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Step 1: Log into AKO and double click FHoems
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Selectinbox by clicking on the tab

| /& My Forms on Army Knowledge Online - Windows Internet Explorer provided by Microsoft
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Army transitions to Vista Operating System

The Army’ a and XP compatible form wer 3.5.1) and digital signature (Approvelt 6.1) solution is
now available via the Army Gold Master

m

APD Rolls Out Phase 1 of the Wizardized DA Form 260

Welcome to APD's "My Forms" Portal (Version 2.0)

What is the "My Forms" Portal v2.07 The "My Forms" Portal is the Army Publishing Directorate's (APD) next-generation

forms content management system. "My Forms" Portal v2.0 provides an Army enterprise forms system situated behind the |
Army Knowledge Online (AKQ) to improve the management of thousands of forms-based processes. The solution includes
Army enterprise-wide licenses for new electronic forms software, Lotus Forms Viewer, and new electronic approval |

software, Approvelt Desktop

What you will be able to do:
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In Form Number type2166and clickSearch
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Click ooNCOER COUNSELING AND SUPPORT FOF
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Click the box next t&€ompleteNCOER and Support form using
wizard format, then selectNext
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NCOER COUNSELING AND SUPPORT FORM

DA FORM 2166-8-1

NCOER Counseling and Support Form e-Form Choices

MNOTE: Once you select a particular format, you will not be able to change it

x Complete NCOER Counseling and Support Form using wizard format.

Wizard Features:

Regulation-based guidance leads user through the NCOER Counseling and Support Form
step-by step

Speeds completion of the form by pulling data from Army database

Checks certain fields for accuracy

Facilitates DA processing by reducing common errors

D Complete NCOER Counseling and Support Form form without using wizard format.

Wiews Form Features:
Functions similar to FormFlow
Disables all Wizard features
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Drop down windows:
Component USARUnited States Army Reserve)
Status CodeTPU(Troop Program Unit)

NOTE: These are examples for this presentation.
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NCOER COUNSELING AND SUPPORT FORM

DA FORM 2166-8-1

You have selected to create an NCOER form using the wizard. If this is correct, select the component the
Soldier belongs to and click the Mext button to continue. If this is not correct select the Previous button to try
again

onent does the Rated Soldier belong to?

Component

vsin -

Status Code

N

MOTE: Mot sure in what component the Rated Saldier is sening?

Ask the following question:

WWho manages the Rated Soldier's career and promotions as of the thru
date of the report?

If the answer is EREC, then the Scldier is Regular Army (RA)
If the answer is HRC-5t Louis, then the Soldier is USAR
If the answer is HQs, Mational Guard, or his home state, then the Saoldier

i5 ARNG.
Still not sure? You will have the option to edit the component on the View
Form page
[ Next ]
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SelectBegin NCOER Counseling and Support Form

|ﬁ"l https://myforms. us.army.milfwps/PA_1_0_FL/DownloadFormServlet?field.formtype=DA% 202166-8-1&fiel - Microsoft Internet Explorer E]
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- NO DATA. Please click the Begin MCOER Counseling and Suppart Form button belaw to initiate a form.

. - NCOER COUNSELING AND SUPPORT FORM

. & Link to AR 623-3

DA FORM 2166-8-1

— [0
Introduction

Welcome to the NCOER Counseling and Suppaort Form Wizardl Evaluation Reports are used to identify Soldiers who are best
gualified for promotion and assignments to positions of greater responsibility. Evaluation Reports also identify Soldiers who will
be retained on duty and in grade, or eliminated from service. Most importantly, evaluations encourage leader professional
development and enhance mission accomplishment.

Using the NCOER Counseling and Support Form for initial and follow up face to face counseling solidifies the communication
process between rating officials and the Rated Soldier, develops elements of duty description, responsibilities, and performance
objectives, and enhances mission-related planning, assessment, and performance development.

lJsing this wizard gives you regulatory guidance which is built into the form. You will also be able to pre-populate administrative
information from the personnel database of record. Also, while using the NCOER Counseling and Support Form Wizard, you
may:

MNavigate between sections and pages using the tabs along the top and left side of the Wizard

YWiew the form by selecting "View Form”

Electronically sign the form by selecting "View Form” and clicking on the desired signature block

This form is stored within the AKO MyForms portal and can be updated at any time. At the end of the rating period, raters may
use this form to initiate an NCOER by selecting this option in the "sp. tasks" function button.
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Selectt dzi 2 YI GAOFf & L2 LK

|.i‘i°"| https:/imyforms. us.army.mil/wps/PA_1_0_FL/DownloadFormServlet?field. formtype=DA% 2021 66-8-1&fiel - Microsoft Internet Explorer E]
S| Q8| @l 2] V3] o~ @] 7@ @

- NGO DATA, Please click the Begin MCOER Counseling and Suppart Form button belaw to initiate a form.
NCOER COUNSELING AND SUPPORT FORM

Link to AR 623-3
DA FORM 2166-8-1

IAdminiStrative Datal
Data Entry -

Rated Soldier Select Method for Data Entry — Rated Soldier

You may automatically populate this NCOER Counseling and Support form by retrieving the Rated Soldier's
personnel information fram the Army personnel database. If you choose not to prepopulate this form, you will be
reguired to manually enter all required information.

D Manually enter Rated Soldier's administrative data.

A tornatically populate the Rated Soldier's administrative data by searching the Army personnel database. If any of
e administrative infarmation is incarrect as pulled from the personnel database of record, you can manually

change the information within the form. You must use other channels (S1 aor Admin Suppaort) to have the incorrect
infarmation changed.

Enter requested data and click SEARCH. (All fields highlighted in vellow are required.)

Rated Soldier's S5 Rated Soldier's Last Name (First Two Letters)
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¢CelLS AY NIUOSR {2f RASNX
Name

|®j https://myforms. us.army.milfwps/PA_1_0_FL/DownloadFormServlet?field. formtype=DA%202166-8-1&fiel - Microsoft Internet Explorer E]
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- MO DATA. Please click the Begin NCOER Counseling and Support Form hutton below to initiate a form.

NCOER COUNSELING AND SUPPORT FORM L (o 5

DA FORM 2166-8-1

Adrninistrative Datal

Data Entry -
poett” | Select Method for Data Entry — Rated Soldier

You may automatically populate this NCOER Counseling and Support form by retrieving the Rated Soldier's
personnel information from the Army personnel database. If you choose not to prepopulate this form, you will be
required to manually enter all reguired information.

D Manually enter Rated Soldier's administrative data.

& Autamatically populate the Rated Soldier's administrative data by searching the Army personnel database. If any of
the administrative information is incorrect as pulled from the personnel database of record, you can manually
change the infarmation within the form. You must use other channels (S1 ar Admin Suppnr‘c) to hawve the incorrect
infarmation changed.

Enter requested data and click SEARCH. (&l fields highlighted in yellow are reguired.)

Rated
2-1231

Rated Soldie ast MName (First Two Letters)
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SelectContinue NCOER Counseling Support Form
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RATED SOLDIER:  MORRIS, DARROME MAURICE

NCOER COUNSELING AND SUPPORT FORM Lk to AR 625.3

DA FORM 2166-8-1

—[1m

Search Results - Rated Soldier

If search results are correct, click Continue NCOER Counseling and Support Form to view data.
If search results are incorrect, click SEARCH AGAIN to begin a new search or Continue to manually enter data.

Soldier Found

MNAME: MORRIS, DARROME MAURICE
SSN: D1 231

RANK: 556G

Fage 1a of 6
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Update / correct data that was uploaded from the
Army data base

|.i‘i°"| https://myforms. us.army.milfwps/PA_1_0_FL/SessionCheckServlet?UserlD=darrome.m.morris&action=oe - Microsoft Internet Explorer
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FATED SOLDIER:  MORRIS, DARROME MAURICE

NCOER COUNSELING AND SUPPORT FORM

Link to AR 623-3
DA FORM 2166-8-1

Administrative Data

Administration Data - Rated Soldier

Admin Data - | 3 Name g s First Micidie iniia) b. SSN
Rated Soldier
tMORRIS, DARROME MAUTRICE -1231
c. Rank d. Date of Rank e PMOSC  CLICK HERE
588G v 20070901 =
f.1. Unit Organization Station £ip Major Command f.2. Status Code
MATNT HQ TPU v
|. Rated NCO'S AKO Email Address n. CMD o, PSB
darrorne mmorris@us. army.mil . UIE Lo Lo

WEMTTI v v

Enter the first date of the rating period: CLICKHERE
(O Y MMDDY

Recommend you use a .gov or.mil
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a. Abbreviate Middle name, (M.) e. Add PMOSC, (42A30), f. Add Company name (0322 CS (
MAINT, Arden Hills, MN 55126862), n. CMD Code (5C) dropdown selection

|&"l https:ffmyforms.us.army.mil/wps/PA_1_0_FL/SessionCheckServlet?UserID=darrome.m.morris&taction=oe - Microsoft Internet Explorer E]
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RATED SOLDIER:  MORRIS, DARROME M.
NCOER COUNSELING AND SUPPORT FORM Link to AR 623-3
DA FORM 2166-8-1
Administrative Data
Administration Data - Rated Soldier
Sdmin Datg ) a. Name (Last First Mici itial) b. SSN
ated Soldier
*Note: MORRIE, DARROI\@ :1 231
beginni d. c. Rank d. Date of Rank - Ph CLICK HERE
eginning day =
of rating period 583G F 20070501 42430
(15tof 4 f.1. Unit Jrganization Station o Wajor Command f.2. Status Code
quarterly 0322 CF CO MAINT, ARDEN HILLE, MN 55126-5860 29TH RRC > TPU F
counselings
|. Rated NCO'S AKO Email Address n. CMO\o. PSE
m. UIC ode
darrome m.morris@us. army.mil WEMTT1 F
Recommend you use a .gov or.mil
\erthe first date_af the rating period: CLICK HERE
ﬂ Page 2 of 6
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SelectAutomatically populate the rating chain dat#

'&] https:/imyforms.us.army.milfwps/PA_1_0_FL/SessionCheckServlet?UseriD=darrome.m.morris&action-oe - Microsoft Internet Explorer
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FATED SOLDIER:  MORRIS, DARROME M.

NCOER COUNSELING AND SUPPORT FORM .
DA FORM 2166-8-1

Administrative Datal.ﬁmm

Select Method for Data Entry — Rating Chain

D Manually enter rating chain data.

amatically populate the rating chain data by searching the Army personnel database. If any of the
inistrative information is incorrect as pulled fram the personnel database of recard, you can manually
ange the information within the form. You must use other channels (S1 or Admin Suppart) ta have the
correct information changed.
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Type in SSNs of thater,Senior RaterandReviewer
and first 2 letters of their Last Name

JO

-

Click Search/



