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1 Overview

NAVFIT98A is a Windows based softwaapplicationthat helps users create, store, organize

and print fithess or evaluatioeports Thesaeportsare printed in hard copy and mailed to

Navy Personnel CommandPERS32 then scans the hard comportsinto the FITREP/EVAL

(FE) Module of the Electronic Military Personnel Records System (EMPRS) creating an image

of the report that will be placed on a member

1.1 Scope

This manual explains the basic concepts and procedures to dgAKEET 98A from an end
user6s perspective. The manualasspaaed/witll es i nst
preparing fitness reports (\W@5), and evaluations (EE9):

Database msgement

Folders (template) management
Evaluations and Fitness Repamanagement
Validation

Spell check

Print functions

= =A =/ A4 -4 - -

Security considerations
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2 References
The following documents and publications are referenced in this document:

BUPERSINST 1610.10C



http://www.npc.navy.mil/CareerInfo/PerformanceEvaluation/
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3 Identification

Title: NAVFIT98A
Abbreviation:NAVFIT98A
Version: 2.002.080

Hardware Requirements:

Processor: minimum 1GHz

RAM: minimum 512 MB

Disk space: 32 bi850 GB
64 bit2 GB

Operating Systems:

All Windows 7 Editions

All Windows Vista Editions

Windows XP Professional

Windows XP Professional x64 Edition
Windows XP Home Edition
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4 System Overview

NAVFIT98A is the current authorized application fagein preparingenlisted evaluations
(EVALS), Chief Evaluations (CHIEFEVA®S) and Officer Fitness Reports (FITREPS).
SPARWARSYCEN Atlantic (formerl\Naval Reserve Information Systems Ofjideveloped
theNAVFIT application in 1996 using Visual BasibNAVFIT98A Version 30is a technology
refreshment with the code transitioning from Visual Basic 6 to Visual Studio Z01.
application resides at the workstation level and stdatsusingMicrosoft Access database
The required databasareprovidedwith the installation packagel hesedefault databases
includeNF98A.mdb, NFO8A emptyndb, NFO8A empty.accdblF98A Dte.accdland
NF98A _Dte.mdbwhich arelocatedat thefollowing directory(C:\Program
FilesNavFit98AData). The application allows users to create additiatzhbaseand store in
different locationsf desired

NOTE: Wi ndows 7 will display two fadtRhe3dhitendéd Fi | e 6
bit versiors of the operating system. The folder with (x86) istfae32 bit version
4.1  Application Changes

With the comgete rewrite of the applicaticinere are some changes or limitations as discussed
below:

91 Drag and Drop is not availabkgth this version of NAVFIT8A. To move folders or
reports use the import and export functidbstails

1 Version30 will only allowsix levels of subfolders under a primary foldBetails

1 Date entriesre no longer free text instead dates are entered with a calendar function.
Details

1 Field hghlighting: Version30 useghe local workstationVindows Operating System
appearance settind@etails

1 Form naigation TheCtrl F/Ctrl B functions to change pages a@longer available
instead uséhe Tab button at the top of the report to move from the front to the back
page Details

1 This version of NAVFIT98A will not perform casciag) delete actions concerning
folders and associated stdiders. Details
4.2 Contingencies and alternate states and modes of operation

The application does not provide any backup or contingencies operations. The user may export
datastored as an Access databasa ddferent location.
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4.3  Security and privacy

Any performance reports created in NAVFIT98A contaersonally Identifiable Information
(PIN). Users must protect thikatasince the databases ddgy NAVFIT98A will contain thePlI
data We recommend that the folder containing Fikedata is password protectadprevent
spillage Other options that a user may consider include:

1 Once reports are completand signedelete all the associated data from the database.

1 Export the dta to a secure storage site.

4.4  Assistance and problem reporting

ContactNPC Customer Service Centdrl-866-U-ASK-NPC or for Hearing Impaired-866-
297-1971with problems related to this application.
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5 Getting Started

NAVFIT98A is considered a NMCI core plication (CA)for Non Classified Internet Protocol
Router NetworK NIPRNET)workstations A software application is designated as an NMCI CA
if it is part of the Core Build for any particular seat platform on any operating system (OS) (all
applications equired to deliver any of the base Client Data seats are considered CAS).
NAVIT98A is aDON Application and Database Management System approved application.
Please check with your network administrator before installing NAVFIT98A on a network
workstation. Individuals must submit Move/ChangéAdd (MAC) request to have the new
version pushed to their Secure Internet Protocol Router (SIPR) workstations.

5.1

1.
2.

3.

Installation

Uninstall the existingNAVFIT98A application, if applicable

Download the NAVFIT98A0 a temporary location on yoworkstation by click on link
http://www.public.navy.mil/BUPERS
NPC/CAREER/PERFORMANCEEVALUATION/Pages/SoftwareForms.aspx

NAVFIT93A
MAVFIT98A - Ver sion 30 Usero6s |

(MNEW ) NAVFIT98A - Download Version 2.2.3 0

(NEW ) NAVFIT 934 - Installation Instructions

Save the file tahe temporary location

e
i HE iln;;whs;uﬁ Xl

Do you want to open or save this file?

~ Name: -NAVFIT98v30.zip
L Type: WinZip File, 12.3MB
From: www.npc.navy.mil

Open Save Cancel

[V Always ask before opening this type of file

i A 3 While files from the Intemet can be useful, some files can potentially
q/ harm your computer. If you do not trust the source, do not open or
= save this file. What's the risk?

4. Double click on the zip file and extract to a location of your choice.

CllaYFITI530.2ip


http://www.public.navy.mil/BUPERS-NPC/CAREER/PERFORMANCEEVALUATION/Pages/SoftwareForms.aspx
http://www.public.navy.mil/BUPERS-NPC/CAREER/PERFORMANCEEVALUATION/Pages/SoftwareForms.aspx
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The second way to unzip files in Windows 7 is to use the Unzip Wizard.

a) Right-click the zipped file and seleEixtract All .
b) Browse to the location where you want to save the unzipped files by cliskingse if
the default location is not good for you.

Favontes
Ml Desktop
§ Dowricads
. Recent Places

New Folder

w4 Libraries
* Documents
o Musk

o Pictures

c) Click Extract to unzip the files.

5. Verify theNAVFIT98A application package contains the following files with the

appropriate file extensions:
a. SETUP.EXE
b. NAVFIT98.msi
c. DotNetFX40Client Folder
d. Windowslnstaller3_1 Folder

g S g S [ | mavFIT9EA, msi
= DokMetFrd0Client =~ WindowsInstaller3_1 Windows Installer Package
1 1 374 KB
_...' F
@ setup, Exe
Setup

6. Navigate to the temporary folder where M&VFIT98A applicationpackage was copied

7. Close all open programs in preparation of application installation
8. Doubleclick Setup.exe to install the NafFit98A application

—"I {
i setup.exe
Setup
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9. Follow the onscreen instructions as prompted by the installation program. It is
recommended that you accept the default location for the software installation.
Dependinpn t he workstationés security configur
messagethatay s t h e Dbyou waotiialiow the fgilowing program from an
unknown publisher to make changes to this compueiect theyesbutton to complete
the installation process.

5 NAVFIT93A =

Welcome to the NAVFITO98A Setup Wizard LA

The inztaller will guide you through the steps required to install MAWFIT 384 an pour computer.

WARMIMG: Thiz computer program iz protected by copyright law and international treaties.
Unauthorized duplication ar distribution of this program, or any partion af it, may result in severe civil
or criminal penalties, and will be progecuted to the masimum extent pozsible under the law.

SelectNext
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#81 NAVFITOSA = RS
Select Installation Folder [l
P et |
The inztaller will install HAWFIT 984 ta the following falder.
Toinstall in thiz folder, click "MNest". To install to a different folder, enter it below or click "Browse'".
Folder:
C:AProgram FilesMAVFI TS84 [ Browse. . |
[ Disk Cast... |
Install MAVFITS8A for yourself, or for anyone who uses this computer:
) Everyone
@ Just me
Carncel ] [ < Back ] [ MNext > ]
SelectNext
#2 NAVFIT8A = B
Confirm Installation Al
& :1 e :|
The inztaller iz ready ta install NAWFIT 984 an paur camputer.
Click, "Mext" to start the ingtallation.
[ Cancel ] [ < Back ] [ Mext = ]

SelectNext
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") NAVFITISA L= | ez

Installation Complete LA

MANFITI84 hasz been succeszsfully installed.

Click "Cloze" to ewxit.

Pleaze uze “Windows Update to check for any critical updates to the MET Framewark.

SelectClose

Note: NAVFIT98A Version 30requires Microsoft .NET Framework 4 Client to operate
properly. If your workstatiodoes not have the .NET framework the installation package
will install the required software to your workstation.

10.0nce you receive the sucséd installation message, you should finNAVFIT98A
entry in your OAIl |l NAVRT§8Azmrygidternaldothe. Sel ect
NAVFIT98A menu item to launch the application.

P fdobe Reader 9 T AW LNTILLL UL P DD )

"__-;J My Metwork Places

<o Calculator
- [:}' Control Panel

_%ﬂ | MavFiESEn, o o

= e Printers and Faxes
; Microsoft Sffice PowerPoink N
3 2007 g!/] Help and Suppork

¥ 2= Microsoft OFfice Word 2007 ) search

o /I DigitalMedia Data

| MareFIEIEA

All Programs  k

1 hlawew Mrnin Sereeninn Praaram 3

Note; Depending on your system settings (especially with the Vista operating system) you
may need to haveEULL administrator rights including domain administrator to install
and operate the application.

10
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How to run a program in Vista with Administrator Ri ghts:
1. Browse to the program you would like to launch as an administrator

2. Right click the program icon and select the optionRar as administrator”

Open
1% Run as administrator

Share...
Pin to Start Menu

Add to Quick Launch

Restore previous versions
Send To J

Cut
Copy
Create Shortcut

Delete

Rename

Properties

If all works well when the program is run as administrator, you can opt to always run the
program as@ministrator. In addition, you might want to run the program in compatibility mode
for an older version of Windows.

How to set a program to always run as administrator:

1. Locate the program you want to launch with admin rights

2. Right click the program iconna choose the properties option
3. Select the compatibility tab from the window that appears
4

. At the bottom of the window, under privilege level, check the box to run this program as
administrator

Note: you may also want to run this run this programamgatibility mode if it was
originally created for another version of Windows suchkivasdows XP To do this
action,check the box toun this program in compatibility mode for: and then select
the compatible Windows environment from the drop down menu.

5. Oncefinished setting your options, click Apply to accept the changes

11
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General | Compatibility | Security | Dietails I Previous ‘v"ersil:uns|

ff you have problems with this program and it workced comecthy on
an earier version of Windows, select the compatibility mode that
matches that earier version.

Campaﬂfﬁi&o—"
Run thiz program in compatibility mode for:

| Windows XP (Service Pack 2) -

Settings
[] Run in 256 colors
[] Run in 540 % 480 screen resolution
[ Disable visual themes
[] Disable desktop composition
[ Disable display scaling on high DF| settings

Privilege Level

Run thiz program as an administrator

[ '@Shnw settings for all users ] \

oK | [ Cancel | [ Aoply |

This stepby-step article describes how to enable the bmilddministrator account by
commaneéline in Windows Vista.

To enable the buikih Administrator account, follow these steps:

1. Click Start, and then typemd in the StarSearch box

2. In the search results list, rigtlick Command Prompt, and then cliBkin as Administrator.
3. When you are prompted by User Account Control, cioktinue.

4. At the command prompt, typet user administrator /active:yes and then presSNTER.
5. Typenet user administrator <Password>and then presSNTER.

Note: Please replace the <Password> tag with your passwords which you want to set to
administrator account.

6. Typeexit, and thermpress ENTER.

7. Log off the current user account

12
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5.2 Accessing Application

1. Left clickStart menu

d’_-Start| | @ C] & &
2. Left clickAll Programs

all Programs ¢

s

3. Click onNAVFIT98A icon

5 MawFitS5a

5.3 Application Menu

A menu displays list of commandthatexpose functionality related tbatapplication such as
New, Open, Save andExit commands.NAVFIT98A usesbhothtoolbars andcommandouttons
for menu navigationThis manual refers to tHéAVFIT98A toolbars as either the main or
report. Users may ecess the main toolbat the NAVFIT98A Sart Window along with
command buttons. Users must open a performance report to access the repart$eabar
Tables 1 and 2 for th@enu options available under each toolbar.

TheNAVFIT98A Start Window(Figure 1) becomes available when opening the application or
whenclosing a performance report.

13
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Figure 17 NAVFIT98A Start Window

File Edit

Prife— et

Folders C'test datz'Test set 2.md|~\

' Main Toolbar

NAVFIT98A
Version 30

=8 Foot

..EB

- ENS-LTIG
- EXPORT

- AUTOSUMMARY

- BUSINESS RULES-CHIEF

- BUSINESS RULES-ENLISTED
- BUSINESS RULES-OFFICERS
- CHIEF BLOCKS

- CHIEF SUMMARY AVG

--ENLISTED BLOCKS
- ENLISTED SUMMARY AVG

Current database

Folder window

m

Reports (0 Evals / 0 Chief Evals / 0 Fit Reps)

R. M. |5 R

T. | R.

\

Double click to

open a report

Report window

p—

Command Buttons

[ Create Folder l [ Create FitRep l [ Print Summary
[ Edit Folder | | CreateChicfEval |

[ Delete Folder l [ Create Eval l [ Import Data

[ Prrt Folder | | Ewort Folder
| Validate Folder |

] “

Tableli Main Toolbar Menu options

| File | Edit | Print | Help |
New Edit Report Print Report Support
Evaluation Edit Folder Print Report Front Page Internet Help
Fitness Report  DeleteReport(s) Print Report Back Page About NAVFIT98

Chief Evaluation

Folde

Create Database

Open Database
Close Database
Export Folder
Export Report
Import Data
Exit

Delete Folder
Find Report
Validate Folder

Validate Report

Periodic Dates

Print Folder

Print Blank Evaluation
Print Blank Chief Evaluation

Print BlankFitness

Report

Print Blank Summary Letter

14
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Table2i Report ToolbaMenu options
| File | Edit | Tools | Help |
New (Report) Note 1 Cut Auto Summary Support
Save (Report) Note 1 Copy Spell Check Internet Help
Print Setup Paste Validate Report About NAVFIT98
Print Delete

Print Front Page
Print Back Page
Close

NOTE 1. Replace (Report) with Evaluation, Chief Evaluation, or Fithess Repo
NAVFIT98A will default to type based on the kind of report opened.

5.4 Application Settings

5.4.1 Default Settings
NAVFIT98A default settings include the following:

Selected ItemUses Windows Operating System appearance setting
Active Window. Uses Windows Operating System appearance setting

Auto Summary: On

Figure 27 Window and Selected Item

1. Mame (Last, First MI Suffix)
BATLOE, JOHN T

<+— Active Window color

7

Selected Item color

5.4.2 Change Color Settings

Bnght click on alank area of the desktop tget the contexsensitive menu
Bclick on Properties or Personalize

iy
HEWinXP: You will see adialog box for Display Properties. Here is where you can customize
how the display on your monitor w

*TWindows VistaThe Personalization dialog opengh alist of links to other dialogs

@WinY: The Personalization dialog shows themes and has links atttbenksnd left for
other choices

15
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Refresh
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View 3
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P r Mew N
B Gadgets
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@Win Vista
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Active Window

Inactive Window.
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Color scheme: |
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L
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Lnpluy Settings
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iy
By JBCIick on theAppearance tab

In this dialog you can change the colors of the parts of a window, either one item at a time or by
selecting a deeme

JB Click on theAdvanced Tab

JBIn the Advance Appearancewindow, select from theltem drop down listWindow or
Selected Items

JBSeIect the color scheme fra@olor 1

Advanced Appearance 2=l

Advanced Appearance 2=l

Inactive Window

Inactive Window
Active Window Active Window
Mormal  Disabled  Selected

Mormal  Disabled  Selected

Window Text

Window Text

Message Text

Message Text
0K

QK

IF vou select & windows and buttons setting other than Windows Classic, If you select & windaws and buttons setting other than Windows Classic,
it will override the Following settings, except in some older programs.

it will averride the Follawing settings, except in some clder programs.

r
Tkem: e Color 13 Color 2 Ttem: ize: Color 11 Color 2:
indow = I:”'l |'| Selected Items 15 N |'| |'|
ook ZE; Calor: W Frnt: ize Color:
jl ﬂ -|v| B|..'| ITahoma jla =l |:||'| Blfl
474 I Cancel | Ok I Cancel |

ﬁ To get to this same dialag WindowsVista:
JBRight click on the desktop
JBCIick onPersonalize
JBCIick onWindow Color and Appearance
JBCIick on theAdvanced button

&To get to this same dialag Windows?7:

“BRight click on the desktop

17
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JBCIick onPersonalize
JBCIick onWindow Color

JECIick on theAdvanced appearancesettingsbutton

If you now click on the drop down list label&ém: you'll see a list of items that should be
similar to this:

'& Window Color and Appeara ,

Window Color and Appearance ‘ | Window Color and Apoesrance

. Windon Coor a0

Inactive Window Inective Window

Active Window
Normal Selected
Window Text

Active Window

Nomal Selected

Windew Tea

Message Box
Message Text

Message Box

Message Tet

To turn on Windows Aero, select a Windows theme. Colors and sizes selected

We 2 % i = sizas ¢
here apply only if you have selected the Windows 7 Basic theme or an Ease of To turn cn Windows Aero, zelect 3 Windows theme. Colors and sizes selected

here apply only € you heve selected the Windows 7 Besic theme or sn Esse of
Socpccy

Ttem: & Colorl: Col

Jen: (oj{f 1:

| Selected Items

Font:

Segoe UI

Colog

- e

JBCIick on Apply or OK to save changes

[ oK ][ Cancel ] Apply

5.4.3 Auto Summary Setting

The Auto Summary featuruto calculatethe summary line (block 4BITREPor CHIEFEVAL
andblock 46EVAL) for all reports located underparticularfolder or subfolder. Calculations

are based on the promotion recommendation selected and does not consider force distribution
rulesfor a particlar pay grade.

NOTE: When importing or deleting rep¢sj the auto summary will not perform updates to the
summary line until a report from the folder is opened and saved.

5.4.4 Periodic Dates

The application uses the current periodic report dates speeyffiBPERSINST1610.10C. If
periodic dates for a particular pay grade chamdies this application deploymerihen the
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periodic date tablevould need updating for block 15 to corredlyto populatevith the revised
date To addgedit, or delete dateslfow the steps below.

Add date
1. From main toolbar seleEdit

2. SelecPeriodic Dates

Edit Print Help

Edit Report
Edit Falder
Delete Report
Delete Folder

Find Report
Validate Folder
Validate Report

3. SelecAdd

4. Complete Class, Grade and ®aelds
5. Click onSave
Edit date

From main toolbar seleEdit

. SelecPeriodic Dates

1.
2
3. Click in the date field requiring edit
4. Click onEdit

4. Change date (MMMDD format) and cliS8ave
Delete date

1. From main toolbar seleEdit

2. SelecPeriodic Dates

3. Click on line tadelete (any field on that line)
4. Click onDelete
5

. Message box will appear asking to confirmation
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6 Operating Procedures

This section contains stdyy-step procedures oriented to the first time or occasional user. These
procedures contain enough detail so that the user can reliably accesfvtlaee before learning
the details of its functional capabilities. The sections presented below follow the typical path of
how users interact with the application.
6.1 Database Management
Theuser has the following functions available to manage databases:

1 Open database

1 Createdatabase

i Closedatabase

6.1.1 Open Database
1. From main toolbar seleEtle

2. SelecOpen Database

&1\ NavFit98a

|File Edit Print  View Help
1=

Create Database

Close Database [!

3. Locate databadrom directory and clickopen

6.1.2 Create Database
1. From main toolbar seleEtle

2. SelecCreate Database

2| MavFitoga

|File Edit  Print  Wiew Help
(=

Create Dakabase
Cpen Database h
Close Database

3. Choose directory location amive thedatabasa filename You can save the database with a
*.mdb (Access 2003 or lower) draccdb (Access 2007) extension.
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6.1.3 Close Database
1. From main toolbar seleEtle

2. SelecClose Database

£ NavFitaga

File Edit Print View Help

M

Create Database
Cpen Database

Close Database

WARNING: DO NOT moveor deletethe databases namBidF98A Dte.mdb
NF98A Dte.accdb, NF98A_ empty.accdibd NFO8A empty.mdb from the default location.

6.2 Managing Folders

Foldersallow usersan effective way to organize reports along wité ability to create
templates.Organizing your foldersithin the NAVFIT Folder Windowprovides an easy way to
track reports along with taking advantage ofAlueo Summary feature. Although individual
preferences will dictate report folder organization, understanding how folderswianielp in
thedecision process.

The following example illustrates how to use folders when preparing repd8S SAMPLE
must do periodic reporfsr all assigned Lieutenants. The adisirativeoffice may elect to
organize the reports using graogs based ofsrade Report Typeand Summary Grougs
illustrated byFigure 3.

Figure 37 Folder Organization

=
&6 09-PRLT
-8 Lo Folder
& URL
.3 Fracked Year—Type_ of ReporGrade
Iil Approved PR-Periodic
{5 Basic SR-Special
& Selected DI-Detaching Individual
-0 NOB DR-Detaching Reporting Senior
..... £ Supply

Subfolders by summary
grouping

WARNING : NAVFIT98A will auto calculate the summary line (block-EBTREPor

CHIEFEVAL andblock 46EVAL) for all reportslocatedunder a folder or subfoldeAll

reports should be in the same summary group within a folder. Do not mix NOB reports with the
summary group because NAVFIT98A will recognize the NOB as part of the summary group and
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add the reports to the summary lina addition NAVFIT98A will print summary letters based
on folders or subfolder

WARNING : NAVFIT98A will only allow a user to creatsix levels of subfolders under one
mainfolder.

= Root
- Second LevelD
=) Third Level14,
Four Lewel-124,
=1 Faur Level-24
- Five Level- 14
= Five Lewvel-24
- Six Level14
- Six Level-24 Sixth Subfolder under the main
~Sevenlevells — folder called Root

Seven Level-20

Figure4 shows how a folder also may serve as a report template. In this example, any report
created under the folder would have blocks28hutomatically completed

Figure 41 Folder Template

Folder Name  |03-FR-LT

EBlock=1-13 T Blocks 20-31 T Blocks 32-144 T Blocks 44-52 T Cipkicmis )
Block 20 - Phyzical Readiness — Reparting 5 enior Infarmatian
I j Block 22 - Mame SMITHE P
- CAPT

Block 21 - Billet Subcateaory (i any) E:EEE ;i _ g:‘;‘: e
E2sid =1 | Block 25- Tite Co

Block 26 - LIC 12345

Block 27 - S5H 123-45-6789

Block 28 - Cammand Emplayrment and Cammand Achievements.

Fire Scout Developmental Testing and Military Utility Assessment-8; USSOUTCOM AQF Deplopment-5; HST
COMPUTE-1; Pre-deplayment LY AJPEP-1: AVCERT: SAR Cert; [SIC Mav check ride; C2F ATFP

WARNING : Only reports created under ttodder template will have corresponding blocks
completed. Any report created under a separate foldghandhoved to anew folder will still
retain the original folder template information.

Thefollowing capabilitiesexist for Folder management

6.2.1 Create Folder
1. FromNAVFIT98A Start Windowselect theCreate Folderbutton
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| Create Folder
| Edit Folder
| Delete Folder
[ Prirt Folder
[

[

Validate Folder

Validate Report

Or
la. From the maitoolbar selecFile
2a. SeletNew

3a. SelectFolder

File | Edit Print Help
[New ™ 0] Eveluation

Create Database Fitness Report
Open Database Chief Evaluation
Close Database
Export Folder
Export Report
Import Data
Exit

2. Givefolder a namergquired field)

Folder Name  |03-FR-LT
3. EitherSaveor completeblocks in the template

NOTE: The application will grey out théreate Folderoption when the sixth sutolder under
a primary folder is reached.

6.2.2 Edit Folder
1. FromStart Windowhighlight folderandselectEdit Folder button

Create Folder
Edit Folder

[ )
[ )
[ Delete Folder |
[ )
[ )
[ )

Prirt Faolder

Validate Folder

Validate Report

2. Make changes and sel&ave
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Or
la. Highlight folder and seledEdit from the main toolbar
2. Selectdit Folder

2| MavFitoga

File | Edit Print ‘Wiew Help
Foli Edit Feport L

ma-

k3

[ Delete Repark{s)
[ Celete Folder

3. Make changes and sel&ave

6.2.3 Delete Folder

This version of NAVFIT98A will not perform cascading delattions concerning folders and
associated sufpolders. Wherattemptingto dektea folder that has associated golulers the
following message will appear.

NAVFIT8A - Delete Folder X

Before you can delete this folder, you must delete the associated subfolders.

Folders C:‘Program FileshMayFit3EahData\MF38A, mdb
Bl
- OME
E| Th/0 Primary folder
- THREE «—— subfolder

del et e f

* You need to ol
| der named AT

del eting fo
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1. FromStart Windowhighlight folder ad selecDelete Folderbutton

Create Folder
Edit Folder

[ )
l |
[ Delete Folder |
I |
[ )
[ )

Prirt Faolder

Validate Folder

Validate Report

Or
la. Highlight folder and seleédit from the main toolbar
2. SelecDelete Folder

2| MavFitoga

File | Edit Print  Wiew Help
Foli Edit Repark
Edit Folder

[ Delete Repartis)

W

3. SelecOK at the confirmation box.

6.2.4 Export Folder
1. FromStart Windowhighlight folder and sele&xport Folder button

Prirt Summany ]
Print Report |
Import Data ]
)
)

Export Folder
Export Report

2. Navigate ¢ the new location

3. Give folde a file name and click o8ave
Or

1. Fom the main toolbar seleEtle

2. SelecExport Folder menu
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£ NavFitaga

File Edit Print View Help
Mew

Create Database
Cpen Database
Close Database

Export Folder

3. Navigate to the new location

4. Give folde a file name and click oBave

2| NAVFIT8A Create Database =

| <« Local Disk (C:) » test data - ‘ ‘yl | Search test data jel |

¢ Favorites i Name Date modified Type

4 Libraries 2] Test set 2 8/19/2011
rJ: Music =
= Pictures

B videos

1M Computer

Organize « New folder f=pr ':é'

E'_] Testzetl 8/19/201110:30 AM  Microsoft
Microsoff
3 Documents Y;_] Testzet3 8/19/2011 248 PM Microsoft

NAVFIT98A
Version 30

=5 HP_TOOLS (F)
£% DVDRW Drive (G ~ < m

& LocalDik (€) You may save the exported file in
either Access 2003 or earlier format
Filename: 10 <«<— | (*.mdb) or Access 2007 (*.accdb).

Save as type: [M\crosof‘t Office Access (*.accdb;*.mdhb)

M|

“ Hide Folders [ Save ] [ Cancel ]

NOTE: All associatedeportsunder the foldewill also export to the file

6.2.5 Import Data
1. FromStart Windowselectimport Data button

Prirt Summany
Print Report

[ )
[ |
[ Impaort Data ]
[ )
[ )

Export Folder
Export Report

2. Select diretory where database is lded

3. FromFile directoryselectOpen
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* 4| 1] [ 3

File name: Testzet3 - ’Microsoﬁﬂﬁiceﬁ.ccess *.accd v]

| Open |v| | Cancal |

4. Select folder or reports and clickport

&l MAVFITOSA - Import == ZE

Select Data to import frorm:
C:est data™Test set 3 accdb

Folders
=~ Roat -

L AUTOSUMMARY N
i BUSINESS RULES-CHIEF

CHIEF BLOCKS

CHIEF SUMMARY AMG

E7

EXPORT

FOLDER VALIDATION-CHIEF

IND TRAIT AVG-CHIEF

NOB

You must select a folder before th
Reports window will populate.

=

Or
Fiom the main toolbar seleEtle
Selectmport Data

Select directory whedatabase is located

w0 N PF

From File directory sele@pen

File | Edit Print Help
Mew 3
Create Database
Open Database
Close Database
Export Folder
Export Report

NOTE: All associated reportwith a subfoldewill import to the file.
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NOTE: Al t hough the Adrag and dropo feature does
still may use the import function taove reports and folders within teemedatabase. This

import function workswith adatabase in current us# is not necessary to export the folder or

report then import them back to the same database.

6.3 Managing Performance Reports

Thetermperformance report is used to deschio¢h Fitness anBvaluation reports.

6.3.1 Create Report
1. FromStart Windowhighlight the folder that vili store the performance report

2. To create Fitnesgports (Chief Warrant Officer to Captain) clitlie Create FITREP
button To create Evaluatia{E1-E6) click theCreate EVAL button To create Chief Eval
(E7-E9) click theCreate Chief Eval button.

Or
1. Highlight folder that will store the performance report and sé&liéefrom the main toolbar
2. SelecNew menu and choose eithvaluation, Chief Evaluation or Fitness Report

File | Edit Print Help

Create Database Fitness F‘.epog

Open Database Chief Evaluation
Close Database Folder
Export Folder

Export Report
Import Data
Exit

Or

=

FromtheMain Menu SelecCreate (Report) button

| CreasteFitRep |
| Create Chief Eval |
[ Create Eval ]

WARNING: DO NOT create reporisnderthe Root folder. Always create separate folders and
subfolders for youreports based on summary groups.

6.3.2 Edit Report
1. FromStart Windowhighlight the report and clickdit Report button
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i Create Eval j
[ Edit Report |
[ )

Delete Report

Or
la FromStart Windowdouble click on the repb

Reports (0 Evals / 12 Chief Evals £ 0 Rt Reps)

R.. MName 55N Re... ToDate Re...

BMC BEST.RECORDQ 323333333 Chief 10/31/2010 1467
BMC EIGHT.RECORDY 123456456 Chief 10/31/2010 1468
EMC FIVE, RECORD J

BMC FOUR RECORDH  3339/8399 Chief 10/31/2010 1470
BMC NINE.RECORDL 883888888 Chief 10/31/2010 1471
BMC ONE,RECORD NMN 583477777 Chisf 10/31/2010 1472
BMC SEVEN,RECORDW 234567899 Chief 10/31/2010 1473
BMC SIX, RECORD U 234567988 Chief 10/31/2010 1474
BMC TEN,RECORDA 123987000 Chief 10/31/2010 1475

Or
1b.From the mairoolbarselectEdit

2. Click onEdit Report

Edit | Print Help
[ oo ]
Edi't Folder

Delete Report
Delete Folder
Find Report
Validate Folder
Validate Report

Periodic Dates

While a report is open you case the Cut, Copy and Pastatfee to populate the same text
across multiple reports.

1. From the report®olbarselectFile and selecCopy afterhighlighting text

Egt Tools  He

Cut

Copy
Paste

Delete
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Or

Right click ina reportbox and seledCopy after highlighting text
| |

Undo

Cut
Copy I/\xs

Paste
Delete

Select All

Right to left Reading order
Show Unicode control characters

Insert Unicode control character 4

Open IME

Reconversion

2. Close report and opamother report

3. SelecPaste

6.3.3 Delete Report
1. Select report

2. Click onDelete Reportbutton

Create FitRep
Create Chief Eval

I )
I )
I Create Eval I
I I
I )

Edit Repart
Delete Repaort

3. At confirmation message seletes
Or

1. Select report

2. At the mairtoolbarselectedit

3. SelectDelete Report
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Edit Print Help

Edit Report
Edit Folder

Delete Folder E!

Find Report
Validate Folder
Validate Report

Periodic Dates

4. At confirmation message selé@s

6.3.4 Report Navigation
To move from the back ordnt page of a report execute the following steps.

1. Select Front or Back Pagab

Front Page | Back Pagel

2. To close a report seldéte from the report toolbaand therClose
File Edit Tools Help

Mew Ewvaluation

Save Ewvaluation
Print Setup
Print

Print Front Page
Print Back Page

3. The application may promote you to save your changes

( NAVFITISA l" - ]1

Data has changed. Do you want to save before you exit?

Ve || No

6.3.4 Use Calendar

Version30 providesa popup calendar for blocks 9 and-1% that will automatically place the
dates in the correct format (YYMMMDD).

NOTE: You must use the calendar to erdates; however, after entering a date the user can
revise the date blyighlighting the field to change amdanually typingn the year or day

15. To: 11rMarEEE
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1. Select calendar icon

9. Date Reported

11Aug06 lE.\l:]é ‘

N . - . (;B? :
2. Calendar navigation works differently‘#z=Windows XP an Windows 7

¥y
M Windows XP

S . :
U710 change the month either click on the asdao move backward or forward one month or
click on the month to see a dropdown list

CREDEN

SunMo sat
24 = January 30
g 9 Matrch 14
15 1 April 21
22 21 28
May
29 3 4
June
T Tuly ik
Lo sk

Ji _ :
B70 change year click on the year currently displayed on the calendar.

Bl May,| 2011 \ ) |

funMonTueWedThuFri sat
24 25 26 27 28 29 20
2 3 4 5 6 7

o 9 10 11 12 13 14
15 1s 17 18 19 20 21
22 23 24 25 Z2a 27 28
29 30 31 1 2 3 4

Today: 9%/28/2011

Change the year with the up and down arrow displayed.

aWindows 7

JR
Bclick Month and Year link to show all months for that particular year.
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11zaug0l ‘ Em
L
1 August, 2011 C 1 2011
Sun Men Toe—Weo—ng Fn Sat
A1 2 3 4 5 iTED Jan o Feb Maro Apr
7 & 9 10 11 12 13
14 15 16 17 18 19 20 May Jun Jul Aug
21 2 23 M 25 % 2
8 2 30([3] 1 2 3 Sep Oct  Nov  Dec
4 5 6 7 8 9 10
[ Today: 8/31/2011 (1 Today: 8/31/2011

JB Click on Year to see all years in a decade.

NAVFIT98A

11Aug0l ‘ Em 11Aug01l ‘ EW
4 2011 v 14 2010-2019
Jan Feb Mar Apr 2009 2010 2011 l 2012
May Jun Jul Aug )| 2013 2014 2015 206
Sep Oct Nov Dec 2017 2018 2019 2020
[ Today: 831/201 [ Today: 8/31/2011

6.3.5 Save Report
1. From the report toolbar seldtte

2. Select (Report)

File | Edit

Mew FitRep

H

rint

Tools  Help

Print Front Page
Print Back Page

Close

NOTE: ReplacgReport) withEvaluation Chiefevalor Fitness Report. Option depends on type
of report opened.

6.3.6 Find Report
1. Frommain toolbarselect theEdit menu

2. SelecFind Report
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Edit | Print Help
Edit Report
Edit Folder
Delete Report

Delete Folder
Validate Folder
Validate Report

Periodic Dates

3. Check appropriatsearch bylockand then fill in the criteria (SSN or Name)

[ 2] NAVFITI84 - Find Report EEI)

Enter Criteria: |2. Enter name or SSN

Search By I%
[ Name  [] SSN | Concel ||| Fnd |

1. Check Searchby criteria

LS A

4. Selecfind

NOTE: User may seleaither SSN or Name to conduct search. It is not necessary to use full
name to conductsearch For exampl e, typing iwhnoldsth&®e woul d
starts with AWRO

NOTE: When at the end of the search with multiple entries you will receive-apopessage
saying(Name)or (SSN #) not found

6.3.7 Export Report
. FromStart Windowhighlight report

1

2. SelecExport Report(s) button
3. Navigate to the new location

4. Povide file name and seleSave

NOTE: Directory is set for the default path liheé user may put the file in a different location if
desired.

Or
1. Fran Start Window highlight report
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2. SelecFile from main toolbar
3. Navigate to the new location

4. SelectExport Report

File Edit Print Yiew Help
(=

Create Database
Cpen Database
Close Database

Export Folder

Impork Craka !

6.3.8 Import Data
1. FromStart Windowselectimport Data button

2. Find file tolmportand click onOpen

- 4 m 3

File name: Test et 3 - ’Microsof‘t Office Access (*.accd vl

| Open |v| | cConcel |

3. Highlightthe folder containig the report

&Zl NAVFIT98A - Import

Select Data to import from:
Ctest data’Test set 3.accdb

Folders

=~ Root
L AUTOSUMMARY
i BUSINESS RULES-CHIEF

CHIEF BLOCKS

CHIEF SUMMARY AVG

E7

EXPORT

FOLDER VALIDATION-CHIEF

m

IND TRAIT AVG-CHIEF
L NOB i

Reports
R. [MN.|&S. R.|T.|R.

[ ] [

4. Highlight folder or report(sand selectmport
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Or
1. From Start Window seleEile from main toolbar
2. Selecimport Data

File Edit Print View Help

Mew

Create Database
Cpen Database
Close Database

Export Folder
Export Report

Impork Caka

2. Find file to Import and click o®pen

* |4 L 3

File name: Test et 3 - ’Microsof‘t Office Access (*.accd vl

| Open |v| | cConcel |

3. Highlight the folder containing the report

E] NAVFITO8A - Import =6 =X

Select Data to import from:
C:test data'\Test set 3.accdb

Folders

=+ Root -
- AUTOSUMMARY
- BUSINESS RULES-CHIEF
- CHIEF BLOCKS
- CHIEF SUMMARY AVG q 0
E7 1. Highlight folder
- EXPORT
- FOLDER VALIDATION-CHIEF
- IND TRAIT AVGCHIEF

ArmIARES P A TEe e e

m

2. Highlight report(s)f selected
report(s) are desired vice the who
folder

3. Click Import

Cancel l l Import l
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4. Highlight repors)if you do not want to import the complete foldard selectmport
TIP: UseCTLR + SHIFT + CLICK to selectmultiple reports.
NOTE: Repor{s)will import to the folder highlighted.

6.4 Validation

NAVFIT98A can perform validation checkstaieindividual report or folder level. At the

individual reportevel, validationperforms checks ofield values(e.g.formatting and business
rulesenforcement such as promotion recommendationduirtid progressing or significant
problems for a 1.0 trait grade. At the foldlerel, validation performs field value checks,

business rules enforcement along with data field consistency checks between all reports under
that folderor subfolder.

6.4.1. Validate Report
1. Fromthe report toolbar sele@ols (report is opened)

2. SelecWValidate Report menu

Tools | Help
Aute Summary

Spell Check
Validate Report .
3. SelecStart
&l NAVFIT98A - Validate el

Or
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1. Highlight report in the main menu window

R... MName 55N Re... ToDate Re...

BMC BEST, RECORD Q 333333333  Chief 1043172010 1467
BMC EIGHT, RECORDY 1234 Chief 10/31/2010 1468
#BMC FIVE, RECORD J Chief 10/31/2010 1463

123456456

2. Click on thevalidate Report button

Create Folder
Edit Folder
Delete Folder

[ |
[ |
[ |
[ Prit: Folder ]
[ |
[ ]

Validate Folder
Validate Report

3. SelecStart

6.4.2 Validate Folder
1. From theStart Windowhighlight folder.

2. SelectValidate Folder button

| CresteFolder |
[ Edit Folder |
| DeleteFolder |
[ Print Folder |
[ )
I )

Validate Folder

Validate Report

3. SelecStart

Or

2b. SéectEdit from the main toolbar
3. Selecivalidate Folder
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Edit | Print Help
Edit Report
Edit Folder
Delete Report
Delete Folder

Find Report

Validate Report b
Periodic Dates

4. SelecStart

6.5 Spell Check

The Spell check function uses Microsoft Word to perform spedtking on blocks 28, 29 and
comment of performance block (itrep or chiefeval andi3-eval).

1. Fom report toolbar seledtools

2. SelecSpell Check

Tools | Help
- Auto Summary |

| Validate Report  ~ |

NOTE: Spell check will use the personal default settings you have selectadrosbftWord;
i.e. ignore words in all CAPS or words with numbers, etc.

WARNING: When spell check is used the report is hidden.
6.6 Printing

6.6.1 Print Report
1. FromStart Windowhighlight report
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Reports (0 Evals 7 12 Chief Evals 7 0 Ft Reps)

R...

BMC
BMC

BMC
BMC
BMC
BMC
BMC
BMC

Mame 55N

BEST, RECORD Q 333333333
EIGHT, RECORD ¥ 123456456

FIVE, RECORD J

FOUR, RECORD H 333973999
MINE, RECORD L 488338833
OME. RECORD NMMN 583477777
SEVEN, RECORD W 234567899
SIX, RECORD U 234567583
TEN, RECORD A 123587000

2. SelecPrint Report button

Print Summary

Print Report

Export Folder

[
[
l
[
[

)
)
Impaort Data ]
)
)

Export Report

Re...
Chief
Chief
Chief
Chief
Chief
Chief
Chief
Chief
Chief

3. Sdect Printer and click oRrint

2a. From themaintoolbar selecPrint

Or

3. SelectPrint Report

Print | Help

Print Report Front Page
Print Report Back Page
Print Folder

Print Blank Evaluation

Print Blank Chief Evaluation
Print Blank Fitness Report
Print Blank Summary Letter

3. Sdect Printer and click oRrint

Or

1. Fromthe report toolbar seleEile

2. SelecPrint

ToDate

10/31/2010
104312010

10/31/2010
104312010
10/31/.2010
104312010
10/31/.2010
10/31/2010
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File | Edit Toocls Help
Mew Chief
Save Chief
Print Front Page !
Print Back Page

Cloze

3. Select Printer andick on Print

6.6.2 Print Folder
1. FromStart Windowhighlight folder

2. SelecPrint Folder button

| CreateFolder |
[ Edit Folder ]
| Delete Folder |
[ )
I )

Prirt Folder

Validate Folder

3. Sdect Printer and click oRrint
Or
la. From main toolbar seleétrint

2. SelecPrint Folder menu

Print | Help

Print Report

Print Report Front Page
Print Report Back Page

Print Blank Evaluation

Print Blank Chief Evaluation
Print Blank Fitness Report
Print Blank Surnmary Letter

3. Sdect Printer and click oRrint
NOTE: Using a duplex printer (prints on two sides of a sheet of paper save
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6.6.3 Print Summary
1. FromStart Windowhighlight folder

2. SelecPrint Summary button

Prirt Summany
Print Report

[ )
[ )
[ Impaort Data ]
[ )
[ )

Export Folder
Export Report

3. Select or create profile

E MNAVFIT98A - Summary Letter Information = B P

Select Profile -
Submitted on time? [ Yes [[] No

ISIC Address

Cancel

E-Mail Save Profile

Phone ( ) -

4. SelecPrint

NOTE: You can fill out the required information asdlectSave Profile You then can use the
Select Profile t@auto populate the fieldsr future reports

WARNING: After importing a folder or report you must open a report first before printing the
summary letter to ensure the breakout summary line correctly calculates.
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NAVPERS 1610/2 Constraints

Block Block Name Constraint Remarkqformat examples)
1 Name Allows up to 27 alpha characters e.g.: JOHNSON, ROBERT
(middle initial)
Membefs last namaeparateavith a | Can validate that last name has
comma comma afterward and (middle
initial)
Name block must bpopulated to
move beyond block 1.
2 Grade/Rate Limit of 5 alphacharacters e.g. LCDR
3 Desig Allows up to 12 alpha and/or specia e.g.: 1110
characters
4 SSN Allows 9 numeric characters with | e.g.: 123456789
imbedded hyphens after th& &nd
5™ digits
5 ACT An O6X6 shall be |Only 1 box can
selected
FTS An O0X6 shalll be
selected
INACT An O0X6 shalll be
selected
AT/ADSW/265 An O0X6 shalll be
selected
6 uic Allows up to5 alphanumeric e.g.: 1234A
characters
7 Ship/Station Allows up to 18 alphaaumeric e.g.: CG47 TICONDEROGA
characters
8 Promotion Status |Dr opdown cont ain
OFROCK&E®PBLECTEDS
9 Date Reported Use6 YYMMMDD6 f or m
(07SEP16)
10 Periodic O0X6 appears on s|Cannothave an 0X©0
selected
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NAVPERS 1610/2 Constraints

Block Block Name Constraint Remarkqformat examples)
11 Detachment of O0X6 appears on s|Cannothave an 0X©0
Individual selected
12 Detachment of 6X06 appears on s|Cannothave an 06X6
Reporting Senior selected
13 Special 6X6 appears on s
14 From Use O60YYMMMDDO6 f o
(O7SEP1®
15 To Use O60YYMMMDDO6 f o
(O7SEP1®
16 Not Observed 0 X6 a pnpeeatedsox Block 42 defaults to NOB. Thre¢
Report trait grades can be graded if
desired.
17 Regular 6X6 appears on s|lfOpsCdrselected box 18 is
blank
18 Concurrent 06X6 appears on s
19 Ops Cdr O0X6 appears on s
20 Physical Readines{ Maximum length 4 alpha characterg
21 Billet Subcategory| Dr opdown cont ai n|Usersmusthav€NPCapproval
6BASI| Co, OAPPROV/Ito use one of
AFLOAT®O, 6 CO A S H)| subcategories.
dNDIV AUG66, SEA COMP
OCRF6, OCANVASSE
O RESI DENTG®G, 61 NT
0l NSTRUCTORG6, 6S
ORESAC16, ,0RESAC
0 SPECI| AloWwhods PtE QO6A
22 Reporting Senior | Allowsup to27 alphanumeric
characters
Membets last namaseparatedvith a | Can validate that lagtame has a
comma comma afterward withiFst Initial
and Mddle Initial. (JOHNSON, H
T)
23 Grade Allowsup to 5 alphanumeric
characters
24 Desig Allows up to 5 alphawumeric
characters
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Block Block Name Constraint Remarkqformat examples)
25 Title Allows up to 14 alphaaumeric
characters
26 uIC Allowsup to 5 alphaanumeric
characters
27 SSN Allows 9 numeric characters with | e.g:12345-6789
imbedded hyphens after thé &nd
5" digits
28 Command Allows up to 276alphanumeric
employment and | characters
command
achievements
29 Primary/Collateral/| Allowsup to 14 alphaaumeric
Watchstanding charactergsmall box)
duties )
Allows up to334alphanuneric
characters (large boxyithout
spaces)
30 Date Counseled | Use6 YYMMMDDO®6 f or m
(07SEP16)
31 Counselor Allows up to 20 alphaaumeric
characters
32 Signature of Allows up to 20 alphaaumeric
Individual characters
Counseled
33 Professional 6 Xappears on selected box Only one box contaBa n 0 X
Expertise
34 Command or 6 Xappears on selected box Onyone box cont
Organizational
Climate/Equal
Opportunity
35 Military O0X6 appears on s/Only one box c(
Bearing/Character
36 Teamwork O0X06 appears on s/Only one box c(
37 Mission O0X06 appears on s/Onyone box cont
Accomplishment
and Initiative
38 Leadership 06X06 appears on s/Only one box c¢
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Block Block Name Constraint Remarkqformat examples)
39 Tactical O0X06 appears on s/Only one box c(
Performance
40 Career Allows up to 20 alphaaumeric Allows up to 20 alphaaumeric
Recommendations| characters in eadtiock characters in each block
41 Comments on Allows free textup to 1620 10 point | Maximum of 18 lines
Performance or 1350 12 point alphaumeric
characters (without spaces)
42 Individual 0 X6 esprpselected box Only one box c(
Promotion
Recommendation
43 Summary Allows numeric charactermsnly If auto summary selected
Promotion application will calculate
Recommendation
44 Reporting Senior | Allows free textup to 40 alpha
Address numeric characterdaximum of 5
lines
45 Signature of
Reporting Senior
Date
Member Trait Auto-calculated by system
Average . .
Must contain 2 decimal places
Allows numeric characters only (e.g
3.74)
Summary Group | Auto-calculated by systemhauto
Average summary selected
Must contain 2 decimal places
Allows numeric characters only (e.g
3.74)
46 Signature of
Individual
Evaluated
Date
Intention to submit| 6 Xappears on selected box Only one box c(
statement
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NAVPERS 1610/2 Constraints

Block

Block Name

Constraint

Remarkgformat examples)

47

Regular Reporting
Senior Signature
on Concurrent
Report

Allows a total of 51 alph@umeric
characters.

Name Free text fieldfor these items Allows a total of 51 alpha
numeric characters

Grade

Command

uIC

Date Use AYYMMMDDO f o

(07SEP16)
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NAVPERS 1616/26 Constraints

Block | Block Name Constraint Remarks
1 Name Allows up to 27 alpha characters e.g.:.JOHNSON, ROBERTG
Member 6s | ast n a| Canvalidate that last name has a
comma commaafterward.
Name block must be populated tg
move beyond block 1.
2 Rate Limit of 5 alpha characters e.g..ET1
Must end in fAlo
or ARO or ANO
Cannot end in AC
3 Desig Allows up to 12 alpha and/or special e.g.:AW/SW
characters
4 SSN Allows 9 numeric characters with e.0.:12345-6789
imbedded hyphens after th€ &nd &
digits
5 ACT An 6X06 shall ©be Only 1 box <can
selected
FTS An O6X6 shalll be
selected
INACT An O06X6 shall be
selected
AT/ADSW/265 An O06X6 shall be
selected
6 uiC Allows up to5 alphanumeric e.g.:1234A
characters
7 Ship/Station Allows up to 18 alphaaumeric e.g..CG47 TICONDEROGA
characters
8 Promotion Status Dropdown cont ai

a n
OFROCKEDOG6, OSELE

9 Date Reported Use O60YYMMMDDO6 f o
(07SEP16)
10 Periodic 6X06 appears on s|Camot have an 0O

selected
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Block | Block Name Constraint Remarks
11 Detachment of 0 X0 a pnpeeatedox Camot have an 0
Individual selected

12 Promotion/Frocking | 6 X6 appears on s|Camot have an O
selected

13 Special 6X6 appears on s

14 From Use O0YYMMMDDG6 f o

(0O7SEP16)
15 To Use O0YYMMMB@IDO6 f o
(07SEP16)

16 Not Observed Repol 6 X6 appear s on s|Block45defaultsto NOB. Three
trait grades can be graded if
desired.

17 Regular 6X6 appears on s

18 Concurrent 6X6 appears on s

19

20 Physical Readiness | Maximum of 4 alpha characters

21 Billet Subcategory | Dropdown containingd N A 6 , Users must have CNPC approval

6BASI Co, O6APPROV|iuse one of the
AFLOAT®G, 6 CO A S H| subcategories.
601 C6, 61 NDI'V AUG
06CRF6, OCANVASSE
ORESI DENTG&6, OI NT
0l NSTRUCTORG6, 6S
ORESAC106,6 ®,RESAC
06SPECI ALO1d6 thro
22 Reporting Senior Allows up to 18 alpha characters
Members last name separated with { Can validate that last name has a
comma commaafterwardwith FI and Ml
23 Grade Allows up to 5 alphanumeric
characters
24 Desig Allows up to 5 alphanumeric
characters
25 Title Allows up to 14 alphaaumeric

characters
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Block | Block Name Constraint Remarks
26 uiC Allows up to 5 alphaaumeric
characters
27 SSN Allows 9 numericcharacters with e.g.:12345-6789
imbedded hyphens after thé &8nd &'
digits
28 Command Allows up to273charactergwithout
employment and spaces)
command

achievements

29 Primary/Collateral/ | Allows up to 14 alphaumeric
Watchstanding dutie| characers (small box)
Allows up to342alphanuneric
characters (large bofgvithout
spaces)
30 Date Counseled Use OYYMMMB@IDSO f o
(0O7SEP16)
31 Counselor Allows up to 20 alpha characters
32 Signature of
Individual Counseleg
33 Professional 6X6 appears on s|Only one box <c
Knowledge
34 Quality of Work 6X6 appears on s|Only one box <c
35 Command or 6X6 appears on s|Only one box c
Organizational
Climate/Equal
Opportunity
36 Military 6X6 appears on s|Only one box c
Bearing/Character
37 Personal Job 6X6 appears on s|Only one box <c
Accomplishment/Init
iative
38 Teamwork 6X6 appears on s|Onlyoneboxcontains anX 6
39 Leadership 6X6 appears on s|Only one box ¢
40 Individual Trait Auto-calculated by system

Average

Must contain 2 decimal places
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Block | Block Name Constraint Remarks
Allows numeric characters only (e.g.
3.74)
41 Recommendation foi Allows up to 20 alpha characters
Assignment
42 Signature of Rater
Date
43 Comments Allows free text up td.366 10 point | Maximum of 18 lines
or 1216 12 poinalphanumeric
charactergwithout spaces)
44 Qualifications/Achie | Allows free text up td82characters
vements (without spaces)
45 Individual Promotionf 6 X6 appears on s|Only one box co
Recommendation
46 Summary Group Allows numeric charactersnly If auto summary selected
Recommendation application will calculate
47 Retention 6X6 appears on s|Only one box <co
48 Reporting Senior Allows free textup to 40 alpha
Address numeric characters
49 Signature of Senior
Rater
Date
50 Signature of
Reporting Senior
Date
Summary Group Auto-calculated by systeihauto
Average summary selected
Must contain 2 decimal places
Allows numeric characters only (e.qg.
3.74)
51 Signature of
Individual
Date
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Block | Block Name Constraint Remarks
Intention to submit | 6 Xappears on selected box Onlyonebox ont ai ns
statement
52 Regular Reporting
Senior Signature on
Concurrent Report
Name Free text fieldfor these items Allows a total of 68 alph@umeric
characters
Grade
Command
uIC
Date Use AYYMMMDDO f o

(07SEP16)
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NAVPERS 161827 Constraints

Block Block Name Constraint Remarks
1 Name Allows up to 27 alpha characters e.g.:.JOHNSON, ROBERT N
Membefs last namaeparatedvith a | Can validate that last name has
comma comma afterward.
2 Grade/Rate Limit of 5 alphacharactersMust end | e.g.: FORCM
in ACo, NASO, or
3 Desig Allows up to 12 alpha and/or special e.g.:AW/SW
characters
4 SSN Allows 9 numeric characters with | e.g.:12345-6789
imbedded hyphens after thé &nd
5" digits
5 ACT An 6X6 shall be |Only 1 box can
selected
FTS An O0X6 shall be
selected
INACT An 6X6 shall be
selected
AT/ADSWI/265 An 6X6 shall be
selected
6 uic Allows up to6 alphanumeric e.g.:1234A
characters
7 Ship/Station Allows up to 18 alphaaumeric e.g.:.CG-47 TICONDEROGA
characters
8 Promotion Status |[Dr opdown cont ain
OFROCKED®, O6SELE
9 Date Reported | Used Y Y MMMDDO f o r| allows 7 alphanumeric
(07SEP16) characters
10 Periodic O0X06 appears on s|{Cannot have an
selected
11 Detachment of O0X06 appears on s|{Cannot have an
Individual selected
12 Detachment of O0X6 appears on s|Cannot have an
ReportingSenior selected
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Block Block Name Constraint Remarks
13 Special 0X06 appears 0N |Bocks1012 cannot
if this block is checked
(07SEP16) characters
15 To Use O0YYMMMDDOG f| aAlows 7 alphanumeric
(O7SEP1® characters
16 Not Observed O0X6 appear s on s|Block42defaultsto NOB. Threg
Report trait grades can be graded if
desired.
17 Regular O0X6 appears on s|lIfOpsCdrselected box i8
blank
18 Concurrent O0X06 appears on s
19 Ops Cdr O0X06 appears on s
20 Physical Readines{ Maximum of 4 alpha characters Letter comb: P, F, W, B, N, M
21 Billet Subcategory| Dr opdown cont ai n|Usersmusthave approval to usg
606BASI| Co, 6 AP P R OV,| one of the special billet
AFLOAT®O, 6 CO A S H| subcategories
OSEA COMP®, NOCRF
AUG®BCANVASSERG,
ORESI DENTO6, 6 I6NDIT
AUG®I NSTRUCTORG,
OSTUDENT®G, 0 RESA
606 O0SPECHOAGh0O 106 t
0 SPE QAL
22 Reporting Senior | Allowsup to 27 alpha characters €.g.;JOHNSON, TT
Members last nameeparatedvith a | Can validate that last name has
commaFI and Ml comma afterward
23 Grade Allowsup to 5 alphaanumeric
characters
24 Desig Allowsup to 5 alphanumeric
characters
25 Title Allows up to 14 alphaaumeric
characters
26 uiCc Allowsup to 5 alphanumeric
characters
27 SSN Allows 9 numeric characters with | e.g.:12345-6789
imbedded hyphens after th€ &nd
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Block Block Name Constraint Remarks
5™ digits
28 Command Allows up to 276 characters
employment and
command
achievements
29 Primary/Collateral/| Allowsup to 14 alphawumeric
Watchstanding charactergsmall box)
duties
Allows up to334alpha number
characters (large box)
(07SEP16) characters
characters
32 Signature of
Individual
Counseled
33 Deckplate 6 Xappears on selected box Only one box contaBa n 0 X
Leadership
34 Institutional and 0 Xappears on selected box Only one box c(
Technical
Expertise
35 Professionalism 6X6 appears on s/Only one box c¢
36 Loyalty O0X0 appkaedboxon s/Only one box c(
37 Character 0X6 appears on s/Only one box c¢
38 Active O0X6 appears on s/Only one box c(
Communication
39 Sense of Heritage | 6 X6 appkaedboxon s/ Only one box c(
40 Career Free texffield
Recommendations
41 Comments on Free text field Allows up to 18 lines with up to
Performance 1620 10 PT alphaumeric
characterand up to 1350 12 PT
alphanumeric characters
42 Individual O0X6 appears on s
Promotion
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Block Block Name Constraint Remarks

Recommendation

43 Summary Allows numeric charactersnly
Promotion
Recommendation

44 Reporting Senior | Free text field
Address

45 Signature of
Reporting Senior

Date (DDMMYYYY) Use6 Y Y MMMDD®& f or
(07SEP16)

Member Trait Auto-calculated by system
Average

Summary Group | Auto-calculated by system
Average

46 Signature of
Individual
Evaluated

Date Date (DDMMYYYY)

Intention to submit| 6 Xappears on selected box Only one box c(

statement N
Input required if member has

electronically signed

47 Regular Reporting
Senior Signature
on Concurrent
Report

Name Free text fieldfor these items

Grade

Command
uIC
Date (DDMMYYYY) format
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Appendix D. Troubleshooting

1. Block 15 does not auto populate when block 10 (periodic) is selected and/or the following
error message is receivedould not find file CProgram
Files\NavFit98AData\nf98a_dte.accdldzo to Problem

2. The following error messge is received wheattempting to open a databaske Microsoft
Office Access database engine cannot open or write t@file¢o Problem

3. My summary letter breakolibe on the summary repoltas the wrong number§o to
Problem

4. When attempting to save a report the following error message is dispglfsttion was
modified enumeration operation may not exec@teto Problem

5. When attempting to open a database ¢tlieving error message is display&pecified
argument was out of the range of valid values. Parameter name: [@dew Problem

6. When attempting to save a summary letter profile the following error message is displayed:
Thechanges you requested to table were not successful because they would create duplicate
values in the index, primary key, or relationst@m to Problem

7. When validating a folder or printing a summary letter the followingsaggsis displayed:
Conversion from string @GotdiProblen t ype &éi ntegerod

8. When opening the NAVFIT98A application the following error message is displ@pedt
not find file (file location listed).Go to Problem

Problem: Block 15 does not auto populate when block 10 (periodic) report is selected and/or
the following error message is received.

x

IInhandled exception has ocourred in wour application. [F wou click
Continue, the application will ignore this error and attempt to continue. If
woul click Guit, the application will cloze immediatel.

Could nat find file 'C:\Pragram Filez'\M avFit38a50 atatnf33a_dte accdb’.

| * [Detailz I Continue it

Possible Cause

1. Check to see if the databases named nf98a_dte_mdii9&ad dte.accdb are located in
following directory: CiProgram FilesNavFit98AData. If not, conduct a search of your
directory to find them and move the files to correct location.

2. Application does not automatically update block 15 (TO Date) if @Radle is changed. You
must uncheck and check Periodic block again to see the update.
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Problem: The following error message is received when attempting to open a database

NAYFITISA |

Inhandled exception has occurred in pour application. F you click
Continue, the application will ignore this error and attermpt to continue. |f
yiau click Quik, the application will cloze immediately.

The Microzoft Office Access: databaze engine cannot open or write to the
file &:\Werzion 30T est zet 2. mdb’. [t iz alkeady opened excluzsively by
another uzer, ar you need permizzion bo view and write its data.

| * [Details I Continue | Gt |

Possible CauseThe user does not have the correct security permissions tddbedofile. A
NAVFIT98A user must have atrainimum Read/Write permissions to a database

ﬁ?;;TO set, view, change, or remove file and folder permissioar Windows XP

1. Open Windows Explorer, and then locate the file or folder for which you want to set
permissions. To open Windows Explore clistart, point toAll Programs, point to
Accessoriesand then clickVindows Explorer.

2. Right-click the file or folder, clickProperties, and then click th&ecurity tab as shown

in figure below.

New Folder Properties

General  Secusity | Customize

Group of user names:
ﬁ Adrmarastrators [CPITGCFS 07\ A dministrators)
ﬁ cpitgefs07_PRODCOM_r [CPITGCFS07vcpitgeis07_PROD...
ﬁ cpitgcis07_PRODCOM_rw [CPITGCFS07wepitgeis07_FRO..,
@ Guests [CRITGCFS07\Guests)

[ Add... I[ Bemove ]

Permizzions for Administrators Allove Dieny

Full Control

Modify

Fead & Execute
List Folder Contents
Fead

Write

000000

Far special permissions or for advanced setings,
click Advanced. Adwvanced

ok || Cancel |
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QTO set, view, change, or remove file and folder permissioiigr Windows Vista

1. Right click on the folder which you want to block from etlusers and select Properties.

Copy To Folder...
Send To r

Cut

Copy
Paste

Create Shortcut
Delete

Rename

2. Now click the Security tab in the folder properties window, and then click the Edit button.

| . Pics Properties (===

General I Sharing | Securty | Customize

Object name:  C:M\Private Folder’Pics

GI‘DIJD ar user names:

H2 Authenticated Users

82 5YSTEM

53__ Administrators (AVMNEESHLAP TOP Administrators)
52 Users (8VNEESHLAPTOP"Users)

Ta change pemissions, click Edit.

Permissions for Authenticated
Users Allowe Derny

Full control e

Modify
Fead & execute E
List folder contents

Read

Wiite S

For special permissions or advanced settings, :Ed
click Advanced. St

Leam about access control and permissions

[ ok || cancel | Apply

3. Select Group or user and cligklit

&To set, view, change, or remove file and folder permissiosr Windows 7

1. Right click ondesired folder/file. Apopp or menu will appear. ClI
option from the pojup menu.
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'S ST
) backup 30th march Properties -4

| C—u!mwl&m
Ctyect name

F\backup X0th march

Group or user names
A8, Ashertcated Users
M SYSTEM
52 Asmwwtratons (KPSt -PO\Admiretratons)
5, Uners (%P Soft-$C\Users)

To change permasicns, chok Ede

Permanons for Auhertcated
Users

Full cortrol -
Permission View  [F======{1 & Modty f
Read § execite L3
List folder contents

Reoad

Wree od

Fer specal pormssons o advanced settrgs anced
chok Advencad A

Lean sbond 2oCote COrtrad and Derraeans

oK Cancel
. 7

Note: For permission view, Choose desired group or users from the list in current window. As
you will scroll through the Group or user names list, allocated permission to authenticated user
will be seen .Permission allocated may vary from user to user or goagnoup.

3. After the Edit button press, Permission for particular folder will appear. You can grant
suitable permissions to desired user account. You can allow or deny rights by checking
and unchecking permission options.
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4. PressApply and then press ddK.
5. Repeat the steps if you require different valuep&missiorchange
Problem: My summary letter breakout line has the wrongnbers.

Possible Cause You importedor deletedepor(s) and did not open a report first before printing
the summary letter. The application will not recalculate the numbers until a report is apdned

saved

Problem: When attempting to save a report the following error message is displolsttion
was modified enumeration operation may not execute.

Possible Causes):

The application did not install or the workstation is not compatible. Both of these issues
(installation and compatibilitydrerelated to the .Net Framework 4.0 that is part of the
NAVFITO8A installation package. First, verify that youorkstation meets the hardware and
operating system requirements need for lNatmework4.
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