Flag Performance Assessment Report Software (FPARS)
June 20, 2003
Requirements

NMCI compliant computer with floppy drive, 4MB free space on hard drive C:, Win2000 and Office2000 (Access, Word, PowerPoint, and Outlook) must be available. The software will not work with Access97 or with AccessXP. (Note: We have successfully run the software on a Win98 computer with Access2000, but cannot guarantee proper operation overall.) 

Installation Instructions

FPARS is an Access application distributed via a self-extracting zip file It will be installed onto your hard drive and a run shortcut/icon will be placed on your desktop.

CD Distribution or Floppy Disk Distribution:  

i. Insert the CD into the drive, and browse to the CD drive using Windows Explorer. Double click on the only file to begin the installation.

Online Distribution: 

i. Go to www.e-reservist.net/fpars 

ii. Right click “Full Install Software”, then click on SaveTargetAs. Save into MyDocuments folder for easy retrieval.

iii. Open a Windows Explorer window. Browse to MyDocuments folder. Double click on the install file to begin installation.

Email Distribution: 

i. Open distribution email. You will notice an attachment labeled FPAPSinstall.

ii. Right click on the attachment, then click on SaveAs. Save into MyDocuments folder for easy retrieval.

iii. Open a Windows Explorer window. Browse to MyDocuments folder. Single click on the file, press the F2 key and rename the file, adding “.exe” (without quotes). Finally, Double click on the FPAPSinstall file to begin installation.

1. The extract/install window appears. Press the Unzip button. Making any changes to any of the options will result in failure to run the software.

2.  Press “Next>>” to continue or Cancel to halt the installation.

3. Press “Next>>” again. (While you can install the program in some other location, it will be more difficult to support if you should have problems.)

4. Enter a username (1 word) and password as directed. (If the Next>> button doesn’t light up, move your cursor out of the password box, using TAB.) 

5. Please take one moment RIGHT NOW to write down your login/password

6. Click “Install” to finish the installation. Press OK to confirm install.

7. Press Exit to conclude the Install

8. FPARS is now installed on drive C:\Program Files in the Flag Reports directory

9. To run the Flag Report software, dbl-click/run the shortcut icon on your desktop.

To get the latest version of the software, send email to FPARS-help@e-reservist.net

General advice using this new software: 

· Go Slow the first few times using the software. While very intuitive, there are subtleties which become apparent as you become more familiar with it.

· Take time to look at the entire screen, scroll up/down to see the buttons and directions at the top and bottom of each screen.

· Whenever there is a drop-down-box, press on the down arrow to see what is offered, and perhaps save time/effort by skipping the typing.

· All dates are in MM/DD/YYYY format

· Finally, you can’t “hurt” the software, so feel free to experiment.

Want to see the screens which go with these instructions?


If you installed program in default location, click on link below (or browse for correct location): Browse/Open C:\Program Files\Flag Reports\Help\HelpFile.pps
Or, if that doesn’t work well,

1. Send email to FPARS-help@e-reservist.net 

2. You can download a PowerPoint presentation which you can view or print.

Send your feedback to Flag Matters:  p00F1@bupers.navy.mil 

Running FPARS for the first time

1. Double click the Shortcut to Flag Reports icon on your desktop. Enter your login/password. 

2. The first thing you must do is to enter a Reporting Senior (RS) – the person who will be using this software to write Flag Reports. From the main menu, click on “Reporting Senior Data” button.

i. Each Reporting Senior has been provided a list of Officers for whom the RS will be writing Reports. In the main screen, click on the “New” button at the bottom of the page and enter the required information for each officer assigned. (The data is available at the Flag/SES web.) Press the Reporting Senior Data button on the main menu.

ii. Enter RS SSN, Name (Last, First, MI), Grade (select from list), Designator, Branch (select from list), Title, Email address.

iii. Click on Reviewing Authority if the Reporting Senior also sometimes has that responsibility

iv. If you click on Default RS, the software will automatically assign this RS for each Flag Officer entered on this computer. Of course, another RS can be assigned at any time.

v. Click on Save Record, then Close, unless more than one RS is using this computer, then you Add New after Save Record. Close.

3. You are now ready to enter the Flag Officer Data for those Flag Officers assigned by Flag Matters. Press the Flag Officer Data button on the main screen.

i. Enter officer’s Last Name, First Name, Middle Initial, Suffix (Jr, III, etc.), SSN, Branch (select from list), Grade (select from list), Date of Rank, Community (select from list), Acquisition Professional Desig (select from list), Title Long, Title Short, AUIC, Duty Station (either select from list or enter a new Duty Station), Date Reported, ProjRotationDate, Mandatory Retirement Date, Date of Birth, Email address. A general “Comments” block is available for any other information you need to identify this officer. (Notice that, generally, pausing your cursor over any input block will cause a mini-help box to appear – helpful when you are not sure what info goes where!  This info also displayed in Status Bar at bottom of application window.) All dates should be entered in standard MM/DD/YYYY format.

ii. Press the Save Record button, then Add New button to continue to add officers. Press the Close button to return to the main menu.

4. Side note: Actually, you do not have to return to the main menu to start writing Reports. You can select the officer directly in the Locator (upper left), then click on the New Report button in the center bottom. This remains true in many situations…so, if it looks like you can jump directly, try it. You can’t hurt it!

The Process of Writing Flag Reports  - Worksheet

1. Start all Flag Report Writing via Flag Officer Data button on the main menu.

2. Find the Officer you are writing a Report either by pressing the down arrow (select list) in the Locate Record block (upper left hand corner of the Flag Officer Data window). 

3. You can Create New Flag Report or Open/Edit Reports from this screen by pressing the icon below the Create/Open text. To Open a previously written Report, select from the NAVPERS 1611/2 Report List before pressing the icon.  

4. The worksheet has 40 elements of Professional Performance Dimensions for which you must assign a value of 1-well-below-norm to 5-well-above-norm grade, unless Not Applicable. You can either type in the number or press the drop-down to select 1/2/3/4/5/NA.

5. When you’ve graded all aspects of the Professional Performance, you must Rank Order the Dimensions. That is, each of the Dimensions must receive a number between 1(best) and 8(least) with no duplication of number. The program will assign ranking numbers when you press the “Calculate Rank Order” button. If you have numerical ties, or, if you simply want to reorder the computer generated ranking, press the “Edit Rank Order” button. 

6. The Notes block is made available for you to make free form notes about your assessments and/or Rank Order.

7. Repeat this same process (4, 5,6 above) in the Potential Dimensions section of the worksheet.

8. When finished with the worksheet, press the Save Record. (If you have any questions about the form itself, the Button labeled “1611/2 WS – Instructions” may provide help/insight

9. Important note: You cannot work on the Evaluation 1611/1-2 itself until the entire worksheet is completed. This also means that you’ve deconflicted the Ranking in both Performance and Potential. Actually, the tab at the top is grayed out until the worksheet is complete. 

The Process of Writing Flag Reports – Evaluation Section

(Press the “1611/2 – Page 1” button at the top of the form.)

1. The information at the top of the form is extracted from the officer’s current data.  Note that the officer’s Grade and SSN cannot be edited on the report, please ensure these fields are correctly entered on the officer data form before creating new report.

2. The Period of Report is calculated based on the current date. Modify it as necessary. 

3. Enter the “Duties Assigned” in block 9

4. In each of the Professional Performance areas (blocks a1-a8), you must click on the “dot” (aka radio button) associated with your assessment. As you will see, the program has rounded the worksheet number to “pre-guess” your assessment, consistent with the Worksheet numbers (which are in red on the right hand side). There is room for Reporting Senior free-form comments. Please limit your text to  one line.  NOTE:  If you return to Worksheet and modify any of the assigned grades, and return to Page 1, the rating numbers will reflect the new worksheet averages (rounded).  

5.  In each of the Potential areas (blocks b1-b4), you must click on the button associated with your assessment. The numbers in red are also brought forward from the Worksheet.

6. When finished with Page 1, press “Save Record” button, then press the “1611/2 – Page 2” button at the top of the form to begin work on the Reporting Senior’s Assessment of Potential and Development.

7. Blocks 11 (a-d) are free-form Reporting Senior comments on the individual’s Assessment of Potential and Development, including short term, long term, relative ranking peers, and recommendations for promotion and future assignment. Limit your comments to two lines.

8. Blocks 12 (a-b) are free form Reporting Senior comments on the individual’s Development Needs and Plans.

9. When finished with this section, press the Save Record button. Press the close button to return to the main menu. (Close all windows except the main menu.)

Printing a Flag Report 

1.  From the Main Menu, press the Flag Officer Data button

2. Select the officer (upper left) and report from report list (lower right), click on Open Report radio button, then click on the open/edit icon.

3. When report opens, click on “Export to Word” button.

4. Chose between just the report or the report with associated worksheet. Press OK.

5. The software uses Word2000 to generate the requested report. Please make note of the filename and location for future printing. Click OK to continue.

6. To retrieve/print the report, press the “Export Folder” button. All “exported” files are stored in this folder. Right-click on the desired report, and press Print. When asked about opening a read-only file, click on the OK button.

7. Press the Close buttons as necessary to return to the Main Menu.

Reviewing RS Flag Reports – Summary Assessment

1. From the Main Menu, press the Report Summary Button

2. Create the reports you wish to compare by using the select buttons and drop-down-lists on the left: Submitter; End Date; Peer Group; Grade; Community; Selection year; officer. The list at the top will change depending on your select button combination. Only those reports in the Summary List will be reflected on the Summary Assessment

3. Press Close to return to the main menu.

Editing Flag Reports

1. From the Main Menu, press the Flag Officer Data button

2. Select the officer (upper left) and report from report list (lower right), click on Open Report radio button, then click on the open/edit icon.

3. Edit either worksheet or Evaluation as desired. Update, then Save Record.

4. Press the Close buttons as necessary to return to the Main Menu.

Submitting Flag Reports to Flag Matters (N00F)

1. Run Outlook2000 on your computer. Return to the Flag Report Software.

2. From Main Menu, press Import/Export button.

3. Select Export

4. Pick the reports you will send to Flag Matters by using the check-boxes and pull-down-boxes in any combination you want (Reporting Senior, Reviewing Authority, Report End Date, Officer).  Only those reports showing in the Report List will be exported. Press the Export Button and overwrite Export.mde or rename.

5. If sending to another user of program, use default (Do Not Lock).  If report(s) finalized by RS and are being forwarded for review by RA (O-7/O-8) or VCNO/CNO (O-9) then check the appropriate box before clicking Export button.  The recipient who imports reports will not be able to edit worksheet or Blocks 1-13 of the report.  Note that once a report is locked for review it cannot be “unlocked” - you’d have to re-export with Do Not Lock option.

6. Click “Email Options >>” button which modifies the label into “Email Options >>”. Click on “Send email” (Return Receipt is optional.) The To: address is p00F1@bupers.navy.mil and is included in the drop-down list. 
(To test, send email to yourself.)
7. Press OK to send message.

8. Check your Outlook sent email folder to confirm that the email was indeed sent.
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