Officer Tasks

This section will concentrate on the tasks an officer performs to initiate the COER and
manage the COER process.

Logging into the COER application
Updating Officer Information
Entering Officer Comments
Preview

Release to Rater

Notify Rater Again Email
Concur/Disagree with COER

Print COER

Check COER Status



COER Login

1. From the Commissioned Corps Management Information Services (CCMIS) webpage,
select Secure Area, then Officer, Liaison, and Leave Maintenance Clerk Activities.

2. From the CCMIS Login, type in Login ID. Press Tab.

3. Type in Password

4. Click Login.
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Officer Log In

1. Once the officer has logged into the Secure Area they will see the main screen for the
2011 COER.

2. There is an activity tree containing links to all the tasks the officer will perform when
using the COER application.

Messages

1. As you progress through the COER process messages will inform you of the status of
the COER.

Officer Log In
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Browser Compatibility:

COERs has been tested with and supports Microsoft's Internet Explorer, Safari, Firefox and Chrome.

The Netscape and Opera browsers are not supported.
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Officer Information
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From the Activity Tree, click Officer Information.

Verify your primary phone number and email address. If there is a more reliable way
to reach to reach you for purposes of conducting the COER, you may provide an
alternate phone number and email address. Make sure to update your information in
Direct Access prior to 1 July, annually.

Review the Period Covered by Report. If necessary, make changes to the dates to
reflect the appropriate rating period.

Review Billet information and update as needed.

Click Update Information. The confirmation message “Update successful” will
appear above the Update Information button.
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Entering Officer Comments
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From the Activity Tree, select Enter Officer Comments.

2. Describe your duties, goals and accomplishments during the performance period. Use
the space provided. The COER system will not retain additional text. Do not use
bullets to itemize your comments.

a. Description text box describes the main duties and responsibilities in your job
during the performance period. The text is limited to 5 lines. Click Save
Comments when you have completed entering text in the Description box. A
message will appear “Description has been saved”. A message will appear to

remind you to enter comments in the Goals and Accomplishments box. Click

“OK”.

b. Inthe Goals box list your work-related goals for the next performance period
and long term career goals. The text is limited to 5 lines. Click Save
Comments when you have completed entering text in the Goals box. A
message will appear “Goals have been saved”. A message will appear to
remind you to enter comments in the Accomplishments box. Click “OK”.

C.

In the Accomplishments box list your accomplishments related to the 8
performance elements you will be rated on in Section 3, Performance
Evaluation” by your Rater. The text box limit is 21 lines. Click Save

Comments when you have completed entering text in the Accomplishments

box. A message will appear “Accomplishments have been saved”.
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Preview

From the Activity Tree, select Preview to verify that the text you have written in Officer
Comments is accurate. If changes need to be made return to Enter Officer Comments,
otherwise continue with Release to Rater.
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Release to Rater
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From the Activity Tree, select Release to Rater.

Select Last Year’s Rater if your Rater is the same: (Last Years Rater’s Name).
Verify that the email address. If necessary, update the email address.

Click Release to Rater.

Your Rater will receive an email notification and will be able to view your Officer
Comments.

At this point you will not be able to retrieve your comments from the rater. You will
later have the opportunity to modify your comments in response to your performance
evaluation and discussion with your rater.

To assign a new rater who Is a Commissioned Corps Officer:
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From the Activity Tree, select Release to Rater.

Click on the option Assign New Rater.

You will be asked if the New Rater is a Commissioned Corps Officer. Select “Yes”.
Enter the first three letters of the Rater’s first name and the first three letters of the
Rater’s last name. Click Find.

Select the Rater from the list by click on the “Select button to the left of the Rater’s
name.

Verify the following individual is your Rater.

Verify that the email address is correct. If necessary, update the email address.

Click Release to Rater.

At this point you will not be able to retrieve your comments from the rater. You will
later have the opportunity to modify your comments in response to your performance
evaluation and discussion with your rater.



Rater Assignment
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Rater Assignment (Cont'd.)
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Release to Rater

When you click "Release to Rater”, your
rater will receive an email notification
and will be able to view your comments.
At this point, you will not be able to
retrieve your comments from the rater.
You will later have the opportunity to
modify your comments in response to
your performance evaluation and
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To assign a new rater who is NOT a Commissioned Corps Officer:

From the Activity Tree, select Release to Rater.

Click on the option Assign New Rater.

You will be asked if the New Rater is a Commissioned Corps Officer. Select “NO”.

Enter the first three letters of the Rater’s first name and the first three letters of the

Rater’s last name. Click Find.

You will receive a message that there is no person found by that name.

Click on “Assign New Guest”.

. You will receive a message to Assign New Guest only for civilian Raters and ROs who
have never used the COER before. Click “OK”.

8. Enter the information in the provided boxes for the new Guest user including name,

email address, work phone and Federal Government Agency.

9. Select “Assign”.

10. At this point you will not be able to retrieve your comments from the rater. You will

later have the opportunity to modify your comments in response to your performance

evaluation and discussion with your rater.

NS

No o



Notify Rater Again Email

1. From the Activity tree, select the folder “Notify Rater Again”.
2. Select, “Send Email” to notify the Rater again that the COER is ready to review.



Concurring with COER
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From the Activity tree select the folder Officer Comments. Review the comments. If
changes are made you will have to select the folder Release to Rater” after comments
are changed so that the Rater review changes in the comments.

Next, select Scores and Comments. Review the scores and Rater comments.

Next, select Performance Summary. Review overall performance, strengths and
areas for improvement.

If no changes need to be made, the officer can choose “l concur” or “I disagree” with
the COER.

Select “Save”.

A message will appear that your COER is being forwarded to the RO.



Concur/Disagree
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Print COER

From the Activity Tree, select Print COER

From the list of officers, choose the officer’s whose COER you would like to print.
Click on the “Select” button.

You will be able to page through all four pages of the document and print the

document. If the document is not completed it will have the title "Draft" on the top of it.
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Example of Printed Draft of COER
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Commissioned Officers' Effectiveness Report

Officer's SERNO

SECTION 1. ADMINISTRATIVE DATA: Req
PART I. OFFICER ADMINISTRATIVE INFORMATION.

ired

a. Name and Rank of Rated Officer (Last, First, MI, Rank): b. Period Covered by Report (MWOD/YY):
QUINTYNE. CATHY. E. carr From  10/01/2010 To 09/30/2011
c.type of report ANNUAL
d. HHS Division or Nen-HHS Organization for Report Period & positionsbillet fitle for report period
Bop CHIEF, COMPLEX NURSING UNIT
£. Position/Billet Grade for Report Period (check highest) g. in current bilet since
06
PART Il. RATER'S COMMENTS AND SIGNATURE.
a. Name and Job Title of Rater (Last, First, MI, Title ). b. Phene Number: c. Time supervising this officer
CAPT GREEN, ARDON B17-762-4612 x4612 0Years 1 Manths
d. Please rate the officer's overall performance of job duties during the repoert period. SATISFACTORY

&. Strengths: List the areas where the officer displays strong qualities and superior skils. (3 fines = 240 Courier New 10 pt

cparacters)

[ [ Local intranet

I ) |
/start| @& |- (- Calendar - Microsoft ... | [} 2011 COER Resourc. | E4t] Officer COER Resou... | & untitled Page - E41] New tord 2007 Doc... | 2]

[a-[®is% - 4

2 e v [ W8 10,00 8M



Check COER Status

1. From the Activity Tree, select Check COER Status.
2. A message will appear informing the officer at what stage the COER is at in the
process. Check this regularly to assure that your COER get completed.

Check COER Status
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