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INFORMATION PAPER
SUBJECT:  Update on Evaluation (OER, NCOER, AER) Processing & Submissions
1.  Purpose.  Reestablish procedures (the “how to’s”) for finding administrative information on military evaluations and submitting military evaluations to the U.S. Army Human Resources Command (HRC).  (This information answers all of the common questions HRC has been getting recently on these topics.)
2.  Note.  An important element of the Army’s evaluation process is that the rating officials make input into future decisions for an individual’s selection, promotion, and career management.  Rating officials’ assessments of performance and potential for an individual’s period of service (as documented on an OER or NCOER) count.  The time during the rating period spent setting, obtaining, and explaining tasks and mission objectives leads to mission accomplishment and individual and unit development on many fronts.  These are the really important things.  The rest of this information paper discusses how to make the process of getting those critical rating official assessments into an Official Military Personnel File (OMPF) easy.  
3.  Administrative Information on Evaluation once received at HQDA Level:  Use the online Interactive Web Response System (IWRS) to see the processing status on all OER and on Active and USAR NCOER that have been received at HQDA up to and on the date visible in the upper left hand corner of the first screen in IWRS.  Evaluations that appear in IWRS will either be completed and posted to the OMPF or rejected.  

a.  There are several links to IWRS for OER and NCOER information.  A User’s Guide is available online to help describe the reports and their positive and negative aspects.  The best IWRS reports to use today are those by individual SSN and by Senior Rater SSN (either by THRU date or working status).  A new guide will be available soon.  

b.  Be advised that IWRS is not the Personnel Data Snapshot (PSD) previously used for Active NCOER information.  The PSD and 920/921 reports no longer reflect accurate or recent evaluation information; they are scheduled to be discontinued with the transition to IWRS but they are still active because they continue to serve other data reporting purposes.

c.  Also, note that IWRS reflects information on all OER and Active and USAR NCOER.  The various State/Territory POCs maintain information on ARNG NCOER.  Recently submitted AER will not be reflected in IWRS as HRC processes AER manually.  However, as soon as HRC gets back to processing AER electronically, information from each AER will reflect at the bottom of the “By Individual Look Up Report.”  AER prior to 
May 2006 will be reflected at the bottom of the By Individual Look Up Report.  Reminder:  AR 623-3, May 2006 changed AER policy and how it factors into the evaluation process.  


d.  The evaluation process at HRC as viewed through IWRS.  Each evaluation is reviewed by an examiner and completed (sent to an OMPF) in time for HQDA-level selection boards.  Other evaluations may wait.  We are aware of the individuals in the considered population for HQDA selection boards and we work evaluations needed for near-term boards first.  Once completed, evaluations are automatically pulled from an OMPF to a board file.  (Note:  The prioritization of evaluation report processing for boards does not affect senior raters’ profiles because the report receipt date, not the completion date, determines the profiling order of reports in a senior rater’s profile.)

e.  Near the completion stage of evaluation report processing, the computer systems interface (talk to one another) and THRU dates for processed evaluation reports are updated in other authoritative databases which in turn update eMILPO and ITRRS.  This is reflected in the updating of “Last Report” on the Officer/Enlisted Record Brief.

f.  Normally, evaluations should be visible as having been received in IWRS within a few days of being accepted (tracking shows “HQDA-AP” or “HQDA-ACCEPTED”) in Forms on AKO or received by mail or email.  Paper copy receipts make take an extra day to be visible as they are harder (more complex) to enter into the system.  An evaluation may not be completed to an OMPF for a long time; but, it should be visible in IWRS as working in a very short time.  

g.  Explanation of Status entries seen in IWRS:   
·  WORKING:  HRC has the report and it is in the queue for review.  This is good.  It is here and will be processed and profiled based on the date of receipt.
·  EXAMINER:  The report is waiting to be seen by or with an examiner.
·  REDACTING or PROFILE BEING APPLIED:  OER is at the stage where the system is technically applying the profile and the HQDA label.  

·  REVIEW:  The report is in the final stage; one last look by examiners.

·  COMPLETE:  The evaluation is done at HRC and will be electronically pushed the OMPF.  There is a short period of time between evaluation report completion and the push to the OMPF.  Normally, this doesn’t last over 48 hours depending on the current in-house load.

·  ON HOLD/WAITING FOR CORRECTION/RETURNED:  HRC found an error and an explanation of that error is found in the admin notes on the IWRS report.  See training slides on making corrections to understand how to fix the error (these slides are found on the Evaluations Webpage of the HRC Website).  Most errors can be corrected by email from an authoritative source/rating official.
·  REJECTED:  Either the report is a duplicate submission or HRC found major errors that render the evaluation invalid.  On reports with major errors, contact HRC for guidance on how to resolve.

h.  If an OER or NCOER is not visible in IWRS under the By Individual Look Up Report and it was submitted to HRC prior to the date shown as a “load date” in IWRS (upper left corner) it is either missing or it has been rejected.  If it is missing--send a copy of that report to HRC according to the instructions outlined in paragraph 5.  



(1)  The improved IWRS application shows rejected reports in the By Individual Look Up Report and processing notes, if any.  The rejected reports can also be seen under the “Senior Rater Report.”  You can check these first before sending in the correction.  If the report was rejected as a duplicate, do not send another report.


(2)  Important Note:  Knowing how long to wait is an art (intent), not always a science (rules and facts).  Sometimes, the evaluation reports received for a particular day (either electronic or paper) will lag the IWRS load date by 24-48 hours.  In some cases, we have to load two sets of reports for a single day; if your report is in the second load and you check IWRS right after the first load is processed, you won’t see your evaluation status.  A good rule of thumb:  Be concerned when you know an evaluation was received by HRC on a certain date (based on Forms on AKO tracking or a DA Form 200) and the same date is visible in IWRS for at least 4 days.  After that, if the report is missing from the By Individual Look Up Report, check for rejected reports under the Senior Rater and if not there contact POC or submit a copy.  Don’t wait much longer than this to start looking for this evaluation.  



(3)  Example:  If an evaluation has an incorrect SSN it goes into a “hold” pattern and we can find it, but have to know where to look.  It may have gone into another Soldier’s file!  Rated Soldiers must review and verify the SSN on evaluation reports before they sign.

4.  Training on Electronic Evaluations:  The Evaluations, Promotions, and Selections Division Webpage of the HRC Website has many slide presentations and evaluations training guides on Forms on AKO and evaluations processing in general.  These are located at the link titled, “What’s New?  Evals & My Forms on AKO.”  The answers to most frequently-asked evaluations processing questions may be found there—either in an information paper format or a slide presentation.
5.  Submitting Evaluations to HQDA level (HRC):  We have submission rules for evaluation reports ONLY to enable us to maintain top-quality documents in a Soldier’s OMPF (reports should look good and be readable), maintain accountability (make sure reports do not get lost in transmission), and be as quick as possible in making information visible to units and individual Soldiers.  If these items (quality, accountability, and timeliness) in our evaluation processing weren’t a problem, we wouldn’t need these rules; but with our receipt of approximately 5000 electronic and paper documents daily, such rules and standards are very important to know and follow. 

a.  Forms on AKO electronic submission is the primary method for submitting all OER and Active and USAR NCOER to HRC.  Electronic submission requires digital signatures on a current/compatible version of the report (version 6.0 or higher for NCOER forms and version 5.0 or higher for OER forms).  This method of submission became a requirement, on 1 April 2008, for all units other than those units that are deployed and those granted a specific exemption.  Evaluations with older THRU dates can also be submitted in this manner as long as they are on the newer version forms.  

b.  Ink-signed OER or NCOER must be mailed to this HRC address:  Commander, USAHRC, ATTN:  AHRC-PDV-ER, 200 Stovall Street, Alexandria VA  22332-0442.  Include your email address on the DA Form 200 and we’ll email the verification of receipt back to you.  Obviously, if units are still finding and submitting very old evaluations these documents will be ink signed and, thus, can be mailed in to this address.  Contemporary evaluations that are ink signed must have an exemption letter attached to explain why they are being submitted to HRC now; otherwise, they may be returned--or at least held up--for questioning.

c.  Earlier versions of digitally-signed OER and NCOER forms can be emailed to HRC as XFDL attachments to email addresses described in paragraph 6 below; however, they will be printed and treated as paper receipts at HRC (these reports take longer to be visible in IWRS).  Emailing an XFDL attachment gives us a clean copy with which to start.  Earlier versions of the XFDL forms can also be printed at unit level and mailed to HRC.  We will stop accepting older version .XFDL by email when we release Version 7.0 of the OER and NCOER forms.  The best practice is to always start evaluations (and OER Support Forms) by pulling the most current version in Forms on AKO and you will never have the problem of older version forms.  The current form versions have been accessible for more than a year.  Units should delete from their computers all older version forms that are being used as templates. 

d.  AER submissions are still by mail and are still reviewed by examiners separated by traditional geographic location (Active NCO AER at Indianapolis, Active Officer AER at Alexandria, and all Army Reserve at St Louis).  However, we have the capability to accept and process AER at all three locations if they are sent to the wrong location.  Once we get the NCOER transitions completed, we will collocate AER with OER and NCOER processing.  We are also working on electronic submission for AER.  The online ATRRS contains a module for AER production that should help school house environments.
6.  Deployed units have automatic waivers for most of these processes.  The preferred order of submission by deployed units (best first) is:  (1)  Use digital signatures and electronic submissions in Forms on AKO, if at all possible.  (2)  Use digital signatures and email submission of .xfdl attachments to email addresses described in paragraph 6.b.  (3)  Use ink signatures (or ink signatures in combination with digital signatures), print the evaluation, scan, and email .tif attachments to email addresses described in paragraph 6.b.  (4)  Use ink signatures (or ink signatures in combination with digital signatures), print the evaluation, and mail to the address in paragraph 5.b.

a.  Deployed units that must print, scan, and ink-sign evaluations need to look at the “Evaluation by Email SOP” for this process to ensure they meet the scanning and naming standards.  Basically:  A single attachment, double-sided, .tif format (preferred), head-to-head, normal full-page sized, named something other than “Document.tif” or “Document.pdf.”

b.  Email addresses for deployed units sending evaluations by email.  OER:  tapcmsesr@conus.army.mil, NCOER:  tapcmser@conus.army.mil.


c.  DO NOT send an email with both of these email addresses on it.  The same individuals receive and work the emails from all email addresses.  We delete duplicate emails to reduce quantity and size of inboxes and server space.
7.  Assorted points of this process to know and understand and to share with rating officials and rated Soldiers.

a.  Rating officials may sign no more than 14 days prior to the THRU date (which has been interpreted as 15 days (including THRU date)) and HRC cannot receive the evaluation until the THRU date.  Thus, we cannot take an evaluation on 7 August 2008 if the THRU date is 31 August 2008.  We will reject evaluations in Forms on AKO if they are submitted prior to the THRU date. 

b.  We will often accept evaluations for further processing without viewing them first in Forms on AKO.  The sender’s tracking will reflect “HQDA-APP” or “HQDA-Accepted” and Not Yet Viewed.”  Use IWRS to check the actual receipt of a report at HRC.  We accept reports without viewing them to keep the process moving and to mark electronic evaluations “RECEIVED” as soon as possible.  We accept risk with these reports as we know we will find the errors later during follow-on review and HQDA processing.  You will see those errors (and how to correct them) in the Admin Notes column in IWRS reports.

c.  In Forms on AKO, we normally act on submitted evaluations (either accept or return them) within 24-48 hours.  We also clear out the Forms on AKO inbox on days of selection board suspenses; however, our actions are not instantaneous.  Don’t wait until the last minute to submit an evaluation report unless you have to do so.  


d.  Use IWRS to identify evaluations on which an HQDA-level examiner has found errors.  Submit corrections to these errors by email, if at all possible.  Do not simply resubmit a report.  See training slides on the Evaluations, Selections and Promotions Division Webpage on how to make corrections.  We prefer that rating officials don’t make errors--or someone at the unit level catches it--but we know that errors do occur and we can correct them once they are “in house” at HRC. 

e.  We process evaluation reports in time for boards, working those for near-term boards first.  There are many selection boards at all times so the order or our reviews might seem a bit confusing if you are not aware of all Active and Reserve boards.  As a result, other reports have to wait a bit longer (even if they got here first).  We also go back and work older reports (by date of receipt) so they don’t wait forever.  We process in order of their date of receipt and, by doing so, we do not accidently mess up senior raters’ profiles.

f.  Unless your unit is deployed, you are not authorized to email to any of our email addresses scanned (.pdf or .tif) documents that are missing or that need to be submitted.  Our email inboxes are not set up for that volume of input and they will quickly overload.  It is essential that our email accounts remain open to receive the evaluations from those units and Soldiers who legitimately need access to this option.  Submit reports in accordance with the paragraph 5 above; in most cases, mail them to HRC.

g.  Email addresses are different only to help us sort inbound email quickly.  The same small group of individuals looks at and answers email in three different inboxes so it really doesn’t help to put two or three of our email addresses on a single email.  It may cause us to delete important emails or create duplicate effort.  Ensure you give us enough information on the Soldier and the time period of the report that is in question.  We need at least FULL NAME, RANK, SSN (last four digits), and THRU DATE of the evaluation to find the correct Soldier and/or evaluation report in our system.  Our email addresses are:



(1) tapcmse@conus.army.mil:  policy questions, corrections to errors, anything not covered below, etc. 



(2) tapcmsesr@conus.army.mil:  OER by email for deployed units (or older version digitally-signed OER until the version 7 OER is released). 



(3) tapcmser@conus.army.mil:  NCOER OER by email for deployed units (or older version digitally-signed NCOER until the version 7 NCOER is released).

      h.  When you submit an evaluation to HQDA level in Forms on AKO you get asked a question, “Are you sure?”  You CANNOT recall the report after this point.  Please be sure before you select “Yes.”  


i.  If rating officials use the evaluation forms and Forms on AKO as intended (i.e., create evaluations from support/counseling forms, use wizard questions to enter content and answer all questions, digitally sign the evaluation reports, route and submit reports using Forms on AKO), there are very few errors that can be made or very few problems experienced during the process.  Deviations from the established process are possible and sometimes encouraged if needed to get the job completed; however, when users stop following the intended process the risk of problems increases.  

8.  The Transition of NCOER HQDA level processing is almost completed.  We have 4000 RA NCOERs that are slowly being loaded into the system and will be fully loaded within the next several weeks.  We have had some issues with the overall NCOER transition; however most of them have been solved.  If you are still missing an NCOER from your OMPF, please check IWRS before you contact us.  If the report appears in IWRS as processing, then allow time for it to process to the OMPF.  If you see admin notes indicating that there are processing errors, have the appropriate rating official or your S1 email us about the corrections.
9.  Evaluation Timeliness.  Right now we are more concerned with getting evaluations in our system and visible to you in IWRS than we are with dates of receipt.  There have been times where we have altered our normal protocol to accommodate changes in evaluations processing.  We have tried to maintain original dates of receipt whenever possible.  In an effort to mitigate any concerns over late reports, we will reset the individual timeliness reports on 1 January 2009.  Until the reset, senior rater timeliness statistics may not be entirely accurate. 
10.  Evaluation Status in ITRS.  This issue is specific to the tracking of USAR evaluations.
a. Why are previously submitted evaluations not updating the DLER (date of last evaluation) in ITRS?
(1)  In order for a USAR evaluation to automatically update the DLER in ITRS, it must first be nearly completed at HRC.  Evaluations still in a working status at HRC will not update ITRS.  HRC (we) are working as quickly as possible to get all evals completed in a short period of time so the update action can take place.
(2)  Additionally, to get the automatic update working properly the document must be “tagged” with the rated Soldier’s component.  In order for this to happen, a specific series of events must occur:
· The evaluation must be prepared on a PureEdge Form and the rated Soldier’s component reflects “USAR” using the EDIT COMPONENT dropdown menu.

· The evaluation must be submitted electronically to HQDA using AKO Forms.

· The evaluation must complete processing at HQDA and be posted to IPERMS.

Evaluations that skip any of these steps may not automatically update the DLER in ITRS.  Here are some examples of evaluations in that situation:

· A USAR evaluation was mailed to HQDA as a hard copy.

· A USAR evaluation was submitted electronically in AKO Forms, but the rated Soldier’s component was “RA” or “ARNG” using the EDIT COMPONENT dropdown menu.

· A USAR evaluation was submitted to HQDA by email in .xfdl, .tif. or .pdf format.
This office is conducting a manual scrub of evaluations that are currently processing to ensure they are properly “tagged” with the rated Soldier’s component.  Evaluations “tagged” as USAR will update the DLER in ITRS once they complete processing.  
     b. How do I get a previously submitted evaluation that has completed processing to update the DLER in ITRS?   For local tracking purposes, unit S1s may opt to make a note of those evaluations that were processed without being properly “tagged” with the rated Soldier’s component in the past.  Once a subsequent evaluation is processed IAW para 10a, the DLER in ITRS will be updated.  
     c.  Why doesn’t ITRS update once an evaluation is accepted at HQDA?  An evaluation report is not considered completed until it has processed to the Soldier’s OMPF.  It is at this point that we update the DLER in ITRS.  Prior to placement on the OMPF, all OER and NCOER undergo examination and final review at HQDA to ensure they meet regulatory requirements.  Over 30% of evaluations arrive at HQDA with errors that require resolution before the document can be placed on the OMPF.  Per AR 623-3, para 2-15, the senior rater is the primary advocate for a rated Soldier and is responsible for monitoring HQDA processing of evaluations to the OMPF.  Numerous reports on IWRS are available for this purpose.  If we were to update the DLER in ITRS when an evaluation arrives at HQDA, it would potentially give commanders, senior raters, and HR personnel a false sense of security (and generates complacency) that an evaluation had successfully processed.  Bottom Line:  The adage “an action passed is an action completed” does not apply when it comes to processing evaluation reports.

11.  POC.  Evaluation Systems Office, (the “we” of this information paper) https://www.hrc.army.mil/site/Active/TAGD/ESPD(formerly_MSD)/msdweb.htm, email:  tapcmse@conus.army.mil, telephone:  (703) 325-9660 (DSN: 221) 
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