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Using the Appraisal Entry Tool 

in AutoNOA 
 

(A Step-by-Step Example) 

SWD CPAC 
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Contact your CPAC MER Specialist 
before proceeding with the 

Appraisal Entry tool for 
Performance Appraisals                

with a final rating of                  
“Needs Improvement” or “Fails”. 

 
 

 
 
 



Objective 
 

To enter employee Performance Appraisal 
information into DCPDS and upload the TAPES 
Appraisal forms directly into the employee’s 
eOPF. 
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Senior System Form Sequence 

Because the submitted PDF file will become the official electronic record for each 
employee, appraisal files must contain all required forms and **acceptable 
attachments.  In addition, the pages found within each file must appear in the 
correct sequence as identified below.   
 

SENIOR SYSTEM Performance Appraisal document scanning sequence: 
1. Senior System Civilian Evaluation Report (DA Form 7222, front) 

2. **Performance Objectives continuation  sheet(s), if any 

3. Senior System Civilian Evaluation Report (DA Form 7222, reverse) 

4. Senior System Civilian Evaluation Report Support Form (DA Form 7222-1, front) 

5. Senior System Civilian Evaluation Report Support Form (DA Form 7222-1, reverse) 

6. **Employee’s Significant Contribution statement, if any 

7.  **Special Appraisal forms (finalized), if any 
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NOTE:  Please ensure that all pages contained in the PDF files have been scanned at an appropriate resolution so as to be 
legible, that the pages are straight and are oriented in the same manner (i.e. all pages are facing top-to-bottom).  It is 
important that the scanned pages contained in the PDF files be clear as this will become the official rating documentation that 
will be inserted into the employee’s Electronic Official Personnel Folder (eOPF). 



5 

Because the submitted PDF file will become the official electronic record for each 
employee, appraisal files must contain all required forms and **acceptable 
attachments.  In addition, the pages found within each file must appear in the 
correct sequence as identified below. 
 

BASE SYSTEM Performance Appraisal document scanning sequence: 
1. Base System Civilian Evaluation Report (DA Form 7223, front ) 

2. Base System Civilian Evaluation Report (DA Form 7223, reverse) 

3. Base System Civilian Performance Counseling Checklist/Record (DA Form 7223-1, 
front) 

4. Base System Civilian Performance Counseling Checklist/Record (DA Form 7223-1, 
reverse) 

5. **Employee’s Significant Contribution statement, if any 

6. **Special Appraisal forms (finalized), if any 

 

 

 

Base System Form Sequence 

NOTE:  Please ensure that all pages contained in the PDF files have been scanned at an appropriate resolution so as to be 
legible, that the pages are straight and are oriented in the same manner (i.e. all pages are facing top-to-bottom).  It is 
important that the scanned pages contained in the PDF files be clear as this will become the official rating documentation that 
will be inserted into the employee’s Electronic Official Personnel Folder (eOPF). 



Access the AutoNOA website at: 
https://nccpoc.ria.army.mil/autonoa/HOME/Default.aspx 
 
1.)  Start by clicking on the “Appraisal Entry” link. 

1. 
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The Appraisal Entry screen provides general information about the Appraisal Entry process via AutoNOA. 
 
2.)  To begin, click on the “SELECT FORM” dropdown arrow. 
 
NOTE:  To view previous submission history, click on the red “VIEW ALL SUBMISSIONS” link. 

2. 

Ensure the Senior 
Rater has also 

signed the form  

Replacement  
may be necessary  

as a result of 
grievances, 

administrative 
errors, settlement 
agreements, etc. 

Ensure employee 
appraisal forms are 
scanned and saved 
on the computer 

prior to input. 
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3.)  Always select the “TAPES Appraisal Entry Form” option. 

3. 

8 



Access to employees is based on DCPDS permissions.   
 
4.)  If your employees are listed on multiple pages, select from the page numbers below to view employees 
not shown on the current page.   
 
NOTE:  To sort fields, click on the column headings (alphabetically, ascending/descending, etc).  You may click 
“RESET ALL FIELDS” to undue the sort. 

4. 
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5.)  To select an employee, click on the “SELECT EMPLOYEE” hyperlink on the right side of page. 
 
NOTE:  To search for a specific employee, click on the “YES” radio button for the “MISSING A CURRENT/PAST  
EMPLOYEE FROM THE LIST ABOVE?” option and follow the prompts to select the employee.   

5. 
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The employee’s current appraisal rating information is shown.   
 
6.) Select the “ANNUAL” radio button ONLY  as “REASON FOR SUBMISSION” (the Special & Intern radio 
buttons should never be used). 
 
NOTES:   
-  Special Appraisal forms are to be combined with an employee’s annual appraisal  documents (see slides #4 
and #5) .  Special Appraisal ratings are NOT entered into DCPDS. 
-  Interns are appraised via the Annual Appraisal process. 

6. 
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7.)  Enter the dates requested and select “CONTINUE” when ready to proceed. 
 
NOTES:   
-  Dates can be selected using the calendar that automatically appears when clicking in the date fields (as 
shown below). 
-  If the dates entered overlap dates from a previous rating cycle, you will be instructed to check the dates (as 
shown below). 

7. 
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For this example, John Doe is a Senior System employee.  Entering Performance Appraisals for Base System 
employees can be accomplished using the same basic concepts as shown in this example. 
 
8.)  Select the “SENIOR SYSTEM” radio button. 

8. 
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9.)  John Doe’s position does not have supervisory duties, so the “NO” radio button has been selected. 
 
NOTE:  AutoNOA will automatically add the supervisory objectives when “YES” for supervisory duties is 
selected.  

9. 
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The number selected should 
include any that were ultimately 

not rated at the end of the 
rating period. 



10.)  Select the total number of non-supervisory performance objectives for the employee’s performance 
plan (also include any that were “Not Rated (NR)”). 
 
For this example, John Doe was rated on four objectives. 

10. 
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11.)  Select the rating given for each objective from the pull-down menu in the Score column.   

11. 
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12.)  Once all objective ratings are entered (as in the example below), select the Overall Performance Rating  
radio button and click on “SAVE OBJECTIVES.” 
 
NOTES:  
-  If you receive an error message indicating that the Overall Performance Rating has been calculated 
incorrectly, DO NOT PROCEED.  Be sure to verify that the objective ratings in the Score column were entered 
accurately and that the Overall Performance Rating on the Appraisal document was calculated correctly. 
-  If changes need to be made to the Appraisal document, ensure that the Rater and the Senior Rater are in 
agreement before proceeding (changes to the document will require re-scanning before uploading). 

12. 
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13.)  To attach the electronic PDF appraisal file for the employee, click “BROWSE” to search for the 
appropriate file on your computer.   

13. 
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14.)  Locate the file and click “OPEN” to proceed. 

14. 
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15.)  Click “INSERT APPRAISAL” to proceed. 

15. 
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You cannot proceed until you have opened the attachment to verify that the correct appraisal was attached .   
 
16.)  Click on the “OPEN ATTACHED APPRAISAL” link to verify. 

16. 
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17.)  A “FILE DOWNLOAD” box will appear.  Click “OPEN.” 

17. 
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18.)  Verify that the attached PDF file is in fact the correct performance appraisal for the employee identified. 
Close the document after verifying.  

18. 
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19.)  Click on the green “YES” button to confirm that the correct appraisal was attached. 

19. 



After the annual appraisal has been submitted it will be automatically entered into the employee’s eOPF.    
 
20.)  To enter appraisals for additional employees, click on the “INSERT ANOTHER APPRAISAL” link. 
 
NOTE:  Do NOT enter performance awards from this link.  Performance awards should be entered using the 
“U.S. Awards Submissions” link shown on the AutoNOA homepage.  Instructions for submitting awards can 
be found on the CPAC homepage at: http://www.swf.usace.army.mil/swd-
cpac/WordDoc/AwardsAppraisalGuidance/InstructionsforSubmittingAwardsGuidance.pdf 
 

20. 
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Additional Resources 

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