
AutoNOA 
Manager Appraisal Entry 

Purpose:  This new web site is designed to give the manager in 
the field a “One-Stop” shop for the input of their employee 
appraisals. 
 
Current Appraisal Types Covered: 

• TAPES Appraisals 
• JTF CapMED 

 
Requires the inclusion of a PDF appraisal form 

• Automatically enters the appraisal document into eOPF 
 

Ratings Based awards RPA may also be input at the same time 
as the appraisal entry! 
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Manager Appraisal Entry 
Introductory Screen 
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•Introductory screen gives the manager instructions and general 

information about the Appraisal Entry form via AutoNOA. 

•Manager chooses type of appraisal they will be entering from dropdown. 



Manager Appraisal Entry 
Employee Listing Screen 
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•Managers can only view employees based upon the security information 

provided on their DCPDS SANAR form.  

•They will select an employee by clicking on the “Select Employee” hyperlink. 



Manager Appraisal Entry 
Specific Employee Screen 
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On this screen, the manager will select the type of appraisal as 

well as the appraisal period start and end date.  We will also 

ask for the date the senior rater signed the appraisal. 



Manager Appraisal Entry 
Specific Employee Screen 
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AutoNOA will ensure the appraisal period start and end dates do 

not conflict with prior appraisal information and automatically 

calculate the next appraisal due date. 



Manager Appraisal Entry 
General Objective Screen 
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The manager will answer basic question about the objectives that 

were used for this specific employee’s appraisal 



Manager Appraisal Entry 
Specific Objective Screen 
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Based upon the information provided by the manager, the objective score 

entry screen will be automatically adjusted to accommodate the correct 

number and combination of objectives. 



Manager Appraisal Entry 
Specific Objective Screen 
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Managers will be given a dropdown menu of options for the specific 

objective ratings. 



Manager Appraisal Entry 
Specific Objective Screen 
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Based upon manager input, AutoNOA will “Check the Math” to make sure 

the final rating matches the input of the individual objective scores. 



Manager Appraisal Entry 
Supporting Documentation Screen 
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On this screen, the manager is asked to attach a PDF version of the 

employee appraisal form.  This file will automatically be uploaded into 

eOPF. 



Manager Appraisal Entry 
Verification Screen 
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On this screen, the manager is asked to verify that the attached PDF file is 

in fact the correct appraisal form for the employee identified. 



Manager Appraisal Entry 
Completion Screen 
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Once an appraisal has successfully been submitted, you will be given an 

option to request an award for the same employee. 



Manager Appraisal Entry 
Award Entry Screen 
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Options include a ratings based cash award, time-off award or both. 



Manager Appraisal Entry 
Award Entry Screen 
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This is an example of a cash award request. 



Manager Appraisal Entry 
Award Entry Screen 
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This is an example of a manager requesting both a cash and time-off award. 



Manager Appraisal Entry 
Award Entry Screen 
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QUESTIONS 
 

Submit a CA Service Desk Ticket to the 

CHRA-E Team, click on the below link: 

 

https://servicedeskw.cpol.army.mil/cpolsd  

 
 

 

 

We’re happy to assist you! 

Follow the CA Service Desk 

Manager Training on the 

next pages 

https://servicedeskw.cpol.army.mil/cpolsd


CA Service Desk 
Manager Training 
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This will open the CPOL Service Desk Log In screen. Log in using your CAC 



CA Service Desk 

Manager Training 
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This will open the CPOL Service Desk where the user can enter a new request 

(ticket).  

PEANUTS, SNOOPY 



CA Service Desk 

Manager Training 
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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 

PEANUTS, SNOOPY 

01149631411xxxx SNOOPY.PEANUTS@US.ARMY.MIL 

PEANUTS, SNOOPY 



CA Service Desk 

Manager Training 

20 

For the “Request Area” simply click on the “Link” which will bring up the list of 

options. Europe users should select “CHRA Routing-EU” for tickets that they input.  



CA Service Desk 

Manager Training 

21 

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). 

Tell us about the issue you are  

Reporting  in this data field 

01149631411xxxx SNOOPY.PEANUTS@US.ARMY.MIL 



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. 


