewer

Selecting "Begn” will intiate » SGWC SM GRADE PLATE (ES) NON-COMM S SIONED OFFICER EVALUATION REPORT for the
sbove mentoned indhvdual. An emad wil De sent to each of the adoresses isted above. notfying esch indwvidusl of thesr imvolvement
with the new ncoerEvalustion

e

[pwviows oo 1]

Unclassified

This is the user’s opportunity to verify the correct Rating Officials are selected
before initiating a NCOER.

Once this data is verified, click “Begin.”
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Rated NCO’s Administrative Data
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Unclassified

The user will now enter the Rated NCO’s administrative data to include:
PMOSC, assigned Unit / Station / Zip, UIC Code, schooling and SSD Level.

For the purposes of this training use the following administrative data.

-Name = Rated NCO’s
-Rank = SGM
-PMOSC = 11260

-Promotable = “No”

-Next Higher Grade = “No”

-Frocked Info = “No”

-Unit Org = HHC, 1BN, 3BDE

-Station = Fort Best

-Zip or APO = 11111

-Major Command = US Army Forces Command
-Component = Regular Army

Once this data is correctly entered, click “Next.”
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Rated NCO’s Administrative Data (cont.)

Admin Data Continued

Reason For Submission 02 | Annusl 'I

j.Froem Dais 20150320
Theu Date 20160318 5}
Rated Months 12
Rated Day
Ratad I
5]
Previous Exit save Goto Signatures prntoran |

Unclassified

This is a continuation of the Rated NCO’s administrative data.

From the drop down menu, select the correct Reason Code for this NCOER’s
submission. For this exercise we will select Annual.

Then, using the calendar, select the correct From and Thru Dates for this
rating period. This will provide the gross amount of Rated Months and Days.

Note, incorrect Thru Dates for complete the record evaluations are one of the top
three reasons for returns.

If this is a type of NCOER that can have Non-Rated time, such as Change of Rater
or Extended Annual, click the “Non-Rated Code button.”

Note, a good TTP is to click the “Save” button at the end of each page before
clicking “Next”, before leaving your workstation for any period of time, or answering
the phone. If the session times out your data will be lost.

NEXT SLIDE
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Non-Rated Codes

Note: Only the first four codes will appear on the form. All codes entered will be used to calcuiste Non-Rated time, and
that ime must ocour during the rating period

Previous | Exit Save | Goto Signatures | PrintDraft |

Unclassified

You may add as many Non-Rated Codes / Periods as required but only the first four
codes will appear in Part |, Block 1.

Click “Add” in order to select a Non-Rated Code.

NEXT SLIDE
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* Non-Rated Codes (cont.!

USLARNY
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- NONE OF THE ABOVE

Unclassified

From the drop down menu, select the correct code.
At this time select “S.”
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Non-Rated Codes ‘cont.!

| E - LV EXCESS OF 30 DAYS

ool )

{

13

Unclassified

Now use the calendar to select the correct Start and End Dates for this Non-
Rated period.

Select any dates you desire.

NEXT SLIDE
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Feason

e [E-LY EXCESSOF 0 DAYS = £
Start Date 20151101 yyyymmdd ol = » No records to view
End Dete hstan yryymmad be usad 1o calculate Non-Rated tme. and
Previous | Edt | swe | Goto signatures | __ PrintOaft |

Unclassified

Once you have checked verified the data is correct, click “Submit.”

If the data is incorrect you can correct or click “Cancel.”

Then you click “Previous” to return to the administrative page. Now EES will auto
calculate the net amount of Rated Months and Days (subtracting the Non-Rated
time from the total amount of time covered by this NCOER.)

For the purpose of training click “Cancel” and then “Previous.”

Once back to the administrative page click “Next.”

NEXT SLIDE
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Counseling Dates

r— Counseling Dates

Initial Counseling Date

Lster Counsaling Date (First)
Later Counseling Date (Second)

Later Counseling Date (Thind)

Unclassified

Now use the drop down calendar to enter the correct Counseling Dates from
the NCOER Support Form.

Remember that the initial counseling is within 30 days of the NCOER’s From Date
and each later counseling is quarterly.

NEXT SLIDE
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Counseling Dates (cont..)

r— Counseling Dates

Initial Counseling Date |20150324
Later Counseling Date (First) 20150618
Later Counseiing Date (Second) 20150510
Later Counseding Date (Third) 20151204

o | en CET] wm Jeesmn]  ewoa |

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

NEXT SLIDE
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Check on Learning

1. In August 2015, what will happen to the data
entered into the NCOER Training Environment?

2. |deally who should create a new NCOER in EES?

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

:h.
O
(@]
D
w

Unclassified

At this time, discuss these questions.
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Rater

Print For Manual | ew | Submit to HGDA | Manage Enclosures Delete |

To edit a particulsr selection, choose the sppropriate button below

Senior Rater Enlisted Advisor

@ wny Cant ) gign?

Q| Cick Here to Sign

Unclassified

Now that the Rated NCO'’s section is complete, users may enter either the Rater or
Senior Rater’s administrative data and assessment of the Rated NCO.

Typically, the Rater’s section is completed next.
To enter the Rater’s section, click the “Rater” button.

NEXT SLIDE
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Rater Administrative Data

(05 AN
Rater Info
s1. Last Name First Name uff
RATER SOLDIER'S
82. DOD ID Number v
Clear DeDID |
a5, Rank PMOSC/Branch Organization Duty Assignment
LtTCc B 1A HHC, 1BN, 3BDE Battalion Commander

a8. Email Address (.gov or .mil)
@MAIL MIL
Must use .gov or .mil

Exit | Next Save | Goto signatures prntoan |

Unclassified

The user will enter the Rater’s administrative data on this page.

For the purposes of this training use the following administrative data.

-Rank =LTC

-PMOSC =11A

-Unit Org = HHC, 1BN, 3BDE
-Station = Fort Best

-Duty Assignment = Battalion Commander

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

NEXT SLIDE
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Duty Description

.|
=
Previous | Ext Save | _Go signatures | Priat Draft

Unclassified

The user will enter the Rated NCO’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.

For training purposes, enter “Battalion Command Sergeant Major”’, 11Z60,
and “May enter up to seven lines of text.” “May enter up to two lines of text.”
and May enter up to two lines of text.” each appropriate block.

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

NEXT SLIDE
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&} Physical Fitness

r— Performance Evaluation

FEsS/T i Toee A ae FEgt (INChes)]  Vveghs (08 Aeels Codyimi Standards
PASS #l [20151023 <5 150 & Yes © No
Required Comments (optionsl with "Pass” rating)
May enter up to five lines of text. =
Previous | Exit I [T | save | Goto signatures | printoran |

The user will use the drop down menu to select the proper assessment of the Rated NCO’s
APFT.

Then the user will use the calendar to select the correct date of the Rated NCO’s most
recent APFT for this rating period. If the NCO did not take an APFT during this rating
period (such as a Change of Rater NCOER) then the user may enter an APFT date up to
one year prior to this NCOER’s Thru Date.

Next, the user will enter the Rated NCO’s most recent height and weight data obtained by
the Rated NCO’s unit.

Once the user selects “Yes” or “No” as to whether the Rated NCO Meets Body fat
Standards, the use may enter up to five lines of text.

Rater comments are mandatory if the Rated NCO failed the APFT, did not have an
authorized reason for not taking the APFT (IAW AR 623-3), or did not meet body fat
standards.

Note, users cannot enter comments until the above administrative data is entered.

For training purposes the Rater will insert data of their choice and then type “May
enter up to five lines of text.”

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

NEXT SLIDE
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Character Narrative

ANDAR DID N E
(] (o

Performance Evaluation Comments

Character
MET STANDARD DID NOT MEET STANDARD
a -
—J‘a'.!c:e'
May enter up to five lines of text in narrative format. =
Previous Exit |m Save | Goto signatures | printoran |

Unclassified

The Rater will select the correct assessment as to whether the Rated NCO Met or
Did Not Meet the Standard for Character.

The user may enter up to five lines of text in narrative format to describe the Rated
NCO'’s character.

Comments assessing the Rated NCO’s adherence / support of the Army’s SHARP
program are mandatory.

For training purposes, click “Met Standard” and type “May enter up to five
lines of text in narrative format.”

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

NEXT SLIDE
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Rater Performance

Perk Neo c Conts
Comments
be S
e 3
Previous | Exit | Wem | Save Go to Signatures | Printoran |

The user may enter up to five lines of text in narrative format to assess the Rated
NCO'’s performance regarding organizational competencies and attributes during
this rating period.

For training purposes, type “May enter up to five lines of text in narrative
format.”

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

NEXT SLIDE




Rater Overall Performance Rating

Overall Performance

i. No. of NCOs currently rated in this gradel
1
FAR EXCEEDED EXCEEDED
STANDARD STANDARD MET STANDARD DID NOT MEET STANDARD

s & - s

|- Comments
May enter up to four lines of text in narrative format.

Unclassified

The user will enter the number of NCOs the Rater currently rates in this grade.

Then the user will select the Rater’s assessment of the Rated NCO'’s overall
performance during this rating period.

The Rater’s assessment is unconstrained but historical ratings are captured in the
Rater’s Tendency. Note, the Rater’s current Rater and Senior Rater can view the
Rater’s Rating Tendency in EES.

The user may enter up to four lines of text in narrative format to comment on the
Rated NCO'’s overall performance during the rating period as compared to all NCOs
in this grade the Rater has ever rated.

For training purposes:

-Enter “2” for No. of NCOs currently rated in this grade
-Select “Exceeded Standard”

-Type “May enter up to four lines of text in narrative format.”

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

NEXT SLIDE
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Check on Learning

1. What is a reason that can prevent the User from
entering comments in the APFT block?

2. Is the Rater’s assessment constrained?
3. Who can view the Rater’s Tendency in EES?

4. Do Raters of SGM /| CSMs write their comments

H il A4
et

2 —~
1 vu Ui

Unclassified

At this time, discuss these questions.
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Senior Rater

Print For Manual || e ] Submit to HGDA | Mansge Enciosures | Detete |

To edit & particular seiection, choose the sppropriste button below:

Rater Enlisted Advisor of

O Cick Here 10 Sign i
c &
0 ve

Now the Rater will click “Exit.”

Once the Rater has exited the NCOER, the Senior Rater will click “Senior
Rater” to enter the Senior Rater’s administrative data and assessment of the
Rated NCO’s potential.
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Senior Rater Administrative Data

Senior Rater Info

b1. Senior Rater's Last Name First Name M.1 Suffex
RATER ISENIOR
b2, Senior Rater's DOD 1D Number o
f
Clear DoDID |

bE. Sanlor Ratar's Rank s the Senior Rater promotable and sernvingina = Yes & No
CoL A posiion authonzed for the next higher grade?

Senior Rater's Position  Senior Rater's Organization
Brigade Command  |HHC, 3BDE
PV O i Wi Vo U5, SEiver Natel 3 Soinas ATUTERS
11A @MAIL MIL

Must use gov or mil

Exit [ Next | Save | Goto signatures | PrintDraft |

Unclassified

The user will enter the Senior Rater’s correct Rank, Position, unit, and PMOSC /
Branch on this page.

For the purposes of this training use the following administrative data.

-Rank =COL

-PMOSC =11A

-Unit Org = HHC, 3BDE

-Station = Fort Best

-Duty Assignment = Brigade Commander

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

NEXT SLIDE
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DAl

Sr. Fater Potentisl Rating

The user must ensure the correct number of NCOs currently rated in this grade is entered.
The user will then select the assessment for the Rated NCO.

Note, that the Senior Rater’s total number (for up to the date of this NCOER’s Thru Date) of
Most Qualified assessments must be less than 50% (49.9% or less). If the Senior Rater’s
profile will not support a Most Qualified assessment a warning will appear and the Most
Qualified assessment will be grayed out.

The user may enter up to five lines of text in narrative format to comment on the potential of
the Rated NCO. The Senior Rater’s narrative supports the “box check” and should include
potential for future assignments, schooling, and promotion (unless assessing a SGM/CSM).

Lastly, the user will enter the Duty Title of two future successive assignments (such as
Battalion Operations SGM and Brigade Operations SGM) and one broadening assignment
(such as NCOES Commandant).

For training purposes:

-Enter “9” for No. of NCOs currently rated in this grade,

-Select “Highly Qualified”

-Type “May enter up to five lines of text in narrative format.” and “Duty Title Only” for
the two successive assignments and one broadening assignment.

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

NEXT SLIDE
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Check on Learning

1. What does the Senior Rater assess?

2. What could prevent a Senior Rater from rendering
a “Most Qualified” assessment?

3. What can the Senior Rater comment on?

Unclassified

At this time, discuss these questions.

NEXT SLIDE
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&} Content Review
u@ Print For Manual Sibmisss |EI Submit to HQDA | Manage Enclosures | ostete |

To edd & particular selection. choose the sppropriate button below

A e
Rater Enlisted Advisor Senior Rater Enlisted Advisor
D yny Cany | gign?
£ pramnree————l
WK TR W T

As a team review all sections for accuracy / editing.
Top Ten most common reasons for returned evaluations are:

- APFT Data / Ht/Wt Data — date must be during rated period or up to 12 months prior to
Thru Date (cannot be after Thru Date)

- Inappropriate text — Rating Officials cannot comment on Marital Status, Race, Religion,
Sexual Orientation, etc.

- Missing Rated Soldier’s Signature — Senior Rater must state reason why Rated Soldier

did not sign (refused, unable, unavailable)

- Missing Mandatory SHARP comments — must be in Character block

- Nonrated codes — improperly used for Annual Evaluations and Extended Annual

Evaluations

- Promotable Rank — incorrectly entered for Soldiers that are not serving in an authorized

position for the next higher rank

- Signed more than 14 days prior to Thru date

- Signature Sequence — must be signed in sequence by Rater, Senior Rater, Reviewer (if
required) and Rated Soldier

- Thru Date — must use the correct date listed in MILPER messages for future selection

boards.

- Unauthorized Potential comments by Rater — Raters can only assess performance.

Once complete exit.

NEXT SLIDE
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EES Landing Page

SUPREES LM Welcome to the HRC Evaluations Entry System  Recent Evaluation Activity:
Please select an option below: ~ ey

= Evaluation and Training

- Lol OER NCOER Rtm !Eululﬁnn Support Form
* Appeals and Corrections || [T G Orn supporiform | | Ciusle NCOER Supparirorm |
* Evaluation Entry System

Users Guide £dit OER Support Form | E£dit NCOER Support Form |
* Ask a Policy Expert
+ Ask an IT Expen

Create New OER | Create New NCOER |

* Erzquently Asked

Questions Continue Yiew | Continue View

Active OERs Active NCOERs
TOOLS
« AR 52 5 S
* DA PAM 600.3
* DAPAM 5004 T [ 1 S
+ DA PAM 623.3
« STNET Mansge Hating Char I View Forms I
« MYBOARDFI si Removal | Manage D |
- ERS e
* User Survey and Feedback Request ERS Access | anam Tools (ERS) |
* Ammy Doctring
+ Anmy Doctrine References
a1
Unclassified

Now each team member needs to sign the OER in sequence beginning with the

Rater.

Do this by clicking “continue / View Active NCOERs.”

NEXT SLIDE
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|_ciearmmer |

[Rate Sokser Last Name [ Fated Solsier U0 [

Active NCOER List

Eval 10 san [
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SOLDIER. RATED SGM . No NO RATER, SENIOA COL NO
a0 ™ [ BATED SEsanO UT L ARy e
SOLDIER, RATED SG NO Mo NO RATER. SEMIOR SFC NO DRAFT SEMIOR RATER

Unclassified

Now, click the NCOER you want to sign.

NEXT SLIDE
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Sign / Submit the NCOER

Print For Manual Submission || ext | Submit to HODA I MansgeEnciosunes Detete |

To edit a particular selection. choose the appropriste button balow

Rater Enlisted Advisor Senior Rater Enlisted Advisor

Unclassified

Now the “Rater” will sign the NCOER.

If there are any errors the signature block will have a “Why Can’t | sign?”
Hover your cursor over this link and view the errors. Make the necessary
corrections and sign the NCOER.

Once you have signed click “Exit”.

Now all Rating Officials will repeat the steps until all appropriate signatures
have been applied.

Once the final signature is applied the Senior Rater will open the NCOER and click
“Submit to HQDA.”

Note, submission without all signatures is one of the top five reasons for returned
evaluations.

Note, remember to have all appropriate signatures on the NCOER before submitting
the NCOER to HQDA.

NEXT SLIDE
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EES Landing Page

SUPREES LM Welcome to the HRC Evaluations Entry System  Recent Evaluation Activity:

Evaluation Support and Help Please select an option below:

* Evaluation and Trainin:
Tools " OER NCOER

* Appeals and Corections | Create OER Support Form [ Create NCOER Support Form I
* Evaluation Entry System
Users Guide £dit OER Support Form | E£dit NCOER Support Form |

* Ask a Policy Expert
* Ask an [T Expent |

* Erequently Asked -
Questions Continue View | | Continue View

External Links and Resources

*« ARGZI]

+ DA PAM 6003

« DA PAM §00.4 View Profiies where | I

» DAPAM G213

- DA smvpeatng chwin | —— |
|
|

+ MYBOARDFILE 5 R | Manage D
« ERS
* User Survey and Feedback R tERS Access | and m. Tools [ERS)
* Army Doctrine

Unclassified

Now everyone click on “continue / View Active NCOERs” to view the status of
this NCOER.
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Active NCOER List
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Common Status Categories
= Draft — still with unit / has not been submitted to HQDA
= Submitted — unit has submitted to HQDA

= w/Examiner - NCOER has been assigned to an Examiner

» Submitted to IPERMS - submitted by HRC to Soldier's Record
= Thru Date Submitted — Last NCOER'’s Thru Date updated on ERB
= Rejected — HQDA rejected NCOER (mostly duplicate reports)

Unclassified

Now, everyone will look at the status of this NCOER.
It should have a status of “Submitted.”

Some other common Status categories are:
Draft — still with unit / has not been submitted to HQDA

Submitted — unit has submitted to HQDA

w / Examiner — NCOER has been assigned to an Examiner
Returned — Examiner returned NCOER to unit for corrections
Submitted to IPERMS — submitted by HRC to Soldier’s Record
Thru Date Submitted — Last NCOER'’s Thru Date updated on ERB
Rejected — HQDA rejected NCOER (mostly duplicate reports)

Note, Rating Officials can leverage this tool to determine the status of the
evaluation and who has signed the evaluation.

NEXT SLIDE



Check on Learning

1. How does the user access a NCOER in order to
review it?

2. In what order must the NCOER be signed?
3. Who can submit a NCOER to HQDA?

4. How can the user track an NCOER'’s status in EES?

Unclassified

At this time, discuss these questions.

NEXT SLIDE

36



Summary

. Accessing EES
* | anding Page
= |nitiating NCOER
= Administrative Data
* Performance Evaluation
= Potential Evaluation
= Editing NCOER
= Signing and Submitting NCOER
= Status Tracking

Unclassified

During this briefing, we covered how to use EES to create, complete, edit, submit
and track the status of a DA Form 2166-9-3, CSM/SGM NCOER.

NEXT SLIDE
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Questions

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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Practical Exercise

Now that we have covered the steps to create, complete and edit a DA Form 2166-
9-3 let’s conduct a Practical Exercise.

NEXT SLIDE



Scenario 1

Use Team Members'DOD ID for each appropriate role.

Rated NCO

Rank: SGM Zip or APO: 11223

PMOSC: 19260 iiajor Command: US Army Forces Command
Promotable: “No” Component: Army Reserve

Next Higher Grade: “No" ulc: WAAAAA

Frocked Info: “No” Reasonfor Submission: Change of Rater

Unit Org: HHC, 2BN, 1BDE From Date: 20141101

Station: Fort Awesome Thru Date: 20151002

Rating Officials

Rank: MAJ LTC N/A
PMOSC: 1A 1A N/A
Unit Org: HHC, 2BN, 1BDE HHC, 2BN, 1BDE N/A
Station: Fort Awesome Fort Awesome NIA
Duty Assignment: Battalion S3 Battalion Commander NI/A
Promotable: “No" “No” NIA

Unclassified

At this time, form your three person teams.

During this and the following scenarios take turns filling the roles of Rated NCO,
Rater, Senior Rater.

Now that you have designated each person’s role for this scenario, exchange DOD
ID / SSNs.

The Rater will now create the NCOER. For training purposes, the appropriate
Rating Officials will enter all listed administrative data from the slide. Once
you have completed entering your section of administrative data exit the
form.

Now, have all team members look at their list of Active NCOERSs to verify the
NCOER’s creation.

You have completed this scenario once each of you have confirmed this NCOER is
in your list of Active NCOERSs.

Inform the instructor you have completed this scenario.

NEXT SLIDE
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Scenario 2

Use Team Members'DOD ID for each appropriate role.

Rated NCO

Rank: CcsSM Zip or APO: 77777

FMOSC: 68260 iiajor Command: US Army Forces Command
Promotable: “No” Component: Army Reserve

Next Higher Grade: “No" uic: WAAAAA

Frocked Info: “No” Reason for Submission: Change of Rater

Unit Org: Best Medical Care Around From Date: 20151101

Station: Fort Best Care Thru Date: 20160531

Rating Officials

Rank: CcoL COoL NIA
PMOSC: 67A 67A NIA
Unit Org: Best Medical Care Around Best Medical Care Around NIA
Station: Fort Best Care Fort Best Care NI/A
Duty Assignment: Commander Deputy Regional Commander NIA
Promotable: “No” “No” NIA

|
Py

Unclassified

For this scenario rotate roles of Rated NCO, Rater, Senior Rater, and Reviewer (if
needed). If the Reviewer is not required for a scenario one person will follow along
with the rest of the team.

During this and the following scenarios take turns filling the roles of Rated NCO,
Rater, Senior Rater.

Now that you have designated each person’s role for this scenario, exchange DOD
ID / SSNs.

The Rater will now create the NCOER. For training purposes, the appropriate
Rating Officials will enter all listed administrative data from the slide. Once
you have completed entering your section of administrative data exit the
form.

Now, have all team members look at their list of Active NCOERSs to verify the
NCOER’s creation.

You have completed this scenario once each of you have confirmed this NCOER is
in your list of Active NCOERSs.

Inform the instructor you have completed this scenario.

NEXT SLIDE
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Scenario 3

Use Team Members'DOD ID for each appropriate role.

Rated NCO

Rank: SGM Zip or APO: 54321

PMOSC: 19260 iiajor Command: US Army Forces Command
Promotable: “No” Component: Army Reserve

Next Higher Grade: “No” uic: WAAAAA

Frocked Info: “No” Reason for Submission: Annual

Unit Org: HHC,1BDE From Date: 20150101

Station: Fort Wish You Were Here Thru Date: 20161231

Rating Officials

Unit Org: HHC,1BDE HHC,1BDE N/A
Station: Fort Wish You Were Here  Fort Wish You Were Here NIA
Duty Assignment: BDE S3 BDE Commander NIA
Promotable: “No™ “No” NI/A

Unclassified

For this scenario rotate roles of Rated NCO, Rater, Senior Rater, and Reviewer (if
needed). If the Reviewer is not required for a scenario one person will follow along
with the rest of the team.

During this and the following scenarios take turns filling the roles of Rated NCO,
Rater, Senior Rater.

Now that you have designated each person’s role for this scenario, exchange DOD
ID / SSNs.

The Rater will now create the NCOER. For training purposes, the appropriate
Rating Officials will enter all listed administrative data from the slide. Once
you have completed entering your section of administrative data exit the
form.

Now, have all team members look at their list of Active NCOERSs to verify the
NCOER’s creation.

You have completed this scenario once each of you have confirmed this NCOER is
in your list of Active NCOERSs.

Inform the instructor you have completed this scenario.

NEXT SLIDE
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Scenario 4 (Administrative Data)

Use Team Members’DOD ID for each appropriate role.

Rated NCO

Rank: CsSM Z[p or APO: 98765

PMOSC: 25260 Major Command: US Army Training Command
Promotable: “No” Component: Regular Army

Next Higher Grade: “No” WAAAAA

Frocked Info: “No” [ Reasonfor Submission:  Annual

Unit Org: HHC,2 SCBN, 2 SCBDE From Date: 20150218

Station: Fort Wonderful Thru Date: 20160217

Rating Officials

Rank: LTC CcoL NIA
PMOSC: 25A 25A N/A
Unit Org: HHC,2 SCBN, 2 SCBDE HHC,2 SCBDE N/A
Station: Fort Wonderful Fort Wonderful NI/A
Duty Assignment: Battalion Commander Brigade Commander NI/A
Promotable: “No” “No” N/A

At this time, form your three person teams.

During this and the following scenarios take turns filling the roles of Rated NCO,
Rater, Senior Rater, and Reviewer (if needed).

Now that you have designated each person’s role for this scenario, exchange DOD
ID / SSNs.

The Rater will now create the NCOER. For training purposes, enter all listed
administrative data from the slide. Once you have completed entering the
administrative date exit the form.

Now, all team members will review their list of Active NCOER to verify the NCOER’s
creation.

NEXT SLIDE
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Scenario 4 (Parts Iil, IV & V)

Part lll (Rater)

Block a. Battalion CSM
Block b. 25760

Block c. May enter up to seven lines of text; Separate Daily Duties by semi-colons
Block d. May enter up to two lines of text; Areas of Special Emphasi parated by semi-col

Block e. May enter up to two lines of text; Appointed Duties separated by semi-colons

Block a. “Pass” “20151115"

Block b. “Rated NCO's" HT /WT “Yes" o May enter up to five lines of text
Block c. “Met Standard” May enter up to five lines of text arranged in narrative format

Block d. May enter up to five lines of text ged in

Block e. 1 “Exceeded Standard”

Block f. May enter up to four lines of text arranged in narrative format

PartV (Senior Rater)
Block a. 4 “Highly Qualified”
Block b. May enter up to five lines of narrative assessing the Rated NCO's potential for promotion, schooling and continued service.
Block c. Duty Title Only Duty Title Only Duty Title Only

Once its creation is verified, each team member will complete the sections they are
responsible for. For training purposes use the data provided on the slide.

After this data is entered review the NCOER for accuracy.

Once review is complete, appropriate team members will apply their signatures in
proper sequence.

The Senior Rater will review the NCOER one more time to ensure it is accurate and
then select “Submit to HQDA” to submit the NCOER.

All team members will review their list of active NCOERs to verify the NCOER’s
status.

The Team has completed this scenario once the NCOER is completed, signed, and
submitted to HQDA.

Inform the instructor you have completed this scenario.

NEXT SLIDE
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Scenario 5 (Administrative Data)

Use Team Members’DOD ID for each appropriate role.

Rated NCO

Rank: csMm . Zip or APO: 88888

PMOSC: 68260 Major Command: US Army Medical Command
Promotable: “No” Component: Regular Army

Next Higher Grade: “No” uic: WAAAAA

Frocked Info: “No" m Reason for Submission: Change of Rater

Unit Org: Awesome Medical CMD From Date: 20150317

Station: Fort Most Awesome Thru Date: 20151007

Rating Officials

Rank: CcoL BG NIA
PMOSC: 67A GO N/A
Unit Org: Awesome Medical CMD Best Regional MED CMD NIA
Station: Fort Most Awesome Fort Here We Are NI/A
Duty Assignment: Commander Regional Commander NI/A
Promotable: “No” “No” N/A

During this scenario switch roles of Rated NCO, Rater and Senior Rater.

Now that you have designated each person’s role for this scenario, exchange DOD
ID / SSNs.

The Rater will now create the NCOER. For training purposes, enter all listed
administrative data from the slide. Once you have completed entering the
administrative date exit the form.

Now, all team members will review their list of Active NCOER to verify the NCOER’s
creation.

NEXT SLIDE
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Scenario 5 (Parts Iil, IV & V)

Part lll (Rater)
Block a. Awesome Medical CMD CSM
Block b. 68760

Biock c. Miay enier up o seven iines of iexi; Separate Daiiy Duties by semi-coions

Block d. May enter up to two lines of text; Areas of Special Emphasis separated by semi-colons

Block e. May enter up to two lines of text; Appointed Duties sep d by semi-colons

Block a. “Pass” “20150625"

Block b. “Rated NCO's" HT /WT “Yos" o May enter up to five lines of text
Block c. “Met Standard” May enter up to five lines of text arranged in narrative format

Block d. May enter up to five lines of text arranged in narrative format

Block e. 2 “Exceeded Standard”™

Block f. May enter up to four lines of text arranged in narrative format

i
§
1

Block a. 1" “Highly Qualified"”
Block b. May enter up to five lines of narrative assessing the Rated NCO's potential for promotion, schooling and continued service,
Block c. Duty Title Only Duty Title Only Duty Title Only

Once its creation is verified, each team member will complete the sections they are
responsible for. For training purposes use the data provided on the slide.

After this data is entered review the NCOER for accuracy.

Once review is complete, appropriate team members will apply their signatures in
proper sequence.

The Senior Rater will review the NCOER one more time to ensure it is accurate and
then select “Submit to HQDA” to submit the NCOER.

All team members will review their list of active NCOERs to verify the NCOER’s
status.

The Team has completed this scenario once the NCOER is completed, signed, and
submitted to HQDA.

Inform the instructor you have completed this scenario.

NEXT SLIDE
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Scenario 6 (Administrative Data)

Use Team Members’DOD ID for each appropriate role.

Rated NCO

Rank: SGM th or APO: 33333

PMOSC: 11Z60 Major Command: National Guard JFHQ - State
Promotable: “No” Component: National Guard

Next Higher Grade: “No” WAAAAA

Frocked Info: “No” [ Reasonfor Submission:  Annual

Unit Org: 2d to None State From Date: 20150510

Station: 2d to None State Capital Thru Date: 20160509

Rating Officials

Rank: LTC CcoL NIA
PMOSC: 35A 1A NIA
Unit Org: 2d to None State 2d to None State NIA
Station: 2d to None State Capital 2d to None State Capital N/A
Duty Assignment: Emergency Services LNO  Chief of Emergency OPs NI/A
Promotable: “No” “No” N/A

During this scenario switch roles of Rated NCO, Rater and Senior Rater.

Now that you have designated each person’s role for this scenario, exchange DOD
ID / SSNs.

The Rater will now create the NCOER. For training purposes, enter all listed
administrative data from the slide. Once you have completed entering the
administrative date exit the form.

Now, all team members will review their list of Active NCOER to verify the NCOER’s
creation.

NEXT SLIDE
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Scenario 6 (Parts Iil, IV & V)

e |
Block a. Interagency Liaison
Block b. 11260

Block c. May enter up to seven lines of text; Separate Daily Duties by semi-colons
Block d. May enter up to two lines of text; Areas of Special Emphasis separated by semi-colons
May enter up to two lines of text; Appointed Duties separated by semi.colons

Part IV (Rater)

Block a. “20150925"

Block b. “Rated NCO's" HT /WT “Yes" o May enter up to five lines of text
Block c. “Met Standard™ May enter up to five lines of text arranged in narrative format

Block d. May enter up to five lines of textamranged in narrative format

Block e. 1 “Exceeded Standard”

Block f. May enter up to four lines of text arranged in narrative format

Block a. 3 “Highly Qualified”

Block b. May enter up to five lines of narrative assessing the Rated NCO's potential for promotion, schooling and continued service.
Block c. Duty Title Only Duty Title Only Duty Title Only

Once its creation is verified, each team member will complete the sections they are
responsible for. For training purposes use the data provided on the slide.

After this data is entered review the NCOER for accuracy.

Once review is complete, appropriate team members will apply their signatures in
proper sequence.

The Senior Rater will review the NCOER one more time to ensure it is accurate and
then select “Submit to HQDA” to submit the NCOER.

All team members will review their list of active NCOERs to verify the NCOER’s
status.

The Team has completed this scenario once the NCOER is completed, signed, and
submitted to HQDA.

Inform the instructor you have completed this scenario.

NEXT SLIDE
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