
Submitting  
 Performance Awards  

Using the Appraisal Entry Tool 
in AutoNOA 

 

(A Step-by-Step Example) 

SWD CPAC 



Objective 
 

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

1. 
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2.)  The Requestor should complete the “Required Information” and “Optional Remarks” as necessary and 
click “SUBMIT AWARD” to initiate the Award approval process. 
 
NOTES:   
-  It is 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. 

2. 
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After submitting the award, an email notification will be sent to the Authorizer to authorize the award.    
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3.)  Once the email has been received, follow the link to be taken directly to the award pending approval. 

3. 

6 



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. 

4. 
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5.)  Once the awards have successfully been submitted for processing, click “CONTINUE” to return to the 
Home screen. 

5. 
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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.  

6. 
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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. 

7. 
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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. 

9. 

8. 
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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. 
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Additional Resources 

• CPAC Contact List: 
– http://www.swf.usace.army.mil/swd-cpac/phone.asp  
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