Standard Operating Procedure	                    			 
Submitting and Processing Awards & Appraisals					27 JULY 2012
			



CHRA Europe Region

PROCEDURES FOR SUBMITTING AND PROCESSING AWARDS & APPRAISALS


1.  PURPOSE:   To establish procedures for submitting Individual Awards, Mass Awards and Appraisals.  Managers, Supervisors, and Administrative Points of Contact will submit individual and mass awards through the AUTONOA website. This guide does not include instructions for submitting Recruitment Incentives (i.e. Relocation, Retention, Recruitment, and Referral bonus).  All Recruitment Incentives and Referral Bonus Requests should be forwarded through the servicing CPAC office.

2.  SCOPE:  This Standard Operating Procedure (SOP) applies to the Civilian Human Resources Agency (CHRA) Europe, Processing Division (PD) and Civilian Personnel Advisory Centers (CPAC).

3.  GENERAL: This SOP includes procedures for submitting awards and appraisals.

4.  LOCAL NATIONALS: Will follow guidance set forth by the Local National Team.

[bookmark: OLE_LINK29]5.  RESPONSIBILITIES:  

1. Supervisors are responsible for implementation of this SOP.

1. [bookmark: OLE_LINK14][bookmark: OLE_LINK13]CPAC’s will assist managers, supervisors and administrative personnel with the preparation and review of the individual honorary award package and procedures.

1. Team leaders are responsible for the oversight of this SOP in order to ensure compliance with    procedures set forth and to monitor the quality of actions processed.  

1.  The Processing Division (PD) is responsible for finalizing the requested transaction.
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TAPES and DECA Civilian Performance Rating Guidance and Information

(1) Managers will:

(a) Follow the guidance set forth in the AR 690-400 Total Army Performance Evaluation System (TAPES).
(b) Follow the guidance set forth in the DeCAM 50-7.1 DECA Civilian Performance Rating System.
(c) Follow the guidance set forth in this SOP. 

(2) Timelines:

TAPES Rating Cycles			

(3) Regulations:

	AR 690-400 Total Army Performance Evaluation System

	DeCAM 50-7.1 DECA Civilian Performance Rating System

(4) Forms:

(a)  DA Forms 7222 and/or 7223 Electronic (fillable) forms
https://cpolrhp.cpol.army.mil/eur/management/employee_performance/index.htm
(b) DeCA Form 50-3a  

(5) Additional Guidance:

· USAREUR Guide to TAPES Ratings 
· Performance Evaluation Guide



Appraisal Submission


The following establishes the procedure for submitting TAPES and DeCA employee appraisals. All others refer to Appendix A.

Managers will:

1. Follow the guidance set forth in the AR 690-400 Total Army Performance Evaluation System (TAPES) or the DeCA regulations
2. Submit the Appraisal via AutoNOA. (Follow instructions provided on site)
a. Attach Performance appraisal where required for e-OPF upload.

3. If Ex-Employee, submit a CA Service Desk Ticket with Performance Appraisal/Support Forms. See Appendix A
4. If Inquiry or Correction to appraisal record, submit a CA Service Desk Ticket. See Appendix A

Processing Division will:

(a) Monitor and respond to all CA Service Desk Tickets within 3 days.


[bookmark: OLE_LINK17][bookmark: OLE_LINK18]Awards


Individual Awards
          (1)  Managers will:

(a) Ensure that a current appraisal has been uploaded via AutoNOA, if applicable.
(b) Retain justification locally, as required by TAPES or DeCA Regulations
(c) Submit individual award request using the AutoNOA website (Managers > Award Submission > Requester >Create New Ticket> Individual.)
	 (d)  Code proper Nature of Action Code (NOAC) for Award Requests in AutoNOA

-GS & FWS employees: 

NOAC 840 Rating Based (RB): Performance Award (This is an award based on an Annual Performance Plan not a Specific Performance Act) 
NOAC 849 Non Rating Based (NRB): On the Spot Award ($50 - $500), Special Act or Service Award ($501 - $25,000)
NOAC 846 (Individual Time off Award): Maximum 40 hours per request
NOAC 892 (Quality Step Increase –Only for GS employees, See AR 672-20 for QSI guidance and eligibility)

      (2)  Processing Division will:

(a) [bookmark: OLE_LINK9][bookmark: OLE_LINK10]Monitor RPAs that are returned to the check action box by AutoNOA for manual intervention, when required.
[bookmark: OLE_LINK19][bookmark: OLE_LINK20][bookmark: OLE_LINK15][bookmark: OLE_LINK16][bookmark: OLE_LINK27][bookmark: OLE_LINK28][bookmark: OLE_LINK3][bookmark: OLE_LINK4]


Mass Awards
   
 (1)  Managers will:

(a) Ensure that a current appraisal has been uploaded AutoNOA, if applicable. 
(b) Retain justification locally, as required by TAPES or DeCA Regulations
(c) Submit mass award request using the AutoNOA website. (Manager > Award Submission > Requester> Create New Ticket >Mass Submission)
(d)  Code proper Nature of Action Code (NOAC) for Award Requests in AutoNOA




Actions not covered by the AutoNOA Process:

0. Ex-Employees, (See following section)
0. Time Off Awards for Intermittent Work Schedules
0. Multiple awards for the same employee with same effective date



For all actions not covered, an individual RPA must be submitted to CHRA Processing Division Award group box:
Name: XYZ-0USAWD-COPD       Display Name: CPOC, US AWARDS and QSI MAIN INBOX



Awards for Ex-Employees.
	
Managers will:

(a) Prepare RPA, annotate in part D of the RPA;: Name, SSN, Separation Date, Award Type, Dollar amount.
(b) Retain justification locally, as required by TAPES or DeCA Regulations
(c) Submit Award RPA to the AutoNOA group processing box:
Name: XYZ-0USAWD-COPD; Display Name: CPOC, US AWARDS and QSI MAIN INBOX

      (2)  Processing Division will:

(a) Manually process awards through DCPDS.


Honorary Awards

Honorary Awards (for current employees)

Managers will:

(a) Retain justification locally, as required
(b) Submit Honorary award through the AutoNOA website under Manager > Honorary Awards> Enter Award>,  or
(c) Advise employee to update through the Self Service My Biz application tool.









// s //
Sally L Smoot
CHRA Europe Region
Deputy Regional Director


APPENDIX A

To submit appraisals through the CA Service Desk ticket process for employee’s not rated under TAPES or DeCA, or for Ex-Employee’s and corrections/inquiries of ratings:

Managers will:

(a) Follow the guidance set forth in the particular rating scheme.
(b) Use the following name convention to appropriately name appraisal files:
· LastName_Last4.pdf
(c) Attach and submit the appraisal(s) via the CA Service Desk using the following link:

https://akocac.us.army.mil/pki/akocaclogin/external_silent_autologin.jhtml?client_name=AKO&client_URL=https://servicedeskw.cpol.army.mil/CAisd/pdmweb.exe

(d) Submit any inquiry or correction requests through CA Service Desk Ticket


(1) Processing Division will:

(a) Respond to the CA Service Desk Ticket
a. Return appraisals to the originator when there is not enough information to process.

EXAMPLES:

· Period covered does not concur with position pay plan and grade
· Ratee name and/or SSN are not present or correct
· Ratee position, pay plan, and grade are not present
· DCPDS cannot locate employee from information provided on the Form
· All pages of form are not received
· Rating of record has not been marked
· Rater has not signed the Form





















APPENDIX B

Account Access


CA Service Desk Access Request
All users who have a MANAGER TAB in PORTAL have access to CA service desk.  Users who do not have a MANAGER TAB need to submit a SANAR and DCPDS User Request Form for CSU Access to their servicing CPAC.  Link to SANAR:

https://cpolrhp.cpol.army.mil/eur/automation/_SANAR.pdf

Refer to the below training slides on how to create a CA Service Desk Ticket. Refer to specific section on when to create a CA Service Desk Ticket.



   




AUTONOA Account Registration

First time users on the AutoNOA site will be required to register. After registration is completed the application will be available immediately.

Use the following link to access the AutoNOA site: https://nccpoc.ria.army.mil/AutoNOA/

Users must have a DCPDS account to submit appraisals through AutoNOA. Users who do not have DCPDS access need to submit a SANAR and DCPDS User Request Form for CSU Access to their servicing CPAC.  Link to SANAR:

https://cpolrhp.cpol.army.mil/eur/automation/_SANAR.pdf
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The following is a direct link to CA Service Desk



https://servicedeskw.cpol.army.mil/cpolsd
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This will open the CPOL Service Desk Log In screen. Log in using your CAC
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This will open the CPOL Service Desk where the user can enter a new request (ticket). 
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When you click on “Create a new request” you will see the screen below and need to fill all of blocks of information requested. 



Tell us about the issue you are reporting in this data field

CA Service Desk Manager Training
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For the “Request Area” simply click on the “Link” which will bring up the list of options. Europe users should select “Europe”, then “Processing”, then “Appraisal/Awards” for tickets that they input. 
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Once All of the Requested Fields have been Entered, the User can “Attached Document” if needed or just Click on “Save” to submit the Ticket (Request).

CA Service Desk Manager Training









Tell us about the issue you are reporting in this data field



Select from Drop-Down
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Users can view the ticket they just created, view other tickets, create another ticket or search the Knowledge Tool other possible problems/tickets.

EMPLOYEE/CPAC INTERFACE DEMO & TRAINING
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CA Service Desk Manager Training

The following is a direct link to CA Service Desk



https://servicedeskw.cpol.army.mil/cpolsd
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This will open the CPOL Service Desk Log In screen. Log in using your CAC
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This will open the CPOL Service Desk where the user can enter a new request (ticket). 
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When you click on “Create a new request” you will see the screen below and need to fill all of blocks of information requested. 



Tell us about the issue you are reporting in this data field
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For the “Request Area” simply click on the “Link” which will bring up the list of options. Europe users should select “Europe”, then “Processing”, then “Appraisal/Awards” for tickets that they input. 
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Once All of the Requested Fields have been Entered, the User can “Attached Document” if needed or just Click on “Save” to submit the Ticket (Request).

CA Service Desk Manager Training
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Users can view the ticket they just created, view other tickets, create another ticket or search the Knowledge Tool other possible problems/tickets.
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