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This section provides an overview of the 2004 Commissioned Officer
Effectiveness Report (COER) process and online application. It
introduces the following concepts:

Introduction to the COER
Overview of the 2004 COER process

Best Practices for using the 2004 COER online application
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Introduction to the COER

The 2004 Annual COER will be a web based electronic workflow
process which can be accessed from the Commissioned Corps
Management Information System website.

The COER is very important to the career of every officer. It is the
major source of information concerning each officer's performance and
work record. The report also provides a vehicle to discuss an officer's
performance with him/her. Such discussions provide the officer with an
opportunity to assess his/her strong and weak points, and overcome
perceived performance and/or attitudinal deficiencies in order to
increase his/her value to the Service. Moreover, the COER is utilized
by the Office of Commissioned Corps Operations as an adjunct in
processing both positive and adverse actions that are initiated by
program officials. Therefore, it is imperative both to the officer and to
the Service that the report be candid and objective. Under-rating the
officer may affect his/her career. Over-rating is of dubious benefit as it
may lead to assignments and promotions for which the officer is not
qualified and could compromise requests for disciplinary action.

In preparation for completing an annual COER, it is recommended that
the Rater have a beginning of the rating year conference with the
officer regarding the Rater's performance expectations. It is also
strongly recommended that performance accomplishments and any
performance issues be reviewed with the officer at a mid-year
performance review conference. The purpose of these conferences is
to enhance officer-Rater communication about performance
expectations, to avoid any surprises to the officer at the end of the
rating period, and to allow the officer an opportunity to improve or
correct identified deficiencies.

The annual COER should reflect the officer’s performance between
June 1, 2003 and May 31, 2004.

Annual COERs are required irrespective of the fact that a COER was
recently submitted for some other purpose (officers who transfer after
May 1, 2004 should complete an Annual COER instead of the normal
transfer COER).

Please refer to the Manual Circular for more details. The Manual
Circular will be posted to the CCMIS website.
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Overview of the 2004 COER Process

Step

Step

1: Officer Initiates COER

Officer logs in to COER application. If necessary, officer updates
contact (email address and work phone) information.

Officer enters and saves Attachment .

Please note that you must save all information before leaving a page. If
you do not, then the information you entered will be lost and you will
have to re-enter it.

Changes may be to Attachment | anytime prior to assigning it to the
rater. Once the COER has been sent to the rater for review the officer
will be prohibited from making changes until the rater has finished the
evaluation.

Officer assigns a rater to the COER. The officer may choose to use
last year’s rater or assign a new rater.

2: Rater Opens Officer COER and Evaluates

Rater logs in to COER application. If necessary, rate updates contact
(email address and work phone) information.

Rater enters time supervised. If time supervised is less than six
months, the rater has the option of completing either a Narrative or
Detailed COER. If time supervised is greater than six months, the rater
must complete a Detailed COER.

Please note that you must save all information before leaving a page. If
you do not, then the information you entered will be lost and you will
have to re-enter it.

For Narrative COER

o Rater enters rating (Question 18.)
e Rater enters and saves Attachment Il

For Detailed COER

e Rater enters scores (A to F). ‘A’ scores require additional
comments.

o Rater enters and saves Attachment Il.
o Rater assigns a reviewing official to the COER. The rater may
choose to use last year’s reviewing official or assign a new

reviewing official.

e Rater releases COER to Officer.
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Step 3:

Step 4:

Officer Reviews Rater’s Scores and Attachment Il
Officer logs in to COER application.
Officer reviews rater’s scores and Attachment II.

Officer meets with rater to discuss. If necessary, revisions may be
made to the COER by the officer or the rater.

Officer responds to the rater’s evaluation by either concurring or
disagreeing.

When Officer responds, an email is sent to the Reviewing Official
stating the COER is ready for the final response.

Reviewing Official Responds to Scores and Attachments
Reviewing Official logs in to COER application.

Reviewing Official reviews officer’'s Attachment | and rater’s scores and
Attachment Il

Reviewing Official responds to the rater’s evaluation by either
concurring or disagreeing.

When Reviewing Official responds the COER is archived into the
eOPF.
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Best Practices for Using the 2004 COER Application

Here are a few tips and suggestions that will aid in successfully using the online
2004 COER application.

System Requirements

m  Internet Explorer 5.5 or greater.
m |t will not work on Netscape versions earlier than 7.1

m  We believe it will work using Safari on a MAC, but do not have a way
yet to verify this.

m If you have a POP-UP blocker on your computer, you must either turn
it off or set it up so that the COER application web link is allowed.

Helpful Hints

m  When creating attachments, you MUST click SAVE before moving to
another link.

If you do not, your text will be lost.

Remember you are limited to one page or 3600 characters total for
each attachment. To ensure that you have not exceeded your limit
Click “Preview OPF Att 1”. If the full text is visible, you should be fine. If
it is cut off, you know you have exceeded your limit.

m  Make sure your email address is correct.

If it is not, you will not receive the necessary communications

If you are an officer needing to make sure your email is correct before
the COER is released:

Go to http://dcp.psc.gov. Click Secure Area, click Officer and Liaison
Activities, log in, click Update Contact Information, make the changes,
and click Update.

If you are an officer needing to make sure your email is correct after
the COER is released:

Log into the COER application, click “Update phone/email”, make the
changes and save.

If you are an Officer or Rater assigning someone to work on the
COER, MAKE SURE you get that person’s email address correct.

m  Please be aware that passwords are only valid for about 6 months. It is
imperative that you complete the task as soon as possible.

m If you are an Officer and have forgotten your username and password,
call 301-594-0961 or email the cchelpdesk at: cchelpdesk@psc.gov.

If you are a Rater/Reviewing official and have forgotten your username
and password, go back to the original email you received, go to the
guest registration link, click “forgot password” and follow the
instructions on resetting your password.
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If you are a Rater/Reviewer and you no longer have the original email,
ask the officer to log in and resend it to you.

If you are an officer wondering what the status of your COER is, go to
the COERs application, log in, click “MORE OPTIONS”, “COER
STATUS”.

Communication between you, your Rater, and your Reviewing Official
is very important. If you have questions about your COER (status,
ratings, etc) speak with them first. If you still have questions your
second contact should be your Agency Liaison.

2004 Commissioned Officer Effectiveness Report 1-2




Officer Tasks

This section will concentrate on the tasks an officer performs to initiate
a COER, and manage the COER process. It will cover:

Logging into the COER application
Updating contact information
Initiating a COER

Assigning a rater

Checking COER status

Resending rater notification
Reviewing rater response

Concurring with COER



COER Login

1. From Commissioned Corps Management Information Services
(CCMIS) webpage, click link to access Commissioned Officers’
Effectivhess Reports (COER’s) Activities webpage.

T Login - Microsof Intermet Explorar
Eile Edit Yew Fgvontes Tools Halp -
s > R e - O N O A v [
Bnck e Siop  Refresh  Home Search Fovorites  History Mail Print ! Dizcuss
|

Registered Users
please log in for:

Commissioned Officers’ Effectiveness Reports (COERs) Activities

Logn 1D |coar_officer
e

Beturn to COMIS Hemme Page

i Local inranet o

] Done

2. Place cursor in Login ID, type Login ID. Press Tab.
3. Type Password.

4. Click Login.
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COER 2004 Ge:

ography

Here are the basic sections of the application that are referred to in this
reference guide:

a4 =

3 (ad ; 3
Back N Home | Semch Favortes Hisioy | Ml Fiint Discuss

Welcome,
CAPT John Officer_Smith

You have not started Attachment [

Select & activity from the Messaqes

choices available on the left

ctivity Tree

Your work phone. 301 615-3510
Yo eonal [seleskl@psc.gov

Application
Work Area

@] Dona T Local intrandt

Activity Tree

The Activity Tree contains links to all the tasks that you may perform when
using the COER Application. Additionally, if you are a Rater and/or
Reviewer, you will see a listing for each officer you are to rater and/or
review.

Messages

As you progress through the COER process messages will inform you of
the status of your COER. Additionally, if you are a Rater and/or Reviewer,
you will see a process status message for each officer to who you are rater
and/or reviewer.

It is important to check this area for changes in status.

Application Work Area

When you choose a task from the Activity Tree, this area becomes the
active part of the application. Here you will enter information according to
the task instructions.
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Updating Contact Information
1.

A Co

-

Ede Edt Mew Fgeonies Tool

From Activity Tree, click Update phone/email.

axinmd Officars E r..-_.-.....n_..,...rl-‘ Wialeome - Microuall lnlaenel Explosas
. . @ A Al@a &

3
Seaich Fevories Haloy

B & &
o :

Welcome,
CAPT John Offiear_Smith
o the 2004
Asrasd COER Process

You bave not started Attachment 1.

Select an actity om the
choices wwailable oo the left

DO NOT USE YOUR BROWSER BACK
ARROW AT ANY TIME!

Your work phone: 301 6153510
Your email jseleski@pse.gov

[ [T Local sranet v

2.

If necessary, enter Work Phone information.

Ede Edit View Fgwomies Tools Help

« . 0 B 4@ & @ B 4 F Mm
Back ] Semrch Favaites  Histony bl Frink Cdi Discuss |
=
John Officer_Smith
Verify your Work Phone and E Mail. Make corrections and click on
Update Information. This is eriticall
Work Phone: ([l 5 152510 %
E Mad |lsaloski@psc gov
__me Information
—— l
[&] Dane | || [TsLocalintranat &

3.

If necessary, enter E-Mail information.

2004 Commissioned Officer Effectiveness Report

2-4




4. Click Update Information.

J Update Contact Data - Microsaft Internet Explarer o[
Fie Edit ‘iow Feworios Tooks Help [ =]
.=+ Q0 B A @ @ & B G #F [
Back Ernpr Stop  Refresh  Home | Semrch Favorites  Hisioey Mnil Prink “dit Discuss |
|
John Oficer_Smith
Verify your Work Phone and E Mail. Make corrections and click on
Update Infarmation. This is eritical!
Waek Phone: ¢ [202 5 [B15-3510 X Update succesziul
E Mad |lsaloski@psc gov
Update Information
. |
[ Dane [ [ [ % Localintranat 7

The confirmation message ‘Update successful’ will appear to the right of the
updated fields.
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Initiating a COER

A Commissionid Utficars Efnch

1. From Activity Tree, select Enter Att I.
2. Click OK to message about saving before going to a new page.

mports - Afachmant | - Microson intarmet Exploss

| Search Fovorites

Describe duties, accomplishments, and goals. Limit 1 page (approximately 3600
charnctersid linesh of Conrier New 10 pe. font.

Bl EEAREERE S RA o~ SYODE @
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3. Enter Attachment I.

Ele Edi View Fovoriws Tools felp
[ o = @ [ 4| @ & @ | B I @ =
Homa | Sesrch Favontes History Mnil Print it Discuss

Back  roroerl | Swop  Rahesh

Describe duties, accomplishments, and goals, Limit 1 page (approximately 3600
characters/66 lines) of Courier New 10 pt. font.
EE IR v~ &VOE B

B J U FEENE S

Type your Attachment I. Your text should not exceed 3600
characters and/or 66 lines in length.

[ s | J

| [ | [T Localintanat i

Diand

You are limited to 3600 characters (including spaces) and/or 66 lines of text.

4. Click Save.

EERRES

Sesrch Favontes  History Mnil Print

-

Discuss |
=

Your has been saved with 94 You may wish to use the

OPF preview to confirm that it all its on one page. Iit is ok, your next step is to send your
COER ta your Rater

(3 Send to Rater

{3 Viaw My Scores

8
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When you save Attachment | the application checks to verify that there are no
more than 3600 characters and/or 66 lines of text, and displays the totals in the
save confirmation.

Use the Preview OPF Att | to view your Attachment | to see how it fits on the
page.

If you are over the character/line limit the text will truncate in the Preview
Window. If this happens, it means that the text WILL NOT be seen in the

eOPF. You will need to edit the Attachment | to fit within the character/line
limits so that it fits on the single page.
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Previewing OPF Att |

1. From the Activity Tree, click Preview OPF Att I.

3 COER Aliachmont | - Mictosalt latomat Exploror ol q

5 | |;§E

from the preview
e for the OPF @3 the
see this page. and
for snother open

[E there is no other
Joer and try again

Microsoh intermnit Explorer

2] Dane |1 e Locel invanet

2. Click OK to the message about printer setting.
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3. View your Attachment I.
Note the bottom of the text box to insure that the text has not been

truncated
[ 3 Col 5§ COER Attachment | - Micrasah Iatemet Explares
L=
E 2004 COER Officer's Dutie and Goalt Joha Oficer_Smith
B8 | o i Astachment 1
o =
I
=
. from the preview
be for the OFF as the
see this page, and
for another open
I there iz no other
! ber and ey again.
I
. | LIJ
N —
=
&]Dana [T ¥ Local invanet

4. Click Close Box to exit the preview and close the window.
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Assigning a Ra

ter

To assign the same rater as last year:

1. From Activity Tree, select Send to Rater.

Bl Ed1 Wiew Fgvosis Toos  Hels
A FE ., O - (R TR 2 ) ﬁi i

Badh Eisp  Rafysh  Hons Searth Faadds  Hidoy sl Disicatia

Click s o of K tioes below o assigs s Ratur:

al ¥ Locel inbarai

2. Select Use Last Year’s Rater: (Last Years Rater’s Name) .
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3. If necessary, update the rater’'s e-mail address.

Notifications to the rater will be sent via email. IT IS IMPORTANT THAT
THE RATER’S EMAIL BE CORRECT!

mismismm s i cimnes s Bepariy - Assiga Fninr - Vesy Pros - Miccasll Risme Exploms

El Edi Wew Fawim Toos Hels
o0 + @ | ol R & @ u
O PO o S et " A PR |
=
Werily the fallewing imitivi sl is your Keter aguis this pear,
CAPT DIASLAS PICEUR
Cywep
Assign Cancs J
| =
Al Do {FyLocsl wwsrat

4. Click Assign.

B & o W
P £t
[
Veur COER has baem assigred o last your's raeer, They should recelve s emall
neEfring tiem of thic, Il ihe megrge i net mereived, yoo may recend i oxisg
thi chiics off of the Muss Optlens .
=l
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To assign a new rater who IS a Commissioned Corps Officer:
1. From Activity Tree, select Send to Rater.

2. Select Assign a New Rater.

D Commis sinaed OHcnrs EHRcayeness Fapans - Assiga Aninr - St - Mams nh intemes [ splomr
Bl Edt Miew Fgeosis Tools  Help
ipi ah b g A 4a 3 B &
Bl Fulwsh  Hine  Seaich Faaeds Hilmy el Diacuiss
B
Cliek i s of O eptioes below o assl g s Rty
SyEet @ Ue Lant Vowr's Fater ST TCUOLAS FIOELF
oR
® fmin 3 Wew S
b
al [Ty Lncal awara

3. Click Yes to the question “Is the New Rater a Commissioned Corps
Officer?”

* | - & o )
. ed Frim Disicaan
B
Ts the Mo Rioter 3 Fnlmliilfmfl!l-\)lpi Ofices T
TES ND
=
) Done i Lol eanai
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4. Enter rater’s Last Name (First Name is optional) or PHS Number.

Emer either Bater's Nume or PHSS

All or peart of sther pame sl worc. P name @ apional 15 dodtst of the speling we
st last ranes [ Jeas 3 cheeacters)

I [ted
Help = Fuanes's Fiel Mae: Flaters Lagy Hage

oR

—

Raier's FHEE

[ Done

5. Click Find.

6. From Results, select Rater.

& o W
Pem | Ddia

H
T s cn yar vaer B T st Nl I avaboble. click om the nam, IF5od
fars fnd the name alter verifpisg 2 searh agemst partial et same anky, ciick
on Mew User narest af the bestem of the Lt o odd o guea.
: ronv] RGANIEATIS
3 BOF 0K
o0 BEC  DEVIEISH OF ENVIROAMENTA
- Fravt st =
oy 1 ¥
CaHip
Canosl l
=

feliDone: [ Locat nesrnat

If no matching results are displayed, go to the section below entitled ‘New
User Create Guest.’

2004 Commissioned Officer Effectiveness Report

2-14




7. If necessary, update the rater’'s e-mail address.

Notifications to the rater will be sent via email. IT IS IMPORTANT THAT
THE RATER’S EMAIL BE CORRECT!

i minnmd CHicnrs EHnciunness Hepors - Assigs Anier - Semech Frlis - Mcmenh |nises Exploaws
El Edi Wew Fausios Tods Help

. e T R { e @ &
Beck v Bep Rufimsh Hora  Swich Fowies Humy.| Mel  Pin . Dscum
B
Werly the fallewisg indivioual is pour Fater
JOHH CFFICER_SMITH
: n
=
b
el Dore [Ty Locsl swsran

8. Click Assign.
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To assign a new rater who IS NOT a Commissioned Corps Officer:

1. From Activity Tree, select Send to Rater.

2. Select Assign a New Rater.

T Cnmmisminead Ottcnrs EHacivenss s Fegsans - Assiga Fninr - i - Mcmanh imemes Explamr
El Edi Wew Fpaoses Toos  Help
i ad = SNE M d B oo@ @
Badk Bip  Rufiah  Hons Seaith Fawoelis  Hidoy s Prinl Disbiiiik
—— [
=t Cliek @ gk of W ptines below (o assigs swer Rater:
Capr
a4
C e
[l ¥ie
C1
|
3 @ U Lt Vo' Fater CAPT DOWILAS FICKUE
A
=
] {FyLocsl wwsrat

3. Click No to the question “Is the New Rater a Commissioned Corps
Officer?”

snecd (e I A i

Ela Edi Wow Fawsms  Toos

Help

L@ il e e & W
Bk g Eiep  Pufish  Hors  Seach Fauods Hisoy el Disicaan
-
;I . 15 1 Faw Rater 3 Comansshamed Carps OFicer?
= |
£ e
£ e
[ Cor
e
i =
=l

] Done:
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4. Enter rater’'s Last Name. (First Name is optional)

amiga Aniwr - Inpui - Wicnsoi lsinmel Explomes

e LoHa@ A | e I - O o W

= — L
= Eadig Enter Kater's Hame

c

i 4l or peart of siher name wil wors. Pt name & apional. 1§ 0 dout of e speling, wee

= kel last e [ Jea 5 chaeacten)

(]

e

E r r
2

Fuaner'i Flsi Mo Flater: L Hiee
Find |' Cancel
B

) Done

5. Click Find.

6. From Results, select Rater.

o | T2

e
Pan | Dinis

L
T sedeit yaur vater Gom the et bolesw Wavailoble. click om the name, 1750
fan’t And the nams after verifyiag a ceath apanst partal et ssme anly, rick
oo Forw U mares at the bestom of the Lt w add o g
CaHep
I. <
B

el Dore [Ty Locsl swsran

If no matching results are displayed, go to the section below entitled ‘New User
Create Guest.’
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7. If necessary, update the rater’s e-mail address.

Notifications to the reviewing official will be sent via email. IT IS
IMPORTANT THAT THE REVIEWING OFFICIAL’S EMAIL BE
CORRECT!

Amsigrs Cancel |

Al Do [Ty Locel nearal

8. Click Assign.
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To Initiate a Guest Account:

1. From search results, select New User Create Guest.

'ﬂ._'il-.!.‘a:ﬁ.;._'i-ﬂ_.’.ﬁl

1 T I

L
T sedeit yaur vater Gom the et bolesw Wavailoble. click om the name, 1750
fan’t And the nams after verifyiag a ceath apanst partal et ssme anly, rick
oo Forw U mares at the bestom of the Lt w add o g
| I | 1 1 1 1
| I'lwr Uger  Creste amt
Cancel i
B

[&liDone

2. Enter First Name. Press Tab.

T o s sined Cicnns ENRCTye e Hegsans - Sdd Mesw Geest - Mimnsal bsinms! Explomes
Fla Ed1 Mew Favoss  Tools Hels
L@ o @ wod B & o

g i —— e
= ons/emal Eitiy this Bilbanisn Te qaostod e the Bew G st U sar
]
o Fm dame  [oin
= |
=] Lust Nt [FUbAx
e 2 — - .
) e Hiddle Hare [0 (epuenaly
e i Emed dckbwsr  [DUERE0C 0T
N Wk Phoner ¢ [23y 1332567 3.
el Chraemumert Agency ALF -
aR
[= N
e

) Done

3. Enter Last Name. Press Tab.
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Enter Middle Name. Press Tab.

Enter e-mail address. Press Tab.

Notifications to the rater will be sent via email. IT IS IMPORTANT THAT
THE RATER’S EMAIL BE CORRECT!

Enter Work Phone. Press Tab.

From pull down list, select Fed Government Agency or enter
Organization.

Click Assign.

nmemisEisad s EHACamnes s Fegnns - - Mcmsnh memst Explemr

EM E Wow Faowes Tons  Hels

L@ oA A e od & o W
Back Ele Flnd»n]_n Herral Seaith Fawis HM .r\ﬂ F'hd! Disiiatii
. =
I Frosiss ORF At
- e
e A L Evtid soa (1 et sl Lincenag = gibraton ad asiganen
(] Hiew Ak Fleass coniari them i confim receyi
i |
|
=
1 Done Ty Locsl nbarai
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Checking COER Status

1. From Activity Tree, select More Options.

2. From More Options list, select Check My COER Status.

sinnad Officars Fifectiveness Reports - - Microsoft Intermet Explorer

| Ein Ede iew Faworins Tocks Holp R
|¢-.~.'ﬂ_:'l:’.‘}ﬁ;y;}j:_.;,bjé.l
Back ward Swp  Refeth  Home | Semech Favorites Hestany Mail Frint it Discugs
|
() Update phone,/email
=-[%) Work on my COER
CAPT Jahn Officer_Smith
Rewewmg Official CAPT
REVIEWING_OFFICIAL_FOR, JOHN has
been assigned bat, bz not begun your
evaduation
- —
2] Dand

[ [ Locatintanat
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Resending Rater Notification

1. From Activity Tree, select More Options

2. From More Options list, select Resend Rater Notification.

3 Commissinned Officers Eectiv orts
File Edin iew Fowortes Tooks Help -
e .+ @ B 4@ G F B S5 #A @
Back 1 Stop  Rafsh  Homo | Search Feworites  History | Mail Prink © Discuss
|
Cliek nm the Sead Email hatton helsw to regend the aotifiestion smail
to your Rater: CAPT JOHN RATER_FOR, to take action on your
COER afler verifying the adiress belom,
F.E'é‘ukg_')'.(ﬁﬂ gov
Correct Email Address above if required.
Send Email
&1 Dune [0 [T Local intranet

3. If necessary, update rater’'s e-mail address.
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4. Click Send E mail.

N Commissioned Officers Effect ot i Intermet Explorer
| Ble Edn Miew Fawetes Tools Help -
| . @2 [ 4 & B S @ E
Back o Stop  Paofmsh  Home | Search Feworitps  History il Prink [7d: Discuss
|
Email Sent.
=1
[€iDone [T T ¥ Localinuanen
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Reviewing Rater Response

To view rater’s scores:

1. From Activity Tree, select View My Scores.
To view Attachment II:

1. From Activity Tree, select View Att Il.
To edit Attachment I:

1. From Activity Tree, select Work on Att I.

2. Enter Attachment | changes.

3. Click Save.

You may make changes to your Attachment | after submitting it to your rater.
Please keep the following in mind:

e You will not be able to make changes to your Attachment | while your
rater is in the process of evaluating your COER. You may, however,
make changes before your rater starts the evaluation or after the rater
has finished.

e Once you have submitted your concurrence or disagreement with the
evaluation you will be blocked from making any changes.

e [f you make a change to your Aftachment I, the COER system will
automatically generate an email notification informing your rater that a
change was made.
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Concurring with COER

1. Review rater scores, Attachment | and Attachment II.

2. From Activity Tree, select Concur/Disagree.

¢ .+ @ B S B O @ =

A s e . :
Back | Stop  Raolmsh  Home | Search Feworites  History bedal Prink Discuss

Aftor rovinwing Attaehmont 11 nnid your seores from Rater: CAPT
JOHN RATER_FOR, select an option and click on Save

Seewes lust wpdated: Fri, Aug 13, 2004 0922

1 concur wath this evaluation
1 DISACREE wath thos evaluaben 1 do not 2tend 1o subumt & rebuttal

© 1 DISAGREE with thes ewaluatioe, | will submut & séparate rehuttal par
mtruction in CCPM K (avadable on the COMIS webate wider Pubications),

Save Cancel

&1 0one [ [ Lecalinvanet

3. Select option:

m | concur with this evaluation.

m | DISAGREE with this evaluation. | do not intend to submit a
rebuttal.

m | DISAGREE with this evaluation. | will submit a separate rebuttal
per instruction in 2004 Promotion Cycle Manual Circular available
on the CCMIS website under Publications).

4. Click Save.
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5. Click OK.

[T 7 Localintnet

Notification is sent to the Reviewing Official that the COER is ready for review.

| Bile Edin View Favoetes Tools Hel

- _ = |
PR WA

|
Search Fevorites  History Mail Frint Edt

) Updata phons,email
B work on R
[ Enter Att |

Yow response b been zaved and yow COER fwwaded o
the Remicwing Officsal CAPT JOHH
REVIEWING_OFFICIAL_FOR for Bnal actiom. Hefshe shoudd
receiue an email nofifyg them of peeded action

[€iDone

[T T ¥ Localinuanen

B4 @ & J | B- 4 o M
Fekesh  Home Search Fovorites Hestory | Mai Frint Edt Discuss
|
my CORR
3 Enter att 1
[ Proview OFF At | Aftor reviowing Attachment 11 and your scores fram Kater: CAPT
(] Send to Pater JOHN RATER_FOR, selvet an option and click un Save
w My Scores
ipw Att 11
Y corcurmssoree |
% [ More Ontions
[ Print COER Seeves last wpdabed. Fri, Aug 13, 2004 09.02
(5] Halp Astachment | last updated Fr, Aug. 13, 2004 05:14
oe OER Aetivitas Attachoent [ et updated Fia, Aug. 13, 2004 0227
Your seoses are
E+E+ESE+E+E+FeE+E4E+EAFF+E4F+E+F+E
# 1 concur with this evahuation
- =
|el Doea
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Rater Tasks

This section will concentrate on the tasks a Rater performs to review
and complete a COER. It will cover:

m  Creating and working with Guest Accounts
m  Logging into the COER application

m  Updating contact information

s Reviewing Attachment I

m  Creating and completing a Narrative COER
m  Creating and completing a Detailed COER
m  Assigning a reviewing official

m  Releasing COER to Officer



Create a Guest A«

ccount

1. Open the e-mail from PHSCOERS informing you that you had been
selected as an officer’s rater.

2. Note Guest ID and Last Name.
3. Click Guest Registration link.

| Bie Ect iew Fpeores Tools  Help

0 o9 B g | 9 & B- o4 @ . [+

| Back FOTaT S1p  Refresh  Home Search Favedtes History Mail Prirt Edit

The guest registration website will NOT work with the older Metscape version
4.7x browser. We have confirmed it will work with versions € or later. Click
here to download the latest version.

Guest Registration is available enly to those individuals wheo have been
authorized to create an account through an email natification. Email
netification will previde all necessary infermation like Guest 1D ete. for
account registration process.

*Indicates a required fleld

« Enter the Guest I

“GuestiD: [ e

* Last Name:  [PUBLIC] o Entar your Last Hama

Forgel your Guesl 107 Forgel your Paswoed?

N J

= B

HHE Home | FSC | DEPWebSite | Accessibiliy | Privacy Natice | Freadom of Inbamation Act | Disclaimers | The Whise House
Fratov | Cortact Us
Divisian of Comrissioned Fersonnel | 5600 Fishers Lane 404 | Rockvile. MO 20857

[ [ ene

[

4. Enter Guest ID. Press Tab.
5. Enter Last Name.
6

Click Continue.
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7. Verify personal information. Make any updates and/or additions.

% - Microsoft Intarmat Lxplores

| e Ect Yiew Fgeortes Tools Help [ = |

) a4 & @ B g9 o . 4

| Besk i Sp  Rofesh Hame | Samnch Faveerst Histoy | Mal  Pri Edt | Discuss

* Indicates a required fleld

* Lawt Name:
* First Name:

Midelle Name:

* EMail Address:

o @ Federal Govt, Agency:
Crontt

[
[
Organization Name: |
A

*Work Phone Humber:

rea Coder [123 Phone No.: 1234567 Extension;

If any of the above information ig incorrect, make appropriate changes and click continue

S J = | J

HHS Home | PSC | DOPWebSite | Accessibiliny | Privacy Noboe | Freedam of Intamation Act | Disclaimess | The Whise House
Fesaiow | Contact Ug
Drvisian of Comessioned Personnel | 5600 Fishers Lane # 404] Rockvile. MO 20857

& T

8. Click Continue.

% - Microsoft Intarmat Lxplores

| e Ect Yiew Fgeortes Tools Help [ = |
L S |

g 8 & @B g B 6

S1p  Refresh  Home Search Favoetes History Mail i L1} Discuss

an of Commisgionsd Personnel

18 B

* Indicates a required field

“Loginio: I

* Password: e

v Login 0 and Password Tips

* Confirm Passward: [

* Secrut Quastion:

* Secret Answer:  [MASHINGTON D
E——.  CEowroneofthefollowing |
Sep

Creme Yow Logn D ~ss N [izasnm « Entur S5H

Please do not indude any dashes "
e e— LoR-

* Date of Birth: @ in mm/ddiyyyy format
* Digital PIN. “ PIN is valid only for this account you are
creating.
™ Tha abve inkrenstion s collect will b uzed fo renst passw
[ ) T T

HHS Heme | FSC | DOPWebSite | Accessibiliy | Privacy Maice | Freedam of Intomeation Act | Disclaimers | The Whins House
FesaGiow | Cossne Lig
Divisian of Comenissicned Fersonnel | SE00 Fishers Lane # 4-04| Fockvile. WD 20857

[ [ ene

&) Dane

9. Enter a User Name. Press Tab.

10. Enter a Password. Press Tab.

11. Re-enter Password for confirmation.

12. From pull-down menu, select a Secret Question.
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13.
14.

15.

16.

Enter a Secret Answer in response to the Secret Question.

Enter either your Social Security Number (SSN) or Date of Birth
(DOB).

Enter a Digital Pin.

The purpose for requesting this information is to validate a guest user
should it be necessary to change a password.

Click Continue.

Yiew Fpwortes Tools Help -
. @ B S =]

3 A la & @ D
Sop Refrash  Hame Search Favedtes History Mal Print Discuss

ien of Commisgionsd Personnel

1N BIN NI

A Guest Account with Login ID:JQPUBLIC was succesfully
created. Pleage click Centinue to access our website.

==)

&) Dane

17.

HHS Heme | PSC | DOFWebSite | Accessibiliy | Privacy Natice | Freedom of Intarmatian Act | Disclaimens | The Whiss House

FesaGon | Comtact Ug
Divisian of Comenissioned Personnel | 5600 Fishers Lane 4 404 | Fiockvite, MO 20857

© Inteenet

Click Continue to be directed to the 2004 COER application.
User Name and Password Tips

User Name must be 6 to 20 Characters.

User Name must begin with an Alphabet.

Password must be a combination of 8 to 20 alpha and numeric characters for
example, XX9999S3.

Avoid easy-to-guess names, addresses, or birth dates.

Avoid using your Social Security Number.

Avoid obvious passwords. Do not use names of persons, pets, favorite
sports teams, or things significant to you in any way. Do not use numbers
significant to you or someone close to you (i.e., phone numbers, birth dates,
etc.).

Do not use anything that can be found in a dictionary.

Make your password alphanumeric. Intentionally misspell a word such as
"guvrmnt" or "2gether."

First and foremost, NEVER tell your password to anyone. This includes
coworkers.

Do not write your password or share it. A written password is more easily
discovered than one committed to memory.

Do not allow others to watch you type the password.

Do not write your password or share it. You alone are responsible for what is
done with your user ID and password.

If you feel your password has been compromised, change it immediately.
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Working with Guest Registration

Forgotten Password

1. Open the e-mail from PHSCOERS informing you that you had been
selected as an officer’s rater. Click Guest Registration link.

3 il 5 - Mi
| Eie Edcit yiew Fpeores Tools Help

3 D

a4 & I B I =5 .

Back Laimt S1p  Refresh  Home Search Favedtes History Mail Prirt Edit  Discuse

Guest Registration is available only te those individuals who have been
authorized to create an account through an email notification. Email
notification will provide all necessary information like Guest ID ete. for
account registration process

*Indlcates » required field

“Guestin: [ &

« Enter the Guest 1D

“ Last Name: » Entar your Last Nama

Forgst your G |

=

Eergol your Pasrened?

= B

HHE Home | FSC | DCPWebSite | Accessibiliy | Privacy Motice | Freedom of Infomation Act | Disclaimers | The White House
Fasto | Contact Us

Davigion of Comenig: sonnel | 5600 Fishers Lane # 404 | Rockvilie. MD 20857

& T [ eenen

2. From Registration Page, click ‘Forgot your password?’ link.

A Commissioned Officer Systems - Microsoft Internet Explorer

File Edit “iew Favorites Tools Help

« . =5 B @ﬁ‘@ E @‘%- @ . =

Back FEarward Stop Refresh  Home Search Favarites History Mail Print Edit Discuss

Division of Commissioned Personnel

Lagin ID

Login ID:  JQPUBLIC

Please enter the answer to your secret question you registered

* Secret Question:  [In what city were you bom? ]

= Secret Answer: |

Enter the followiny information you have provided during initial registration

*S.S.N.: w Enter SSH

Please do not include any dashes "

LOR-
= Date of Birth: @ in mm/ddAyyyy format
* Digital PIN: 4 Enter the PIN that his valid for this

account.

Choose a new password and confirm it.

* Password: e

* Confirm Password:  [= u Login 1D and Password Tips

|&] Dane [ [ | inemet

RN
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Enter Secret Answer. Press Tab.

Enter SSN or Date of Birth and Digital PIN. Press Tab
Enter New Password. Press Tab.

Re-enter New Password to confirm.

Click Submit.

N o o M~ w

Forgotten Guest ID

1. Open link to Guest Registration application.

B 4 a9 o B 94 ® , 4

" Sip  Fofesh Home | Search Favostes Mistony | Mal P Edt | Discuse

The guest registration website will NOT work with the older Metscape version

4.7x browser. We have confirmed it will work with versions & or later. Click
here to download the latest version.

Guest Registration is available only to those individuals who have been
authorized to create an account through an email natification. Email
ification will previde all n ary Informetion like Guest ID ete. for
account registration process

*Indicates a required fleld

“Guestil: [ mm © Enter the Guest 1D

* Lasgt Name:  [PUBLIC] o Entar your Last Hama

. |xul|r_"ﬂw.ul_d'
[ ) B )

HHE Home | FSC | DEPWebSite | Accessibiliy | Privacy Motice | Freedam of Infomation Act | Disclaimers | The \Whis House
Fratov | Cortact Us
Divisian of Comerissioned Parsonnel | 5500 Fishers Lane & 404 | Rockvile. MO 20857

I

2. From Registration Page, click ‘Forgot your Guest ID?’ link.

L ost Guest ID

Guest Registration is available only to those individuals who have been
authorized to create an account through an email notification. Email
notification will provide all necessary information like Guest 1D etc. for
account registration process.

Please call the COER's Coordinator at (301) 5940961, to get your lost Guest
1D.

2 http://158.72 55 14/ coers/scripts/password_lost htm - Microsoft Int__. S E3

3. Following instructions from Lost Guest ID message box.
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COER Login

1. From Commissioned Corps Management Information Services
(CCMIS) webpage, click link to access Commissioned Officers'
Effectivhess Reports (COER's) Activities webpage.

-OR-

From the e-mail notification, click the link provided to access
Commissioned Officers' Effectivness Reports (COER's) Activities

webpage.
3 Login - Microsodt intemet Exploter 5
Bie Edit Yww Fgwetes Tooks Help -
O R B G @B 4 @7 M
Back Swp  Rekesh Home  Seerch Favooles Hisory Ml Frint Diigeuss

Registered Users
please log in for:
Commissioned OfMicers” EMectiveness Reports (COERs) Activities

Optimized for Internet Explorer 5.5 or greater. Firefos and
INetscape 7.0 are also functional (some limitations),

Loga 1D [eour_rater
Patweed [T
Login I

Return ta COMIS Home Page

&1 Dane Tt Loeal intreret

2. AtLogin, enter User Name.
3. Press Tab.
4. Enter Password

5. Click Login.
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Updating Contact Information

1. From Activity Tree, click Update phone/email.

A Update Contact Datn - Microsof Intemet Explorme

Q@ m 9 | B 3 @ o
Mail  Pint SO0

Febesh  Home  Sesech Favootes History Discuss

John Kater_For

Verify your Work Phone and E Mall. Make corvections and click on
Update Information. This is critical!

Work Phone:([301)[[22-1328 | %

fuk |lasho Epsc gov

Update Intormation I

S [ e
2. If necessary, enter Work Phone information.

3. If necessary, enter E Mail information.

3 Update Contact Dnin - Microsoft Intemet Exploren
| Eie Edn yeew Fgvoetes Took eip

I R Y I < | 9 @ @B S F M
| Bock 1 Swe  Fekesh Home  Seerch Favootes History Mail Frint | Digouss
B ocat oo amai
Bk John Rater_For
3 Help Verify your Work Phome anid E Mail. Make corrections and click on
) Rt CORR Actiities Updat Information. This is eritieal!

Woek Phone: (50T 1221328 .

E Mad jselaskifpsc gov
Update Information I

[ Dane. [ [ [P Localinveset
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4. Click Update Information.

3 Update Contact Dnin - Microsoft Intemet Exploren

| Bie Edt ww Favostes Tooks Heip

s @ B Al@ @ @B 44 ZF MHE
| Bock Swe  Fekesh Home  Seerch Favootes History Mail Print, S0 Distuss
=
B [ Rate COER John Rater_For
&) CAPT OFFICER_SMITH,
{3 Frint COER
3 Help Verify your Work Phone anid E Mail. Make corrections and click on
) Rt CORR Actiities Updat Information. This is eritieal!
Work Fhooe: (50T ) 7221328 % Update successbd
E Mad [renurray@esc. gov
Update Information
r d |
€] Dane. =

[T [ [ Localinvenen

The confirmation message ‘Update successful’ will appear to the right of the
updated fields.

2004 Commissioned Officer Effectiveness Report

3-9



Reviewing Attachment |

1. From Activity Tree, click ‘+’ to expand a listing for an officer.

5 4 @ @ @B @ = m
e

Fekesh  Home  Sesrch Favortes  Histone Dirgeuss

Welcome,
CAPT Juhn Rater_For
to the 2004
Annual COER Process

Select an actwity from the
choices avalable om the lok

Vour work phome. 301 722-1320

Vour enad: jreleski@prc.gor

[ Dane. [ [T Localinveset

2. Select Review Att I.
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Creating and Completing a Narrative COER

NOTE: If you are a rater for an officer you have supervised for six
months or less, you have the option of completing either a Narrative or
Detailed COER (‘Creating and Completing a Narrative COER’ - Step 6’.)

A Narrative COER permits you to score Question 18 and enter
Attachment Il. The Detailed COER requires you to score each Question
(1-18) and enter Attachment II.

If you have the option and choose to complete a Detailed COER, after
Step 6 below, skip to the topic ‘Creating and Completing a Detailed
COER: To complete a Detailed COER — Step1’

If you have supervised an officer for more than six months, you must
complete the Detailed COER (see topic ‘Creating and Completing a
Detailed COER’.)

To initiate a Narrative COER:

1. From Activity Tree, click ‘+’ to expand listing for an officer.

& a (4

- B | 3 |k )
Back. Forweed Swp  Rekesh Home  Seerch Favooles Hisory Ml Frint Diigeuss

Welcome,
CAPT Juhn Rater_For
to the 2004

Annual COER Process

Yeur work phene. 300 722-1320

Vour eanad. jreleski@prc.gor

&1 Dane Tt Loeal intreret
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2. Select Enter Time Supervised.

@ . s @ B 4@ &G @B 4 #F b
| Bock 1 Swe  Fekesh Home  Seerch Favootes History Mail Print, S0 Distuss
How long have you supervised
CAPT OFFICER_SMITH,
Fern showl be selreird for years i less than 12 mans,
Years: [0 ¥
st [NE]
Save |
4 d |
[ Dane. [ [ [P Localinveset ]

3. From pull-down menu, select number of years supervised. Press
Tab.

4. From pull-down menu, select number of months supervised.

5. Click Save.
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6. From results box, select Narrative.

| Bie Edt Mew Fgwoetes Took Help

&2 8 2 Al B @ @
Bock. Foewerd Swp  Fekesh  Home  Sesrch Iebail Frint E01 Disouss

Fenvorites  Histany

Since you have supervised the eflicer for less tham & months, you may choose
the COER type you prefer to complete, However, i the officer has been on
Active Duty for more than 1 year with different supervisars, we recommend
you complete a detalind COER with input from the prior supervisor for

officer’s benefit.

(] Palease ta Officar

SyHelp
(1 Bxit COER Activities

© Desaded (score all 18 questions and complete Aachment 1)

 Narative (score the Overall Job Performance aod complete Attachmess 1)

Save

€] Dane.

[T [ [ Localinvenet

7. Click Save.

| Bie Edt Mew Fgwoetss Took Help

A = I T
Bck cood | Gwp  Rebesh  Home | Sesch Fevonies Hisery | Mail

@ @
Frint Efi

Discuss

You bave chesen to complete a narrative COER. Review the provided
Attachment | then enter Overall Job Performance rating and complete
Anachment [1 by selecting the appropriate menu items on the left.

€] Dane

[T [ [ Localinvenen
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To Complete a Narrative COER:

1. From Activity Tree, click '+’ to expand listing for an officer.

L2 .0 B 4 @ @ @B 5 @ b

| Bnck ‘orweed Swe  Fekesh Home  Seerch Favootes History Mail Print E01  Digouss

(23 Update phonenail S
CAPT Jubn Rater_For
to the 2004
Annual COER Process

Select an actwity from the
choices avalable om the lok

Vour work phome. 301 722-1320

Vour enad: jreleski@prc.gor

[ Dane. [ [ [P Localinveset ]

2. From officer listing, click Review Att I.

3. From officer listing, click Enter Rating.

nned Officors Efeciivennss Feports - - Micrasoft Intemet Explores

| Bl Edt ww Favoetes Tooks Help
& .+ .0 B Ala @ @ | B @ =z &

| Bnck Fekesh  Home  Sesrch Favortes  Histone Dirgeuss

Select Approjosate Rating

© UnsatizFastery
& Bansfactord

[sou] o

I8, Overall Job Perfirmance

[ Dane. BE ]
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4. Enter Overall Job Performance Score (Question 18.) Click Save.

A Commissioned Oficers Eflectvensss ot - - Microsoll Inlemet Explorer

Q & 3B & F M

; A o
Swop  Fehesh  Home  Seach Favortes  History il Frint Eot Diwcuss

Rating Saved. Please continue with Attachment 11

&} Done [ [ [ Lacal imwanet

5. From officer listing, click Enter Att II.

6. Click OK to message about saving before going to a new page.

W Commissioned Officers EHectiveness Reports - Attachment Il - Microsoft Intermet Explorer
| Eile Edn View Fawortes Tools Help -
. = dQa & 3| B 3 & &

-8 0 L& ;
niard. Siop  Redmsh  Home | Search Fevorites  Histony bebail Discuss

Comment on oficer's prefmmance and all scores, Limdt 1 page (ipproximately
3600 charaeters/66 lines) Use Courier New 10 pr. fomt.

B/ EEIEEERE (LA v STODE M

() Updata phone,email

I =1
) Ocea [ 1| 7% Local intrnat

Make sure you save any work before going to another page. If you fail save your
work will be lost and you will need to re-enter it.
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7. Enter Attachment Il.

O R B 9 @ @B S F M
Back | Swp  Rekesh Home  Seerch Favooles Hisory Ml Frint | Disouss
Comment on officer’s performance and all scores. Limit 1 page {approxinately
3600 charactarsn lines) Use Coarier Naw 10 pt. fant.

By EEAN il v GYOH ®

“This is where yoa type Attachment Two. Please note the character and kne limits |
4 d |

] Dane [ [ [P Localinveset

When you save Attachment Il the application checks to verify that there are
no more than 3600 characters and/or 66 lines of text, and displays the totals
in the save confirmation.

Use the Preview OPF Att Il to view your Attachment | to see how it fits on
the page.

If you are over the character/line limit the text will truncate in the Preview
Window. If this happens, it means that the text WILL NOT be seen in the
eOPF. You will need to edit the Attachment I to fit within the character/line
limits so that it fits on the single page.
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8. Click Save.

A Commissionad Oficers Effectivaness Aapors - Afachmaen || - Micrsoft Inemat Explorer

Fie Lot yew Fgeores Tools Help =
& .04 @ B A a4 &6 @ B 49 & M
| e " Sop  Fghesh Home | Search Fewoess Hiswyy | Msl P | Doeuss
The Atachment has been successfully saved with 81 chamacters. Yon may wish to
use the OPF preview t confirm that it all s on ane page. I7it is ok, you may now
raleage the COER tn the offieer for review onee you have completed all rating
steps.
0 |
[ Cane [ M Locatinvanet

If you decide that you want to change the COER type from Narrative to
Detail after initiating the COER follow these steps:

1. From Activity Tree, select Time Supervised in officer listing.
2. Click Save.

3. Select Detailed from COER Type Box.

4. Click Save.

This may be done at anytime prior to the officer’s final response to the rater’s
evaluation.
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Creating and Con

npleting a Detailed COER

To initiate a Detailed COER:

1. From Activity Tree, click ‘+" to expand listing for officer.

a B 4 =@ M
Seerch Fevootes  History Iebail | Disosss
Welcome,
CAPT Juhn Rater_For
to the 2004

Annual COER Process

Select an actwity from the
choices avalable om the lok

Vour work phome. 301 722-1320

Vour enad: jreleski@prc.gor

[ Dane. [ [T Local inveret

2. From listing, select Enter Time Supervised.

A Commissiened Officers Efeciivennss Feports - - Micrasoft Intemat Explones
| Bl Edt ww Favoetes Tooks Help

oL Ei R TR |

- N
| Bock 1 Swe  Fekesh Home  Seerch Favootes History

B @ @ 0
Mail Prnt i

Discuss

How bang have you supervised
CAPT OFFICER_SMITH,
JOHN

Fewn show be seleeird for prars ifless doan 12 mansks,

Years:[9 =)
Menthe: |3 vI

Sml

[ Dane. [ [T Local inveret
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3. From pull-down menu, select number of years supervised. Press Tab.

4. From pull-down menu, select number of months supervised.

5. Click Save.

2 @ 9| B 44 =7 M

2]
| Bock 1 Swe  Fekesh Home  Seerch Favootes History Mail Print, S0 Distuss

Yo have supervised the officer for more than &
months The effices s requzed bo have a detled

COER type

Review the grovided Aftachment | then enter
scares sed compléte Attachoect I1 by selecting
the sppropnste men e o e ledl

[ Dane. [ [T Loealinvaret

To complete a Detailed COER:

1. From Activity Tree, click ‘+’ to expand listing for officer.

Helo
CAPT John Rater_For

A2 3 Rater. you must complete the e activises
shamng for
CAPT OFFICER_SMITH,
JOHN

To begin, eliek on the Srat link helow the afficer's
wame, enter time supervised, and proceed in the
wrier showa,

[ Dane. [ [T Loealinvaret
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2. From listing, click Review Att I.

From listing, click Enter Scores.

£ Enter att il

3 Preview CRFE Att 11
() Assign Reviewing Off
{2 Pelease to Offcer

{23 Frint COSR

Ca Help

() Bt CORR Activities

Chick un spprupriste seores

Iul.q_.m; o Wark

< Worst- —————— Best —»

cA OB O ©p OF

Im.q..m, I Wark

GA OB ©C €p ©F

. Puncrualisy af Work

ndathe, Crrativity, and Julgemest

OA OB OC ©Op OF

Ca OB ©C D O

08, Planaing and Ouganizing

Ca OB ©C D OF

6, Ablity tn Analyze Prublems:

ca OB OC ©OD CF

o¢ Op CE OF
og ©p OF
B Cc Cp CE
10, Professinnal $hills in Fresent Activity Cp OB OC CD CE
|u||.n-q.-|.-._-s.|...&h. Cp OB OC ODp CE
12, Respans ta Crines Ca OB Cg 0D CE OF
13, Grwih in Shills During Rasing Preisd Ca ©B ©OC ©OD CE OF
14, Commitment ta Pragram Gasks Cp Op O¢c Op COF
15, Managrris] Frspansibiliey cp ©Op O¢c Op OCE OF
146, Wearing of the PHS Uniferm Cp Op g Op CF
17, Exgual Oppertuniiy CA OB O Op COFE OF

|&iDane

4. Enter Scores (A% B, C,D, E, F).

[T Localinwanet

. Gty f Wark

[T ——

3. Punctuatey st Werk
;.h-'.cw-lw.-.n-h--

.0'- Plamming sl {irg aniiing.

04 Ablliey & Amidroe Probleme
V"vn-wnlllu

;m bl Wark Wik Gira

.0’. Abtey  Exprens Self Verbally und in Writing
U0 Fradessiual S b Frnsans Aty
11 Rempemiwneas s Suparvicien

Q12 Mo et

B G b 5K Earing Rating Prried
T ]

JE. Musageriel Reapeasibllier

:ou Wensing ofthe PIS Dallbem
.;I‘.lq-lﬁhwﬂ-ﬁr

QU et ek Prrdrmans

==

s o cp e
[ea e8 rc en ee
.r,‘ rB fc cp WE
fA CB fe rcp mE
rA PR TE rp FE
cA rB OC fD FE
fA FB fc D CF RF
rA FB FC FD WE
fp B ©C D #E
fA ©p fC Cp #E
[oa #s 65 on we
.“A s €¢c €p Cg #F
€A F£B €C €D CE &F
fp Fp Pg Op g
fa B fE D CE FF
rA TR re rp FE
fA TB TE CD PE FF
fA €8 OC €p #E
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*If you assign an ‘A’ score you must enter comments. To do so:

[Eimeme

b. Click OK.

Your modified scares have bees saved You must enterfvabdate
coments for 4l questions with & A feare.

[T [Fe tocetivmanet

Q¥ Punctuakty of Work

QL6 Weasmg of the PHS Usiform

[ o
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Please provide comments (between 39 and 250 characters) for sach A score
ors eetraed

Q1: Guansty of Werk

01 A Comment 3
=

Q3 Punctuality of Work
03 A comment

=
04 Iraseiwe, Creatifey, snd Judgement
24 A Comment |
=
QL6 Weamg of the PHS Usiform
05 A Comment =
| 1
=

|g1Done

d. Click Save.

Your A Comenents have bees saved Select o sctvity from the
optisns on the left

To eliminate A Comments:

m  From listing, click Enter Scores.

m  Change ‘A’ scores to another rating.
m  Click Save.

[ (¥ Kocatinmanet

&E_I%-“ P | 8208400 | Bt | Subion- | Slunshinge |[ETGommin  Messlong | socPoses | fusios-p || BOSNFINGSI GokAn.

=
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5. Click Save.

) Updata phons,email

E-C) Rate COER

3 (] CAPT OFFICER_SMITH,
(] Time Suparvised
=] ant

Vo scures bave been saved. Select another activity from the
& cptions on the left
(] Praview OPF Att I

(2 Assign Revigwng O
(1 Release to OFficer

] Exit COER A

[l Dame [T [P Localinanet

6. From listing, click Enter Att Il. Click OK to message about saving before
going to a new page.

() Updata phone;amail Comment on officer's prefmance and all scores. Limit | page (ipproximately
&) Rate COLR 3600 characters/66 limes) Use Courier New 10 pt. fomt.
B2 CAPT OFFICER_SMITH, B s EREINE = LB v S§YFYODE @
(3 Time Suporvised

() Fraview OFF Att
{23 Assign Reviewing O
03 Releass ta Officer
(] Prnt COER

£ Halp

{3 Exit COER Activities
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7. Enter Attachment Il.

3 Com:

missioned Officers Effectiveness Repons - Alachment || = Microsoft Infemet Explorer

[E
| Ble Edit View Favores Tools Help -
. > .2 B A G 3| B a o &
| Bnck e Swop  Refagh  Home | Search Fauoites  Histany Mnil [Frint ] Discuss
Comment an oMiear's parfarmanes and all seoras. Limit | page (approximataly I
3400 characters/Gd lnes) Use Coarder New 10 pe. font.
B sy EXZIAEEERE LA oo SYDE S
This is attachmess 1|
]
—— =
|ig] Dans. | |74 Local intranat

When you save Attachment Il the application checks to verify that there are no
more than 3600 characters and/or 66 lines of text, and displays the totals in the
save confirmation.

Use the Preview OPF Att Il to view your Attachment | to see how it fits on the
page.

If you are over the character/line limit the text will truncate in the Preview
Window. If this happens, it means that the text WILL NOT be seen in the
eOPF. You will need to edit the Attachment Il to fit within the character/line
limits so that it fits on the single page.
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8. Click Save.

3 Commissioned Olcers Efectiveness Reports - Attachment [ - Microsoll Intemmet Explorer
Eile Edi Yiew Faortes Tools -
R R A a4 o @B 4 @ =
Back ! Stop  Reimsh  Home | Search Fevorites  History Mail Prink Discuss
Tha Attachmont has hean successhilly saved with 22 chamctars. You may wish to
use the OPF preview to confirm that it all fts on one page. 170 is ok, you may now
ralenzn the COER to the ofieer for review ones you have eomplated all eating
steps.
) d |
- )
2 Done [T Local intranet

If you decide that you want to change the COER type from Detailed to
Narrative after initiating the COER follow these steps:

a. Make sure that the situation meets the requirements for a
Narrative COER (i.e., having supervised the officer six months or
less.)

b. From Activity Tree, select Time Supervised in officer listing.

c. Make sure Years is set to zero.

d. Maker sure Months is set to six or less.

e. Click Save.

f. Select Narrative from results box.

g. Click Save.

This may be done at anytime prior to the officer’s final response to the rater’s
evaluation.
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Previewing OPF Att Il

| e

Please rememher that printing the CO!
sezeen wil b @fferent than what we

B from the preview
st for the OFF 4 the
see this page, and

v o X for ancther tpen
browser wirdow to wew your hemest. 1F there is 1o other

2. Click OK to the message about printer setting.

COE R Asnchmest i - Microsoft intoenot Exploror

[ ¥ Locnwenet
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3. View your Attachment Il.
Note the bottom of the text box to insure that your text has not been truncated.

J Commissionad Giicers EHeciennss Bepons - - Microsof inemet Coploner

| Bie Edt yww Fgvostes Tooks Help

| s R | a2 m @ B 94 @F =
Back. Swp  Fekesh Home Seerch Favortes History Mail Print Distuss
| ©Snogr 1
{1 Update phoneyemail B

B Rate COER

3 COER Afnchmant || - Microsodt Intemet Explorar

2004 COER Rater's Comments for Tt Offcer_Smuth

Thit is Attachrment Two

23 Exit COER Aetivitios

J N
. -
|EBane D [ e =

4. Click Close Box to exit the preview and close the window.
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Assigning a Revie

awing Official

To assign the same Reviewing Official as last year:

1. From Activity Tree, select Assign Reviewing Official.

sign Finter - Start - Microsoft Intemat U

.9 @ A l@a @ 9| B 3 ¥ M
Bnck. i Swp  Fekesh  Home Seorch Fevontes  Histony Mail Print i Dirgeuss
Click on ene of the aptlans helow to assign the
Reviewing Official:
L] I;RI.'\!I Yesr's Reewing Offeial IOHN HISLE
@ Assgn s Hew Reviewsng Official
’ =
] Dane [ [ [P Localinveset =
2. Select Use Last Year’s Reviewing Official.
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3. If necessary, update the rater's e-mail address.

Notifications to the reviewing official will be sent via email. IT IS
IMPORTANT THAT THE REVIEWING OFFICIAL’S EMAIL BE CORRECT!

B 4@ & 36 3 F
| Back 1 Swe  Fekesh Home  Seerch Favootes History Mail Frint E01 Distwss

Verify the fallowing individual is the Reviewing Official again this year.

JOHN HISLE
[

(3017 594-0250

Assign Cancel

€] Dane.

|T Local intrarset

0 - Verify Frior - Microsof ntemet Explores 7
: 5 4 B a @@ @B a4 @ M
| Bock 1 Swe  Fekesh Home  Seerch Favootes History Mail Print, S0 Distuss
The COER for CAPT OFFICER_SMITH, JOHN bas been assigned to last B

year's Reviewing Cificial, This person will be natifled of required actons onsce
the officer has concurred.

€] Dane.

|T Local intrarset
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To assign a new Reviewing Official who is a Commissioned Corps
Officer:

1. From Activity Tree, select Assign a Reviewing Official.

2. Select Assign a New Reviewing Official.

? nod Officars s5ign Rater - Start - Microsoft Intemt Explores 7
| B [Edt Mww Fgvostes Took  Help -
oL @ [ 4 9 @ @B S F M
| Bock 1 Swe  Fekesh Home  Seerch Favootes History Mail Print, S0 Distuss
D Update phongy/senail
B LIk R
- Clek on eme of the sptians helow to assign the
Reviewing Official:
® Use Lant Vesr's Reviewing Oficial JOHN HISLE
OR
@ Assgn s Hew F g Cifficial
4 [ |
&1 Bane [ P Localinenet
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3. Click Yes to the question “Is the New Reviewing Official a
Commissioned Corps Officer?”

ety Now - Microsoft Iniemat Exp

=, 0 Q0 B 4 @ @ @B g # b

Is the New Reviewing Official a Commissioned Corps
OMicer?

(5] Ralease to Officar
{3 Frint COER

g Help

(1 it CORR Activities

€] Dane.

|T Local intrarset

4. Enter rater’s Last Name (First Name is optional) or PHS Number.

trter - Inpust - Micros

It Explorer

.9 O Ala @ @B @ =
| Back 1 Swe  Fekesh Home  Seerch Favootes History Mail Frint E01 Distwss

Enter either Reviewing Official's Name or FHS#

4l or pant of either name wll work First mame x5 optional 1€ doubt of the speling use
partisl lust names (st least § charscters)

| Feviewing

(%) Release ta Officar
{2 Primt COER

Rater's First Mame Featers Last Hame
3 Help
(") Fxit CORR Activities OR

e

Rater's PHE#

€] Dane.

|T Local intrarset

5. Click Find.
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6. From Search Results, select Reviewing Official.

A Commissinnnd Oficers EHpol rpors - Assign Fete rch Aesults - Microsoft Infermet Cxploner T
| B [Edt Mww Fgvostes Took  Help -
a B 4 =@ M
ail

O R B & (9
| Bock 1 Swe  Fekesh Home  Seerch Favootes History Print, S0 Distuss

Tu select the Reviewing Official from the list below if available, click on the
name, I you don't ind the same after verifying a search agalnst partial st name
enly, click om New User at the bortom of the Kst to add a guest.

[ ] LAST NAME FIRST KAMEJOPDIVJORCANIZATIO!

[ IREVIEWING_OFFICIAL_FORIOHN COC  QFC OF THE DIR
|__Jidew User Create Cuest
-

Cancel

&1 Bane [ [T Localinuasen

7. If necessary, update the rater's email address.

Notifications to the reviewing official will be sent via email. IT IS
IMPORTANT THAT THE REVIEWING OFFICIAL’S EMAIL BE

CORRECT!

3 Commissionod Otficors EHect pr
| Bl [Edit yew Fgvostes Tooks  Heip

&, = G A4 @

- N & (9
| Bock 1 Swe  Fekesh Home  Seerch Favootes History

B @ @ 0
Mail Prnt 0

Discuss

Fiesulls - Micrasoft Intemet Explnrers T

Verify the following individual is the correct Reviewing Official

JOHHN REVIEWING_OFFICIAL_FOR

Assign Cancel
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8. Click Assign.

ulls - Microsoft Infernet Explonen
Horms

& @ | B @ =@ u
Sesrch Favontes  Hisone Mol Print it

Discuss

The COER has been assigned to the selected Reviewing Official.

&1 Dane

Officer:

——
To assign a new Reviewing Official who is not a Commissioned Corps
1.

From Activity Tree, select Assign A Reviewing Official.
2. Select Assign a New Reviewing Official.
3 Com: e L Hi HRuter - Start - Microsoft Intemet Cxplones T
. =
& .+ .9 @ A @ @ @ B & =@ o
| Bock 1 Swe  Fekesh Home  Seerch Favootes History Mail Print, Diigouss
Click on ane of the eptlens helow to assign the

Reviewing Official:

@ Ue Last Vesr's Reviewing Offieial JOHN HIELE
OR

® Asmm s Hew Reviewng Official

&1 Dane

' [T Localintaset
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3. Click No to the question “Is the New Reviewing Official a
Commissioned Corps Officer?”

Hiw - Microsoft Intemat Explones

| Bio Edt Mww Favostes Tooks Heip

=
.+ .9 a = 3B 3 7 M

- Es
! Back 1 Swe  Fekesh Home  Seerch Favootes History Diigouss

Is the New Reviewing Official a Commissioned Corps
OMicer?

(%) Release ta Officar
{2 Primt COER

g Help
(1 it CORR Activities

&l Dane [T [P Locatinuese

4. Enter reviewing official’s Last Name. (First Name is optional.)

pnid Oficers EHectivennss Bepors - Assign Betor - Inpet - Microso Istemet Explorms T

| Bio Edt yww Favostes Tooks Help =
& =+ @ [ A a m @B 4 =z N

| Bnck i Swp  Fekesh  Home Sesech Favontes  Histone Mail Print E Dirgeuss

| &Snngr 1

te phoneyemail

Enter Reviewing Official's Name

When entering a nams, the complete o7 parial last name is required. 1Ein doubt of the
spellesg, use a partial kst name. First nisne i3 optional

| freestminster

Rater's First Hame Raters Last Hane

Find Cancel

LTS

[T Localintranet

5. Click Find.
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6. From Search Results, select Reviewing Official.

If no matching results are displayed, go to the section below entitled ‘New
User Create Guest.”

A Commissioned Oficers EHeotiveness Bepors - Assign Batoer - Search Fesults - Microsoft inernot Cplones =
| Bie Edt Yew Fgvostes Took Help -
. s Q[ a & @B 4 @ M
| Bock 1 Swe  Fekesh Home  Seerch Favootes History Mail Frint | Digouss
o Up To select the Reviewing OMicial from the st below if availale, click on the
B e name, T you don't find the same after verifying a search against partial lnst name
it only, click un New Usur at the bottom of the list to add 3 guest.
| T CFFICER_GMITH
r Sup sed
| | LasT nane |
| [WESTMINSTERABEEY PSC
[_JWESTMINSTERIACK PsC
oo User Creat Gaest
. -
(3 Frint COE
g Help
[y Fuit CORR tins
Cancal
. I |
[ Dane. [ [ [P Localinveset

7. If necessary, update the rater's email address.

Notifications to the reviewing official will be sent via email. IT IS
IMPORTANT THAT THE REVIEWING OFFICIAL’S EMAIL BE CORRECT!

A Commissioned Oficers EHeotiveness Bepors - Assign Batoer - Search Fesults - Microsoft inernot Cplones

| Bl [Edit yew Fgvostes Tooks  Heip -
oL Q@ [ 9 @ @B S F M
| Bock 1 Swe  Fekesh Home  Seerch Favootes History Mail Frint | Digouss

Verify the following individual is the correct Reviewing Official

ABBEY WESTMINSTER
B

Assign Cancel

[ Dane. [ [ [P Localinveset
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8. Click Assign.

© oris - Assign Fator - Search Fesulls - Microsoft Intemet Explores 7

| Eie Edn yeew Fgvoetes Took elp -
P a2 e @l 4@ m 9B 4 7 M

| Bock 1 Swe  Fekesh Home  Seerch Favootes History Mail Print, S0 Distuss

i PORTAEHON, A The COER has heen assigned to the selected Reviewing Official.

(5] Ralease to Officar
{3 Frint COER

g Help

(1 it CORR Activities

&l Dane [T [P Locatinuese ]

To Create a New Rater Account:

1. From search results, select New User Create Guest.

march Fesulls - Micmsoft Iniemat Exqpiomes

| Eie Edn yeew Fgvoetes Took elp -
R e L - 4@ m 9B 4 7 M
| Bock 1 Swe  Fekesh Home  Seerch Favootes History Mail Print, S0 Distuss
3 update pheniyemail Tu select the Reviewing Official from the list below if available, click on the B
& - name, I you don't ind the same after verifying a search agalnst partial st name

enly, click om New User at the bortom of the Kst to add a guest.

I Ian User  Creaie Goest
(%) Release ta Officar

{3 Frint COER
g Help
(1 it CORR Activities

Cancel

&l Dane [T [P Locatinuese ]
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2. Enter First Name. Press Tab.

mmissioned Officers EHectivennss Fepors - Add Now Genst -

| B [Edt Mww Fgvostes Took  Help -
o e o E B a & @B 4 @ M
Bnck. | Swe  Fekesh Home  Seerch Favootes History Mail Frint Diseuss

Enter the information requested for the new Gaest User.

Assign | Cancel

- rm—
3. Enter Last Name. Press Tab.

4. Enter Middle Name. Press Tab.

5. Enter First Name. Press Tab.

6. Enter the reviewing official's Email address. Press Tab.

Notifications to the reviewing official will be sent via email. IT IS
IMPORTANT THAT THE REVIEWING OFFICIAL’S EMAIL BE CORRECT!

7. Enter Work Phone. Press Tab.

8. From pull down list, select Fed Government Agency or enter
Organization.
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9. Click Assign.

]
|¢=._».\D£fﬁaﬂ§3x}'é¢_3_3j

Back orerd Swp  Fekesh Home  Seeech Fevootes History  Mail  Frot £01 Disosss
| ©Snogr 1

The gaeat account bas heen created for the Reviewng Official
The Reviewsig Ofcial wil ¢ sent an emtl vth nstroctioes
e the ofBeer bas sugned thew COER

{23 it COBR Activities

] Dane I | Local intranet
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Releasing COER to Officer

From Activity Tree, select Release to Officer.

: . B oAl & @ B 9 @ W
| Bock | Gwp  Fekesh  Home Pt 01

Sesrch Favontes  Hisone Mol

You have successfully completed all of the
necessary activities to release the COER to CAPT
OFFICER_SMITH, JOHN

Do you want to make the COER avadlable to CAPT
OFFICER_SMITH, JOHN for hisher review and
concurrence?

YES NO

&1 Bane

2. Click Yes.

3 Commissioned Oficers Efec

35 Flopons - Assign Fotns - Greate New - Microsof istamet Explorer
| Eie [Edt Yiow Fgeores Tools Holp

S s 2 O Ala @ @ | B g =z &
| Bock e Swop  Fefesh  Home | Seerch Fevoetes History Meil Frint i

Discuss
| ©Snngr 17

[ [Fi Localineer

(1 Update phars/emal

An Email has been sent to CAPT
OFFICER _SMITH, JOHN that the COER is ready
for review and concurrence.

Ifthe officer edits Attachment [ or if you decide to edit
the officer’s COER, you will need to re-release the
COER to CAPT OFFICER_SMITH, JOMN.

Either salaet another ofieer or Exit.

|&] Dana

If changes are made, the COER must be re-released.

T Locad invanet
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Reviewing Official Tasks

This section will concentrate on the tasks a Reviewing Official
performs to review and complete a COER. It will cover:

Logging into the COER application
Creating a Guest Account

Updating contact information
Reviewing officer and rater comments

Responding to the COER



Create a Guest Account

Open the e-mail from PHSCOERS informing you that you had been
selected as an officer’s rater.

Note Guest ID and Last Name.
Click Guest Registration link.

| Ete Ect Yiew Fguores Tools Help [+ |

. .9 B A3 B 9 § . [

Sp  Roesh  Home | Sesrch Faveees ity | Mel P Edt | Discuss

The guest registration website will NOT work with the older Metscape version

4.7x browser. We have confirmed it will work with versions & or later. Click
here to download the latest version.

Guest Registration is available only te those individuals wheo have been
authorized to create an account through an email natification. Email
netification will provide all necessary information llke Guest ID ete. for
account registration process.

*Indicates a required fleld

“Guestil: [ mm

« Enter the Guest I

* Lasgt Name:  [PUBLIC] o Entar your Last Hama

Forgel your Guest 107 Forgel yous Passead?

==l S B J

HHE Home | FSC | DEPWebSite | Accessibiliy | Privacy Motice | Freedam of Infomation Act | Disclaimers | The \Whis House

Frstov | Costact Us
Divisian of Comerissioned Parsonnel | 5500 Fishers Lane & 404 | Rockvile. MO 20857

5.

[ [ ene
Enter Guest ID. Press Tab.
Enter Last Name.

Click Continue.
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7. Verify personal information. Make any updates and/or additions.

e £t vow Fpores Too iy [+ ]
« . 5 9 a = 3B 9 o, 8

| Besk i Sp  Roesh  Home | Sesrch Faveees ity | Mel P Edt | Discuss

% - Microsoft Intermat Explorer

* Indicates a required fleld

* Last Name:
* First Name:

Middle Name:

* EMail Address:

o @ Federal Govi. Agency:
Crontt

[
[
Ouganization Name: |
A

*Work Phone Rumber:

rea Code: 123 Phone No.: 1234567 Extension;

If any of the above information is incerrect, make appropriate changes and click continue

[ J = | J

HHS Home | PSC | DOPWebSite | Accessibilty | Privacy Notoe | Freedom of Intamation Act | Disclaimess | The \Whise House
Fesaion | Contact Ug
Drvisian of Comemsticered Persannel | 5600 Fishers Lane # 404] Rockvile. MO 20857

& T

8. Click Continue.

A Commissinned Ofic 5 - Microsodt Intemet Explores

| Bte ot iew Foomes Tools Help =

R 49 =@ 3 B 9 8 b

S1p  Refesh  Home Search Favedtes History Mail i L1} Discuss

an of Commissioned Persannel

18 B

* Indicates a required field

“toginio: [T
* Passward: [
= Canfirm Passward: v Login 0 and Password Tigs
* Swcrat Question: ¢u bom? :]

* Secret Answer: [N NGTON, DI
* Enter one of the following
*SSM: |1asene w Enter S5H

Please do not indude any dashes “.

e e— LoR-

* Date of Birth: @ in mm/ddiyyyy format
* Digital PIN. “ PIN is valid only for this account you are
creating.
= The aboes indorenstion we collest wil B used 1o renst pazswa
[ ) T RN

HHS Heme | FSC | DOPWebSite | Accessibilty | Privasy Matice | Freedam of Intomeation Act | Disclaimers | The \Whins House
FesaGion | Comtart g
Divisian of Comrristiceed Personnel | 5600 Fishers Lane # 404 | Rockvile. MO 20857

] Dane T
9. Enter a User Name. Press Tab.
10. Enter a Password. Press Tab.

11. Re-enter Password for confirmation.

12. From pull-down menu, select a Secret Question.
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13. Enter a Secret Answer in response to the Secret Question.

14. Enter either your Social Security Number (SSN) or Date of Birth
(DOB).

15. Enter a Digital Pin.

16. Click Continue.

3 hiip: /158,77 55 14/ cosrs [scripts /display_massage htm - Microzolt Intemat Explorer

Fie Lt Yiew PFportes Jools Help -
« s Q9 B @ B 3 B [
Back Sip  Rohesh Hame | Saarch Favoetss Histoy | Masl  Frint Diseuss

divigion of Commizgioned Persannel

EITHILINIT

A Guest Account with Lagin ID:JQPUBLIC was succesfully
created. Please click Continue to access our website.

()

HHS Hame | FSC | DOPWabSite | Accossibilty | Privasy Matce | Freadam of Intameatian Act | Disclaimers | Tha \Whis House
FesaGon | Comtact Ug
Divisian of Comenissioesed Personnel | 5600 Fishers Lane # 404 | Fiockvite, MO 20657

1 Done © Inteenet

17. Click Continue to be directed to the 2004 COER application.

User Name and Password Tips

¢ User Name must be 6 to 20 Characters.

¢ User Name must begin with an Alphabet.

e Password must be a combination of 8 to 20 alpha and numeric characters for
example, XX9999S3.

¢ Avoid easy-to-guess names, addresses, or birth dates.

¢ Avoid using your Social Security Number.

¢ Avoid obvious passwords. Do not use names of persons, pets, favorite sports
teams, or things significant to you in any way. Do not use numbers significant
to you or someone close to you (i.e., phone numbers, birth dates, etc.).

¢ Do not use anything that can be found in a dictionary.

¢ Make your password alphanumeric. Intentionally misspell a word such as
"guvrmnt" or "2gether."

¢ First and foremost, NEVER tell your password to anyone. This includes
coworkers.

¢ Do not write your password or share it. A written password is more easily
discovered than one committed to memory.

¢ Do not allow others to watch you type the password.

¢ Do not write your password or share it. You alone are responsible for what is
done with your user ID and password.

¢ If you feel your password has been compromised, change it immediately.
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Working with

Guest Registration

Forgotten Password

1. Open the e-mail from PHSCOERS informing you that you had been
selected as an officer’s rater. Click Guest Registration link.

3 no 5 - M

| Fie Ect iew Fgores Toois Help =
= 0 @ [ q & @ B S B, W
Back o S1p  Refresh  Home Search Favedtes History Mail Prirt Edit Discuss

Guest Registration is available enly to those individuals wheo have been
authorized to create an account through an email natification. Email
netification will previde all necessary infermation like Guest 1D ete. for
account registration process

*Indicates a required fleld

“Guestin: [ &

« Enter the Guest 1D

* Last Name:

I « Enter your Last Namn

Foruel your Guis |

— )

Eergol your Pasrened?

= B

HHE Home | FSC | DEPWebSite | Accessibiliy | Privacy Natice | Freadom of Inbamation Act | Disclaimers | The Whise House
Frstov | Comtact Us
1| SB0D Fighers Lane 4 404 | Rockyile, MO 20857

Division of Commissioned Pen

& T

2. From Registration Page, click ‘Forgot your password?’ link.
|3 Cammissioned Officer Systems - Microsoftintemet Exploee ________________________________________me=x|

File Edit Yiew Favorites Tools Help

- ]

- - e
Back Fatward Stop Refrash  Home

Search Favaorites  History Mail Print Edit - Discuss

@@‘%‘

Division of Commissioned Personnel

Login ID:  [JOPUBLIC
Please enter the answer to your secret question you registered

* Secret Question: [l what city were you borm? =

= Secret Answer: |

Enter the following information you have provided during initial registration

@ Enter SSN
Please do not include any dashes ™"

@ in mm/ddyyyy format

* Date of Birth:
* Digital PIN: « Enter the PIN that his valid for this
account.

Choose a new password and confirm it.

* Password: [+
* Confirm Password: [ LA

=

|&1Dane [ | intemet

Login ID and Password Tips

RS
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Enter Secret Answer. Press Tab.

Enter SSN or Date of Birth and Digital PIN. Press Tab
Enter New Password. Press Tab.

Re-enter New Password to confirm.

Click Submit.

N o ok~ ow

Forgotten Guest ID

1. Open link to Guest Registration application.

B 4 a9 . B 9 ® . [+
Edit

" Sop  Fghesh Home | Search Fauoetee Hislon | Mal  Frim " Discuss

The guest registration website will NOT work with the older Metscape version

4.7x browser. We have confirmed it will work wit sions B or later. Click
here to download the latest

Guest Registration is available only to those individuals who have been
authorized to create an account through an email natification. Email
netification will previde all necessary infermation like Guest 1D ete. for
account registration process

*Indicates a required fleld

“GuestiD: [ e © Enter the Guest 1D

* Last Name:  [PUBLIC] o Entar your Last Hama

Forgel yous Guest 107 Folfil your Pasnmed?

[ © ) B

HHE Home | FSC | DEPWebSite | Accessibiliy | Privacy Natice | Freadom of Inbamation Act | Disclaimers | The Whise House
Feetlov | Cortact Us
Divisian of Comrissioned Fersonnel | 5600 Fishers Lane 404 | Rockvile. MO 20857

I

2. From Registration Page, click ‘Forgot your Guest ID?’ link.

L ost Guest ID

Guest Registration is available only to those individuals who have been
authorized to create an account through an email notification. Email
notification will provide all necessary information like Guest 1D etc. for
account registration process.

Please call the COER's Coordinator at (3( o get your lost Guest
1D.

2 http://158.72 55 14/ coers/scripts/password_lost htm - Microsoft Int__. S E3

3. Following instructions from Lost Guest ID message box.
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COER Login

1. From Commissioned Corps Management Information Services (CCMIS)

webpage, click link to access Commissioned Officers' Effectivness
Reports (COER's) Activities webpage.

-OR-

From the e-mail notification, click the link provided to access Commissioned
Officers' Effectivness Reports (COER's) Activities webpage.

N Login - Microsol Intermet Exploser
Eile Edi View Faowortes Tool: Help _
05 R B 4d @ @B O #A =
Back Forwerd Stop  Polesh  Home | Search Feworitps  History bedal Print Discuss
|
Registered Users
please log in for:
Commissioned Officers’ Effectiveness Reports (COERs) Activities
Optimized for Internet Explover 5.5 or greater, Firefox and
Netscupe 7.0 are alsn functiomal (some limitations).
Logn D [coer_reviewer
P —
i |
&l Done T Local inanet

3. AtLogin, enter User Name.
4. Press Tab.
5. Enter Password
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6. Click Login.

T Commissioned Officers Effectiv et - Welcome - Microsoft Internet Explorer
| Ble Edn Wiew Fawetes Tools Help -
|\‘d.*.@:'_¢1f3-a_i3.é-;i:§=":l
Back Frremrd Siop  Fafmsh  Home | Seorch Feworites History | Mail Prink [l Discuss
|
() Update phone/emall
Welcome,
CAPT John
Reviewing_Official_For
1o the 2004
smrel COER Precess
Select an activity from the
choices awaisHle on the left
Vour work phone: 301 4884228
Your email eplegkiiper oy
il |
=1
|1 Done [ [ [P Localinranet
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Update Contact Information
1. From Activity Tree, click Update phone/email.

3 Update Contact Dain - Microsoft Intemet Exploren
| Bl [Edt Yew Fgwortes Took Help -
= = @ [ A4 @ & @ B 9 @F M
| Bock | Swp  Rebesh Home | Seorch Feodtes Histone Mol Pt | Distuss
| SSnagr 1
Y e ot proneamai
(51 Help John Reviewing_OMelal_For
(3 Exit COBRL Activitl
Verify your Work Plone and E Madl. Make corrections and click on
Update Information. This is criticall
Work Phone: ([202 y 880225 | [
E Mt [seloskig@pse.gov
Update Information I
EiGane [ [ (7% Looainianst |

2. If necessary, enter Work Phone information.

3. If necessary, enter E-Mail information.

2 Updnte Contact Datn - Microsoll Intermet Exploner
Eile Edi View Faowortes Tool: Help -

@ .+ @ B &A@ @ @ B 8 @ &
Back | Stop  Refmsh  Home | Search Feworites  Hi Ml Prink ©  Discuss
|

John Reviewing_ Official_For

CER_SMITH,

Verdfy your Work Phone and E Mail. Make eorraetions and eliek on
Update Information. This is critical!

Wark Phons: (301 ) B892 3

E Mad [lselesh@psc gov

Updabe Informalion I

it COER ACtivitios

i |

[ [T Localinvanet
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4. Click Update Information.

2 Updnte Contact Datn - Microsoll Intermet Exploner

| Ble Edn Wiew Fawetes Tools Help
|\'d . .8 9

Faofmesh  Homo

L3 Exit COER Activities

John Reviewing_ Official_For

Verdfy your Work Phone and E Mail. Make eorraetions and eliek on
Update Information. This is critical!

Wk Phons: [202 ) iE84225 3 Update suceessfl

E Mad [lselesh@psc gov
Update Information I

&1 Dane

[ [ [P Localinanet

The confirmation message ‘Update successful’ will appear to the right of the

updated fields.
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Review Officer and Rater Documents

1. From Activity Tree, click '+’ to expand listing for officer.

| Eile Edn View Favoetes Teols Help Ea
= .=+ Q2 [ @& [@8 &@ @B S & -
Back e Stop  Polmsh  Home | Search Feworitos  Hi bedal Prink I°  Discuss
|
Hela
CAPT John

Reviewing Official For

As 3 Reviewer, you must complete the
e activiues showsg [
CAPT OFFICER_SMITH,
JONK

Tu begin, click on the st link below the officer’s
name o review the Kater's evaluation, then review
wach Attachment. Finally, indicate your concurrence

with the avaluation.

€1 Dane [ [ [P Localinvanet

2. From listing, click View Scores.

| Eile Edn view Famoctes Tools Hel [+ |
[ - I E e a4 o @ | B 4 @ @
Back ] Swop  Refmsh  Home | Search Feworites  His bedal Prink I°  Discuss
= |

) Updata phone/email
‘The Rater has entered the scores below for the Officer's detailed COER.

Questions Values

Q1L QUANTTIY OF WORK
Q2. QUALTIY OF WORK

03 FINCTUALITY OF WORK
Q4. INIATIVE, CREATIVITY, AN JUD GEMENT
5. PLANNING AND ORCANZING

6, ABILITY TO ARALYZE PROBLENMS

- momommomom

7. SUPERVISORY SKILLS
8, ABILITY TO WORK WITH OTHERS

P ATLITY TO EPRESS SELF VERTALLY AND ¥ WRITING
10, PROFESSIONAL SKILLS BY FRESENT ACTIVITY

11, RESPONSIVENESS TO SUPERVISION

moE o omom

Q12 RESPONSE TO CRISES
Q13 GROWTH % SKILLS DURING RATING PERIOD
14, COMMITMENT TO PROCHAM GOALS E

-

Q15 MANAGERIAL RESPONSIILITY

il d | ~
Q16 WEARING OF THE IS UNIFORM E

Q17 EQUAL OPPORTUNITY F
QI8 OVERALL JOB FERFORMANCE E

€1 Dane [ [ [P Localinvanet

2004 Commissioned Officer Effectiveness Report




3. From listing, click Review Att I.

L Attachment | - Mi M Imteenet Explores

3 Commissi
| Ble Edn Wiew Fawetes Tools Help -
|#.*.@£f&-ﬁ.&ﬂd-;ﬂ:ﬁ£
Back Fomprd Stop  Polesh  Home | Search Feworitps  History Melail Prink [7d: Discuss
) Updata phone/email Diaties, accomplishments. and goals provided by oficer.
£ Review COER
B This is Attachmess One. Make e that is 2 15 no bger thin 3500 chigacters andior 66 nes
C
() Exit COER Activities
4 o |
i |
[T [ [P Localinuanet

4. From listing, click Review Att Il.

5 - Attachment Il - Microsol Intemmet Exploners

| File Edn View Favortes Tools Help -
| . R R e | QD & @ | B O @ @
Back Fomprd Stop  Polesh  Home | Search Feworitps  History Melail Prink [7d: Discuss
{) Updata phone/email Rater's comments for the Oficer's performance during the rating period.
) Review COER
This is antachment [
(1 Final Concur/Disagred
) Prnt CORR
C
CIE ities
4 o |
i |
[T [ [P Localinuanet
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Submitting Response to Officer COER

1. From Activity Tree, click '+’ to expand listing for officer.

| File Edn View Favortes Tools Help -
[ & - S B 9 #F @

B I I I - T [ J
| Back vl Siop  Paiosh  Homo | Seach Fewaiios H Wil Pret

Heln
CAPT Jahn
Reviewing Official For

As 3 Reviewer, you must complete the
e activiues showsg [
CAPT OFFICER_SMITH,
JONK

Tu begin, click on the st link below the officer’s
name o review the Kater's evaluation, then review
wach Attachment. Finally, indicate your concurrence

with the avaluation.

[ [ [P Localinanet

2. From listing, click Final Concur/Disagree.

| File Edn View Favortes Tools Help

[ .+ @ B 498 @ @B & = &
| Back e Stop  Ralmsh  Home | Search Fevorites  History Mail Prink 4 Discuss
|
) Updlata phone/eemail 1f youa have reviewed CAPT OFFICER_SMITH, JOMM's Attachmert | and the scores and
Attachment [ from Rater CAPT JOHN RATER_FOR, then select an optwn, enter comments
(up ts 400 characters) mnd chcke on Save
CAPT OFFICER_SMITH, JOHN's sce
1 eome with this evabsation
 Akhough this evslustion is rezsonable, this rater ir 3 somewhat more demanding rater than most
© A¥hough this evabiation i reasonably, thes rater 15 & somewhat LESS demanding raber thas most
€ | disngres with this evalsation. (comments reqared)
=
o
Submit | Cancel
) d |
. i |
€1 Dane ] [T Lical invanet
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3. Select Option:

| concur with this evaluation.

Although this evaluation is reasonable, this rater is a somewhat more

demanding rater than most.

Although this evaluation is reasonable, this rater is a somewhat LESS
demanding rater than most.

| disagree with this evaluation. Comments required. (Reviewing officer
must enter comments in the textbox.)

% - - Microsoft Intermet Expl

Eile Edi View Faowortes Tool: Help -
@ .+ @ B &A@ @ @ B 8 @ &
Back Stop  Polesh  Home | Search Feworitps  History bedal Print ©  Discuss
|
1f youa have reviewed CAPT OFFICER_SMITH, JOMM's Attachmert | and the scores and
Attachment [ from Rater CAPT JOHN RATER_FOR, then select an optwn, enter comments
(up to 900 charactess) and chcle on Save
CAPT OFFICER_SMITH, JOHN s seorer EEEEEEFEEEEFFEFEFE
& | come with this evabsation.
€ Akhough this evshuation is reasonable, this rater is 3 somewhat mare demanding rater than most
© A¥hough this evabiation i reasonably, thes rater 15 & somewhat LESS demanding raber thas most
€ | disngres with this evalsation. (comments reqared)
You may add a comment here | -
-
o
) d |
— )
&1 Dune [T Local intranet
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4. Click Submit.

) Undata phone/email
£ Review COER

Yow eomtivence bis been sived md the ofbee's COER
forwarded to thesr Official Personne] Folder Hedshe and histher
(o) Bxit CORR Activitias rater sheuld receive an email notifng them of thes actiom. 1f you
hawe addtional officers to review, select from the st on the left

[€iDone [T T ¥ Localinuanen
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Appendix

This section will concentrate on the tasks that can be performed by
some or all of the roles in the COER process. These tasks include:

m  Printing

m  Viewing Completed COER as a Rater and/or
Reviewing Official.



Printing

Officer Printing COER

1.

From Activity Tree, click Print COER.

A Commissioned Officers EHrctivennss Heports - - Micrasoft intiemet Epiones

| Ble Edn ow Fowoemss ook Hel =
e =+ Q@ B A @ & @ H g @
Back Swp  Rekesh Home  Seeech Favodles Hisory Ml Frint Disess

| GSnage 1

Select those COERS you wish to print.
= T peint your COER, chek on the this checkbus, then chek o the "Retaevs b

Pring” button, and select the peint opton from your Intemet Browses

16 you are a Rater or Heviewing OFficisl, you may tee suvenary data helow ( print this
page if desired)

Retrieve for Printing

] Dane [ |7 Local intraeat

2. Check box before statement: “To print your COER, click on the

this checkbox, then click on the "Retrieve for Printing" button,
and select the print option from your Internet Browser.’
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3. Click Retrieve for Printing.

C)5and to Rater
50 view My s

page if desired)

{23 it COBR Activities

2004 COER for Ofcer: CAPT Jobm Offcer_Smith

Select those COERS you wish to print.

F T peint your COER, chek on the this checkbus, then chek o the "Retaevs G
Priesing” butson, aed select the print option from your Intemet Browses.

1fyou are a Rater or Reviewing Official, you may see navenary data helow ( print this

Relrieva for Prining

€l

Questions Values
Q1. QUANTITY OF WORK [
Q2. QUALITY OF WORE C
Q3. PINCTUALITY OF WORK [
Q4. INIATIVE, CREATIVITY, AND. C
Q3. PLANNING AND ORGANIZING 5
Q6. ABILITY TO ANAL [
7. SUPERVISORY SKILLS 3
R ARILITY T0 WORK WITH (THFRS I

4. From Browser File menu, choose Print.

Fraedy
HP Lasordo 8100 Sories FCL 6

J | Where  \WDCPZAVISE HPEI00 409
I | Comment I™ Pristto sl
: Print rangr Copies

alf

B e

e L

=1

Ay

I Print al lingod documans. I~ Print tefgho of Anks

[oc ] con |

[ s ot

those COERS you wish to print.

chek on the ths checkbus then chek o the "Retaeve b
b4 selecs the peint option from your Intemet Browses.

beang Officaal, you meay see asveniry data below { prot ths

Retrigva for Printing

|

2004 COER for OfBcer: CAPT Jobm Officer_Smith

Ouestions

Vafues

Q1. QUANTITY OF WORK

Q2. QUALTIY OF WORK

Q3. PUNCTUALITY OF WORK

Q4. IMIATIVE, CREATTVITY, AND JUDGEMENT

Q2. PLANNING AND GRGANIENG

Q. ABILITY T ANALVEE PROBLEMS

07 SUMERVISORY SKILLS

DR_ARTLITY 1) WORK WITH 0THFRS

alalalalalalala

55

[ [ [ Cocalinimnst =

5. Click OK.
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Rater/Reviewing Officer Print COER

Print All COERs from Assigned Officers

1. From Activity Tree, click Print COER

A Commissioned Officers EHrctivennss Heports - - Micrasoft intemet Explones

| Bie Edt Yew Fgvostes Took  Help

. s o9 [ A 8 m @B S =@ M

Back. Swp  Fekesh Home  Seecch Favoles Hisory Ml Frint Disess
| At (@) g ianus (OOE RS04/RES TROCTED/COER_Frint_Racards aspx | eoa
| @snaan 17

Select those COERS you wish to print.

B yuu are a Rater or Reveewing Ofical you msy see samenary data below ( pring this
page if desired)

I ek hér checkhon, then chck on the *Retiewe for Priing” buton
salect the paat opticn Erom your [esemet Browser to print COER: for a
offcers Bited below.

To T Wrupnate Primt Checkbones),
then chick om the “Retreve for Prinking® buttor, and sebect the prist aphn from your
Internet Browser

erind iols| ___offcsr Seorss
[ |Ratr |CAPT OFFICER SMITHEEEEEEFEEEEFFEFEF

eed the offeer's performance

You reviewed the officer's COER

Tt Loeal intreret

2. Check box before statement: ‘Click this checkbox, then click
on the "Retrieve for Printing" button , and select the print

option from your Internet Browser to print COERSs for all the
officers listed below.’
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3. Click Retrieve for Printing.

1 Update phons/email .
B Rate COER Select those COERS you wish to print.

AEFICER_SMITH,

{3 Bxit COER Activities
1€ you are a Rater or Reveewing Olfeial you mesy see ssnary data below { prt lhis
page if desired)

¥ Chck thiz checkbox, then chck on the *Retrieve for Printng” buton , and |
salect the prat option Brom your [semst Brvwser to pint COER: for o the
offcers Bited below.

Ta print 4 COER (ar nuultisle COERS), chck on the appeopriste Prit Checkban(es),
then ehick un the *Retraeve for Printing” butten, and select the priot option Eom your

Internet Browser,
Refrieva for Printing

| rind] mote | Offiear | Scores
_ |~ |ratr [canT cFicER SMITHC cccecccccceceocy

o )

2004 COER for Ofcer: CAPT OFFICER_SMITH, JOHH

Questions Values
Q1. QUANTITY OF WORK [
Q2. QUALITY OF WORE C
Q3. PINCTUALITY OF WORK [
Q4. INIATIVE, CREATIVITY, AND. C
Q3. PLANNING AND ORGANIZING 5
Q6. ABILITY TO ANAL [
7. SUPERVISORY SKILLS 3
R ARILITY T0 WORK WITH (THFRS I k|
)00ne [T [ Cocelimimest

4. From Browser File menu, choose Print.

those COERS you wish to print.
Feady
HP Lasorot 8100 Soros PCLE
Where  \WDCPEAVISE HPE100_409

bvingg Officaal, you sy see sy data below ( pra ths

chick on the *Retsieve for Printig” buston , and |
wr emesett Browser ta peant COERS for all the

b COERS), chek on the appeopriste Prit Checkbax(es),
fer Prinbing® bulters, and sedect the prat oplion fon your

Retrigva for Printing

officer | Scorss |
JFFICER SN""“C CCCCCCCCCCCCCC C]

I Print all lingwd documants. I~ Print tefiho of inks

[k J_oonon |
" I

2004 COER for Ofcer: CAPT OFFICER_SMITH, JOHH

Questions Values
Q1. QUANTITY OF WORK [5
Q2. QUALITY OF WORK C
Q3 PUNCTUALITY OF WORK [5
Qi INATIVE, c
Q8. PLANNING AND ORGANIZING 5
Q6. ABILITY TO ANAL c
Q7. SUPERVISORY SKILLS [
(1R ARILITY Toh W0RE WITH OTHFRS «; |
] Dane [ [ 7 tocalintmest

5. Click OK.
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Print Individual COERs from Assigned Officers

1. From Activity Tree, click Print COER

before each officer's name.

Favortos  Tack  Holp
& .= @ B A @ G @B a4 @ M
| Bock 1 Swe  Fekesh Homw  Seerch Favootes  History Mail Frint S0 Distuss
| Adeiress (81 retp 1 fjanus FOOE RS04/ RE S TRICTEDCOER_Frint_Reconts aspe =] woe
|| @snaon 7
(J Update prone; email
Select those COERS you wish to print.

B you are & Rater or Reviewing Official, you msy see saenary data below ( print this

page if desired)

™ Chek ther checkbox, then chek on the "Reteve for Printing” button , and

salact the prnt optice Brep your [saermat Bromser 1o print COER: for ol the

officers ited below.

K on lhe sppropriste
ttor, and select the pris
Relrieva for Printing
rint] Fiots | Officar | Scores
|7 |Ratr [caPT ceFICER SMITHEEGEEEFECEEFFEFEF]
il r
Ratr - You rated the officer’s performance.
Rewr -- You reviewed the officer's COER
[y I o

2. From listing of assigned officers, check box in Print column
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3. Click Retrieve for Printing.

Select those COERS you wish to print.

F T peint your COER, chek on the this checkbus, then chek o the "Retaevs G
Priesing” butson, aed select the print option from your Intemet Browses.

C)5and to Rater

£ view My Scores

1fyou are a Rater or Reviewing Official, you may see navenary data helow ( print this
page if desired)

Cavisip
{23 it COBR Activities

Relrieva for Prining

2004 COER for Ofcer: CAPT Jobm Offcer_Smith

Questions Values
Q1. QUANTITY OF WORK [5
Q2. QUALITY OF WORK C
Q3 PUNCTUALITY OF WORK [5
Q4. INIATIVE, CREATTVITY, AND. c
Q8. PLANNING AND ORGANIZING 5
Q6. ABILITY TO ANAL c
Q7. SUPERVISORY SKILLS [
(1R ARILITY Toh W0RE WITH OTHFRS «; |
&l [ ][ 7 Localinmast

4. From Browser File menu, choose Print.

those COERS you wish to print.
Feady
HP Lasorot 8100 Soros PCLE
Where  \WDCPEAVISE HPE100_409

bvingg Officaal, you sy see sy data below ( pra ths

chick on the *Retsieve for Printig” buston , and |
wr emesett Browser ta peant COERS for all the

b COERS), chek on the appeopriste Prit Checkbax(es),
v Prinking” buttens, and sekect the print aption froan your

Retrigva for Printing

officer | Scorss |
JFFICER SN""“C CCCCCCCCCCCCCC C]

I Print all lingwd documants. I~ Print tefiho of inks

[k J_oonon |
" I

2004 COER for Ofcer: CAPT OFFICER_SMITH, JOHH

Questions Values

Q1. QUANTITY OF WORKE c

Q2. QUALITY OF WORK [

QA PINCTUALITY OF WORK c

h ATV, [

QA PLANNING AND ORGANITING c

26, ABILITY T0 ANAL T

Q7. SUMERYESORY SKILLS C
R OR. ARTLITY TO WORK WITH OTHFRS Led ) |
€] Dane [ 1| |7 Localintmest

5. Click OK.
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Print Summary Data Page

1. From Activity Tree, click Print COER

4| 8 @ @ B a @ [«
Home | Seewth Fevorws Hewey | Msd Pt I Do
|Atebens i) o /ineus/ COERS04/RESTRICTED/COER_Pren_Ficeds sip= G
|| & Enagh 1=
[]
~) Update phone/emal
il Select those COERS you wish to print.
1f you are a Rater or Reviewng Official, you may see summary data below { prt thes
page if desed)
I Chele ther checkbes: them chek o the "Tostiwres for Pricme” busson , aed
select the priet ophen e yous Intermet Brewser bo prt COERs for o e
officers ksted below.
OER (or multgle COERS), click on the appropriate Print Checihan(es),
the “Fortre for Prstng” busen, s select the prest optien frem yor
warser
Ratrieve for Printing
| Brind eoa | Officer | |
| = [ratr |CaPT OFFICER SMITHEEEEEEFEEEEFFEFEFE
il |
s -~ Voss rated the ofSeer's perfiamance
Rerwr oo You reviewed the officer's COER
N E|
el | [T kocalinrane

2. Click Print This Page link in the first paragraph.

Select those COERS you wish to print.

B EFICER_SMITH,
a

[Print o)
ey Fin @G|

£ Exit COER Activities

Frirtar fmmnary data below | gint dos
e ] o |
Srats ﬁm HﬂBﬂR' ton, and
Type:  HPLoserdot 100 Sories FELG  COERs for althe
Where.  W\DCPRAYSE_HPE100_403
Comenant I™ Print o fle hapriste Print Checkbesfas,
* ¥ the print cpton o yes
i range 1 Copies.

Fa [T o= 1

£ Erlretin UJJ ;':"; F colise

-~ Prin framis

-
=D
L) fratme
4 ;
I Frind nil ingesd documents I Frint ingla of inks .hme
's COER.
o ] coen |
[SEED =T —

3. Click OK

2004 Commissioned Officer Effectiveness Report

5-8



Completed COERSs

This task allows Raters and Reviewing Officials to view officers’ COERs that
have been completed.

1. From Activity Tree, click Completed COERS.

A Commissioned Officers EHectiveness Roports - - Microsoft nbeimet Explones

| Ble Edn Wiew Faweetos Tools Help Ea
[ e I P @ G @B 9 @ [
| Back 1 Stop  Ratesh  Home | Search Fevories History | Mail Frnk © Discuss
=
oo |
S :coovicted cosrs |
Al AR T O EICRRESMITH. Nemes for those officers whose COER:s have been
Gyer ® comgleted are Bsted on the left o aiphabetical order
3 sorted by those 7o hawe Rated, then thse you have
MR ACtivities Revaewed if any.
il |
S |
&1 Dune [0 [T Local intranet

2. From Completed COERS folder select an officer listing.

A Commissioned Officers EHectiveness Roports - - Microsoft Inbeimet Explones

| Ele Edi Wiew Fawortes Tools Help -
[ e I P @ G @ B 9 F [
| Back 1 Stgp  Raetesh Home | Search Fevorites  Mistory Mail Frink *  Discuss

=

Your concamence has been saved and the oficer’s COER
forwarded W thew Official Pesswmel Folder. Helshe and bisthe
rater should receive an email notifyng them of this action. 1f you
bivee addtonal officers 1o review, select from the ot on the Jelt

& Cone [ [Pelocalinvanet
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