Reviewing Official Tasks

This section will concentrate on the tasks a Reviewing Official (RO) performs to review and
complete a COER. It will cover:

e Logging in to the COER application

e Guest Registration

e Review the following folders: Rater Information, Officer Comments, Rater Scores and

Comments (if a Detailed COER), and Performance Summary.
e Final Concur/Disagree
e Print COER



COER Login

1. From the Commissioned Corps Management Information Services (CCMIS) webpage,
select Secure Area, then Officer, Liaison, and Leave Maintenance Clerk Activities.
From the CCMIS Login, type in Login ID. Press Tab.

Type in Password

4. Click Login.

wmn

£ CCMIS: - Windows Internet Explorer — & x|

@\H/ = [&] https: fdep psc.goveclonin ecmisloin.asps: E 8 [ ] 2] 8 rve search £~

File Edit wiew Favorites Took  Help

.7 Favarites \3.5 Ed suogest=d Sites = @] Free Hotmail & | eb Slice Gallery =

@ comis: | | i - B) - ) o=h - Page -~ Safety~ Toos - @-
America's Health Responders 2

U.S. PUBLIC HEALTH SERVICE
COMMISSIONED CORPS

CCMIS Login

Login ID: [
Password: [

LogIn Clear

Change Password | Forgot Password | Forgot Login ID

=
[pone [0 [ [ [ Trusted sites [¢a - [®imn -~ 4
dstart| @& [ [~ Inbox - Microsoft Ou. | (& (498 unread) - ftbar.. | (& Untitled Page - Wind. . | |7} COER Resource Folder | i51] Officer COER Resou.... || @ ccMIs: - Windows .. [2) | = ‘« B E mzam




Guest User Registration

1. After a Rater assigns a guest user to review the officer's COER an automated email
message is sent to the Guest User from phscoers@hhs.gov.

2. This guest account that will be created exists for only one COER cycle.

3. Below is a sample email that the Guest User will receive.

You must register as a guest user by following the instructions below:

0 Go to: https://dcp.psc.gov/GuestRegistration/GR_Welcome.aspx
0 Enter last name:

0 Enter guest ID:

o Click "Submit"

o Verify/correct your contact information (Especially email address!!) .
o Click "Submit"

0 Create LOGIN ID minimum 6 characters

(letters and numbers only, no punctuation, must start with letter) .
0 Create password minimum 8 characters with 1 number

(letters and numbers only, no punctuation, must start with letter) .
o Confirm password

0 Select and answer a secret question.

0 Enter SSN# wherever possible

OR

Enter Date of Birth and create a 4 digit PIN# .

o Click "Submit"

After registering as a guest user, you will be directed to the
Commissioned Corps Management Information System (CCMIS)
Activities Login screen https://dcp.psc.gov/cclogin/CCMISLogin.aspx

0 Enter LOGIN ID (created above):
0 Enter password (created above):


https://dcp.psc.gov/GuestRegistration/GR_Welcome.aspx
https://dcp.psc.gov/cclogin/CCMISLogin.aspx

Review

1. From the Activity Tree, under the Reviewing Official folder, select the officer you have
chosen to perform the Final Review.

2. Select the folder View Officer Comments. Review Officer Comments.

3. Select the folder Scores and Comments to review scores and Rater comments (Detailed
COER only).

4. Select the folder Summarize Performance to review overall performance of the officer,
strengths and areas of improvement.
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View Scores and Comments

SECTION 3: PERFORMANCE EVALUATION: _Cranp

Expand Al Questions |
|2 -D nd icates vision and sense of purpose; nurtures an
conductive to ishing the on's mission.
2. Initiative and Growth- Recognizes and acts on ic and personal needs,
resulting in of goals and growth in skills.

3. Communication Skills- Conveys clear and succinct written and verbal messages that are
appropriate to the audience. Listens to and understands information from others.

4. Interpersonal Skills - Facilitates relationships in a manner that motivates others to maximize
their abilities, skills, and knowledge to affect the desired outcomes.

S. Planning and Organization - Balances workload to ensure timely completion of projects.
accommodating multiple and changing priorities.

6. Professional Competencies - Demonstrates knowledge, skills, and abilities to finction
successfully in the position.

7. Analysis, Judgment and Decision-Making- 1dentifies and considers information in order to
reach sound conclusions and take appropriate actions.
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Final Review of the COER

o

Select the folder Final Concur/Disagree.

Choose one of the four response options.

7. Provide comments in the comment box below. The text limit is 3 lines. Comments are
required if the RO disagrees with the evaluation.

8. Click Submit. Please click this button only once to avoid errors.

9. You will see a message that the COER has been completed.
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Final Concur/Disagree
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Review Complete
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Print COER

From the Activity Tree, select Print COER

From the list of officers, choose the officer’s whose COER you would like to print.
Click on the “Select” button.

You will be able to page through all four pages of the document and print the

document. If the document is not completed it will have the title "Draft" on the top of it.

PLbdE

(= Untitled Page - Windows Internet Explorer

@'C/ = [ &1 httor/1158.72.54.45 coers Lojrestricted/COERZ_Print, aspx ¥ [42] (%] [ 2]~
File Edit Miew Favorites  Tools  Help
= »
w & [@umt\edpaqe [ I 5 - B & - [2hPage - £ Took -
(3 Officer Information Click on one COER to print

-] Resources

B3] Officer (My COER)

i Preview

-] Chedk COER Status

{23 Notify Rater Again - Email

B[] Rater Role Officer Type Scores PersonlD

-] CDR SMITH, JANE
oy Enter Ratr CDRSMITH, JANE R~ 45356565 65226

Done €D Intermet E 100 v

2 untl,.. | 8 scree.. [ 5 scree. Socu.. Micra.. = B. @t @ 114a0am

Example of Printed Draft of COER



led Page

indows Internet Explorer

® [&] hitp/katana COERS 1 1 fviewstar {COER_cOPF_Guestions, aspx PersonlD=£6593

(=] [#2 /[ x| [ ive Search

=18l

o

File Edit ‘View Favortes Tools  Help

7 Favorites | o [ suggested sites » @ Free Hotmal @] web Slice Gallery +

@ Unkitied Page | | %3 - B - [0 e - Page- safety - Taok - ”
Return to COERs Menu |
e I ] e » M 1/2 =] IMain Report - | I i) I 100% =] Bus-ln-:_ssoil‘oell

Department of Health and Human Services
Commissioned Corps of the U.S. Public Heatth Service

-DRAFT-
Commissioned Officers’ Effectiveness Report

Officer's SERNO

SECTI

N 1. ADMINISTRATIVE DATA: Required
PART |. OFFICER ADMINISTRATIVE INFORMATION.

a. Name and Rank of Rated Officer (Last, First, M|, Rank):

QUINTYNE, CATHY, E. CAFT From: 10/01/2010

b. Period Covered by Report (MM/DDAYY):

To 09/30/2011

©. type of report ANNUAL

d. HHS Division or Non-HHS Organization for Report Period:

. position/billet titke for report period:
BOP

CHIEF, COMPLEX NURSING UNIT

. Position/Billet Grade for Report Period (check highest):
0-6

PART Il. RATER'S COMMENTS AND SIGNATURE.

g.in current bilet since

a. Name and Job Title of Rater (Last, First, M, Title ) b. Phone Number.

CAPT GREEN, ARDON 817-782-4612 %4612

c. Time supervising this officer

0 Years 1 Months

d. Please rate the officers overall performance of job duties during the report period

SATISFACTORY

&, Strengths: List the areas where the officer displays strong qualties and superior skils. (3 lnes = 240 Courier New 10 pt

cparacters)
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