Submitting
Performance Awards
Using the Appraisal Entry Tool
in AutoNOA

(A Step-by-Step Example)



Objective

To submit employee Performance Awards
after entering their TAPES Performance
Appraisals.



1.) After the employee’s Performance Appraisal has been submitted, select the “CLICK HERE TO SUBMIT A
PERFORMANCE AWARD FOR THIS EMPLOYEE” link to begin the award submission process.

Appraisal Entry
TAPES Form

Home
Welcome to the AutoNOA appraisal entry form.

Thank you for your submission.
1 I Click here to submit a performance award for this employee.




2.) The Requestor should complete the “Required Information” and “Optional Remarks” as necessary and
click “SUBMIT AWARD” to initiate the Award approval process.

NOTES:
- Itis encouraged to enter the “EFFECTIVE DATE” of the Award(s) as the same day that the awards are being

submitted.
- The system will NOT allow an Award to be submitted that does not have an effective date within 30 days of

the current date.

Employee Information

JOHN DOE HR SPECIALIST GS-0201-09

Required Information

840 Performance Award
Select Award Type 846 Time Off Award
o Both 840 & 846 Awards

Performance Award Amount [1000 |
Time Off Award Hours Jao |
Effective Date |720/2012 |
Authorizer ISMITH, SALLY S.|+]
RM Approver (Optional) N/A [~]

Optional Remarks

Performance Award Remarks

ZZZ Remark: Performance Award for |Rating period 01 Oct 2010 through 31 Oct 2011

Part D Remark: | [PrRac% 45678 ]

Time Off Award Remarks

ZZZ Remark: Time Off Award for |Rating period 01 Oct 2010 through 31 Oct 2011 | -

Part D Remark: | | |

p) [ Submit Award |




After submitting the award, an email notification will be sent to the Authorizer to authorize the award.

- 00000/
Performance Award Entry

Home
Thank you for your submission.
An email notification has been sent to the authorizer to authorize the award.
Submit another appraisal




3.) Once the email has been received, follow the link to be taken directly to the award pending approval.

Message Adobe PDF @)
— — &= = |
:—% Q _% x e ==t = % &1 safe Lists ~ E ? Q]A-I &% Find
Ehy Related -
Reply Reply Forward Delete Move to Create  Other Block [ Mot Junk Categorize Follow Mark as
to All Folder - Rule Actions ~ | Sender = Up -~ Unread ki Select -
Respond Actions Junk E-mail = Options E] Find
From: USARMY.RIA.CHRA.MBX.AUT ONOA@MAIL. MIL Sent: Fri 6/8/2012 9:33 AM
= SMITH, SALLY S.
Cc:
Subject: Action Requested: Award Authorization
- SN
Action Requested: —

An Award request is awaiting your review and authorization on the AutoMNOA website.
The award will not process without your physical approwval on the site.

Please oo tos
https://nccpoc.ria.army.mil/autonoa/MASS AWARDS/Authorize.aspx

3.

Further instructions are on the website.

Thank ¥You,
The CHRA AutoNOA Team

**#*please do not respond to this email.***

«




Here are the awards pending the Authorizer’s approval.
4.) To authorize the award(s), the Authorizer can either:

a.) Select the corresponding checkbox(es) for each award and click “SUBMIT REQUEST”, or
b.) Select the “AUTHORIZE ALL” button and click “SUBMIT REQUEST”

NOTE: To modify the award amount(s), click on the “WRONG AWARD AMOUNT? CLICK HERE TO MODIFY THE
AMOUNT” link at the top center portion of the page.

Award Submissions

Wrong Award Amount? Click Here To Modify the Amount.

i Emplovee Effective - Payment Award : S 3 X
FMPLOYEE Number D_ NOA —'_ e Requested By Ticket Number Remarks Authorize Deny

125393 JOHN DOE guEuR O Dlar 109 AWRD45733 FRECE #3678
Pedfomance  Amomt

125394 JOHN DOE 08 hl2012  846-TmeOf  Hours 40 AWRD045734 ' 0 |

4. | submitRenest




5.) Once the awards have successfully been submitted for processing, click “CONTINUE” to return to the
Home screen.

Award Submissions

These people have successfully been submitted for processing.




6.) The Authorizer may view the history of the awards that have recently been authorized by scrolling over
the “AUTHORIZER” tab and clicking on “HISTORY.” From here, the recent award submissions and their
completion status can be seen.

Award Submissions

Authorizer  »
Approved EMPLOYEE mployee Number Effective Date Submit Date Error RM Approved
JOHN DOE 08 Jul 2012 6/8/2012 943:16 AM NA

Y JOHN DOE 08 Jul 2012 1500 6/8/2012 94316 AM  6/8/2012 9:46:20 AM NA

Award Amount Requested By Complete




7.) The Authorizer may view other awards pending approval for employees in their organization by scrolling
over the “AUTHORIZER” tab and clicking “AUTHORIZE.” Currently, there are no records that are ready to be
authorized (as shown below).

NOTE: If the Authorizer does not authorize the award within 30 days of submission, it will automatically be
deleted from the system and the employee will NOT receive the award.

Award Submissions

Hew: Any ticket not fully submitted for processing will be deleted after 30 days of inactivity.

'ﬁrong Award Amount? Click Here To Modify the Amount.

Request - Tidkel -y vy Dmoyee  Daie o, Domest  ded  Beelel o Remiars Athars Diay
D N RO Nuer Dk 8 e memt By el -

No records are ready to be B
Authorized J B O

10




8.) The Requestor may also view the awards that they submitted and their completion status by scrolling
over the “REQUESTOR” tab and clicking “VIEW UPDATE.”

9.) The most recently created tickets will flow to the top. Select a ticket number and click “VIEW REQUEST”

to proceed.

Award Submissions

iewl\pdate 8.

Mew ticket order: Your newest ickets will flow to the top.

Ticket Number
| R || o.

AWRDOSTIY

11




10.) Here is an example of the View/Update Award Status screen.
The Requestor can see that the award has been authorized and is currently “IN PROCESSING”

NOTE: Awards can no longer be modified when they are In Processing.

Award Submissions

New ticket order: Your newest tickets will flow to the top.

Ticket Number

ey

Request Number RPA Created  Award Stams ERROR
12JUNSCS_CPOC0920031 6/8/2012 9:46:54 AM In Processing

Employee Employee Number Last Update Requested Authorized RM Approval
1 JOHN DOE : 08 Jun 2012 e Y

12




Additional Resources

e CPAC Contact List:

— http://www.swf.usace.army.mil/swd-cpac/phone.asp
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